Attachment K
Scope of Work 
Indiana School for the Deaf 

Security Requirements
· Vendor agrees to provide background check information on any persons who will be working on the ISD campus. The background check must include an expanded criminal history check that includes a national criminal history background check and the national sex offender registry maintained by the US Dept of Justice.
· All vendor staff on ISD campus will wear easily identifiable uniforms and/or badges from the vendor company. Vendor will provide access cards (or reimburse cost of cards) to ISD Police and ISD Police will imprint access cards with ID information. Access cards will be set for building access per a schedule provided by vendor to ISD Police.
· Vendor will provide pictures of vendor staff and identify which building each staff member will work in and will provide permission to ISD to distribute such information to all ISD staff. Staff pictures may be posted in buildings for ID purposes.
· Vendor will ensure a housekeeper/custodian is placed in each student-occupied building during school hours and is easily accessible. Pager/cell phone information shall be provided and distributed to ISD staff for easy access to emergency housekeeping services as needed. 
· Vendor staff will be provided access to campus from 5:00 a.m. to 8:00 p.m. All duties must be completed in that timeframe unless vendor receives approval from ISD administration to provide services outside of this designated timeframe. In addition, exceptions will be made for special events on an as needed basis.
· Vendor will provide written confirmation that all vendor staff on ISD campus have received annual Blood Borne Pathogens training. Vendor is responsible for ensuring that all vendor staff be protected from Blood Borne Pathogens by immunization or proof of titers against Hepatitis B for their own protection due to likelihood of contact with blood.
· Vendor will immediately notify ISD Police Chief of any and all change in staffing.
· Vendor will provide an on-site representative (manager preferred) to participate in safety training and safety information will be disseminated to vendor staff on campus.
· MSDS sheets will be provided for all cleaning products utilized.
· All cleaning carts and cleaning materials will be kept monitored and/or secured at all times.


Raney School Building #1 (South)
Daily Tasks
· Empty all trash and all diaper pails, replace liners
· Clean toilets, urinals, sinks, mirrors with a cleaner and disinfectant
· Mop all restroom floors with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Remove graffiti
· Dust mop all hallways, classrooms, offices
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· Vacuum and/or sweep door runners
· Vacuum class rugs
· Wash Tables
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Halls to be mopped daily as needed

Twice Weekly
· Wet mop all offices and conference rooms
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors and entrance doors
· Mop all tile floors
· Remove all scuff marks from hallways
· Add water and/or drain deodorant to all floor drains to keep sewer gas out
· Wash down toilet urinal stalls with a disinfectant

Weekly
· Clean all door glass
· Dust mini blinds
· Wash interior glass
· Hi-speed buff all tile floors
· Clean all air louvers

Monthly
· Scrub activities Room floor, rubber surfaces

Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms and hallways
· Doors and windows, washed and tape removed
· Wax build-up removed from baseboards
· Halls & corridors stripped and waxed
· Wash waste baskets with a disinfectant solution
· Shampoo carpets and door runners
· Scrub and wax classroom and office floors
· Clean skylights



Raney Hall Building #2  


Daily Tasks
· Empty all trash and replace liners, as needed
· Clean toilets, urinals, sinks, mirrors with a cleaner and disinfectant
· Mop all restroom floors with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Remove graffiti
· Dust mop all hallways, classrooms, offices
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· Vacuum and/or sweep door runners
· Vacuum class rugs
· Wash tables
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Halls to be mopped daily as needed
· Multi-purpose Room (MPR)
· Dust, mop, vacuum and wipe down counters and tables
· Shampoo carpet for spills, only as needed

Twice Weekly
· Wet mop all offices and conference rooms
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors and entrance doors
· Mop all tile floors
· Remove all scuff marks from hallways
· Add water and/or drain deodorant to all floor drains to keep sewer gas out
· Wash down toilet urinal stalls with a disinfectant
· Mop all shower floors with disinfectant solution
· Wash out all bath tubs

Weekly
· Clean all door glass
· Dust mini blinds
· Wash interior glass
· Hi-speed buff all tile floors
· Clean all air louvers

Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms and hallways
· Doors and windows, washed and tape removed
· Wax build-up removed from baseboards
· Halls & corridors stripped and waxed
· Wash waste baskets with a disinfectant solution
· Clean skylights
· Wash all shower walls, restroom walls, and walls in dorms
· Shampoo all carpets (including MPR) and door runners
· Scrub and wax classroom and office floors
·  (4) Four sets of Apartments are also cleaned annually


Building #3 (currently not in use)

Daily Tasks
· Empty all trash and replace liners, as needed
· Clean toilets, urinals, sinks, mirrors with a cleaner and disinfectant
· Mop all restroom floors with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Remove graffiti
· Dust mop all hallways, classrooms, offices
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· Vacuum and/or sweep door runners
· Vacuum class rugs
· Wash tables
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Halls to be mopped daily as needed

Twice Weekly
· Wet mop all offices and conference rooms
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors and entrance doors
· Mop all tile floors
· Remove all scuff marks from hallways
· Add water and/or drain deodorant to all floor drains to keep sewer gas out
· Wash down toilet urinal stalls with a disinfectant

Weekly
· Clean all door glass
· Dust mini blinds
· Wash interior glass
· Hi-speed buff all tile floors
· Clean all air louvers

Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms and hallways
· Doors and windows, washed and tape removed
· Wax build-up removed from baseboards
· Halls & corridors stripped and waxed
· Wash waste baskets with a disinfectant solution
· Clean skylights
· Shampoo carpets and door runners


	Willard Hall Building #4 (South)


Daily Tasks
· Empty all trash and replace liners, as needed
· Clean toilets, urinals, sinks, mirrors with a cleaner and disinfectant
· Mop all restroom floors with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Remove graffiti
· Dust mop all hallways, classrooms, offices
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· Vacuum and/or sweep door runners
· Vacuum class rugs
· Wash tables
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Halls to be mopped daily as needed

Twice Weekly
· Wet mop all offices and conference rooms
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors and entrance doors
· Mop all tile floors
· Remove all scuff marks from hallways
· Add water and/or drain deodorant to all floor drains to keep sewer gas out
· Wash down toilet urinal stalls with a disinfectant
· Clean chalk ledges in classrooms

Weekly
· Clean all door glass
· Dust mini blinds
· Wash interior glass
· Hi-speed buff all tile floors
· Clean all air louvers

Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms and hallways
· Doors and windows, washed and tape removed
· Wax build-up removed from baseboards
· Halls & corridors stripped and waxed
· Wash waste baskets with a disinfectant solution
· Clean skylights
· Shampoo carpets and door runners
· Scrub and wax classroom and office floors
· High and low dust projector screens and maps in classrooms






Willard School Building #5 (North)


Daily Tasks
· Empty all trash and replace liners, as needed
· Clean toilets, urinals, sinks, mirrors with a cleaner and disinfectant
· Mop all restroom floors with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Remove graffiti
· Dust mop all hallways, classrooms, offices
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· Vacuum and/or sweep door runners
· Vacuum class rugs
· Wash tables
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Halls to be mopped daily as needed

Twice Weekly
· Wet mop all offices and conference rooms
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors and entrance doors
· Mop all tile floors
· Remove all scuff marks from hallways
· Add water and/or drain deodorant to all floor drains to keep sewer gas out
· Wash down toilet urinal stalls with a disinfectant
· Clean chalk ledges in classrooms

Weekly
· Clean all door glass
· Dust mini blinds
· Wash interior glass
· Hi-speed buff all tile floors
· Clean all air louvers

Monthly
· Scrub activities Room floor, rubber surfaces

Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms and hallways
· Doors and windows, washed and tape removed
· Wax build-up removed from baseboards
· Halls & corridors stripped and waxed
· Wash waste baskets with a disinfectant solution
· Clean skylights
· Shampoo carpets and door runners 
· Scrub and wax classroom and office floors
· High and low dust projector screens and maps in classrooms



Alumni Hall Building #6


Daily Tasks
· Empty all trash and replace liners, as needed
· Clean toilets, urinals, sinks, mirrors with a cleaner and disinfectant
· Mop all restroom floors with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Remove graffiti
· Dust mop all hallways, classrooms, offices
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· Vacuum and/or sweep door runners
· Vacuum class rugs
· Wash tables
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Halls to be mopped daily as needed
· Clean and check back entrance for trash
· Empty humidifiers in library – TWICE daily
· Clean elevator 
· Remove spots and spills from carpet in library and auditorium, as needed

Twice Weekly
· Wet mop all offices, classrooms and conference rooms
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors, stair rails and entrance doors
· Mop all tile floors
· Remove all scuff marks from hallways
· Add water and/or drain deodorant to all floor drains to keep sewer gas out
· Wash down toilet urinal stalls with a disinfectant
· Clean chalk ledges in classrooms
· Vacuum library and auditorium
· Dust mop stage in auditorium
· Clean and vacuum auditorium, including lobby areas, regularly for special events, as needed
· Dust heating units in auditorium

Weekly
· Clean all door glass
· Dust mini blinds
· Wash interior glass
· Hi-speed buff all tile floors
· Clean all air louvers 
· Sweep and wet mop landings and stairs all around building – 6 sets of stairs from basement to 2nd floor
· Dust and clean glass show cases
· Inspect and remove gum from bottom of auditorium seats


Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms and hallways
· Doors and windows, washed and tape removed
· Wax build-up removed from baseboards
· Halls & corridors stripped and waxed
· Wash waste baskets with a disinfectant solution
· Clean skylights
· Shampoo carpets and door runners, including library and auditorium
· Clean arm rests of auditorium seats
· Scrub and wax classroom and office floors
· High and low dust projector screens and maps in classrooms
· Shampoo upholstered furniture

Vocational Building #7


Daily Tasks
· Empty all trash and replace liners, as needed
· Clean toilets, urinals, sinks, mirrors with a cleaner and disinfectant
· Mop all restroom floors with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Remove graffiti
· Dust mop all hallways, classrooms, offices
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· Vacuum and/or sweep door runners
· Vacuum class rugs
· Wash tables
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Halls to be mopped daily as needed

Twice Weekly
· Wet mop all offices, classrooms and conference rooms
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors, stair rails and entrance doors
· Mop all tile floors
· Remove all scuff marks from hallways
· Add water and/or drain deodorant to all floor drains to keep sewer gas out
· Wash down toilet urinal stalls with a disinfectant
· Clean chalk ledges in classrooms
· Vacuum classrooms, offices, conference rooms with carpet

Weekly
· Clean all door glass
· Dust mini blinds
· Wash interior glass
· Hi-speed buff all tile floors
· Clean all air louvers
· Dust and clean glass show cases

Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms and hallways
· Doors and windows, washed and tape removed
· Wax build-up removed from baseboards
· Halls & corridors stripped and waxed
· Wash waste baskets with a disinfectant solution
· Clean skylights
· Shampoo carpets and door runners
· Scrub and wax classroom and office floors
· High and low dust projector screens and maps in classrooms

Fair / Koob Hall Building #8 – Health Center (Fair Hall Pod 1)

Daily Tasks
· Empty all trash and replace liners, as needed
· Mop Nurse’s station and all student traffic area floors with disinfectant
· Surface clean and disinfect all student cots, tray tables, bedside tables and nurses’ station counters
· Clean toilets, urinals, sinks, mirrors with a cleaner and disinfectant
· Mop all restroom floors with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Dust mop all hallways
· Dust/wet mop patient rooms as needed and directed by nursing staff 
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· Vacuum and/or sweep door runners
· Vacuum class rugs
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Halls to be mopped daily as needed

Twice Weekly
· Wet mop all offices, classrooms and conference rooms; vacuum rooms with carpet
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors, stair rails and entrance doors
· Mop all tile floors
· Remove all scuff marks from hallways
· Add water and/or drain deodorant to all floor drains to keep sewer gas out
· Wash down toilet urinal stalls with a disinfectant

Weekly
· Clean all door glass
· Dust mini blinds
· Wash interior glass
· Hi-speed buff all tile floors
· Clean all air louvers

Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms and hallways
· Doors and windows, washed and tape removed
· Wax build-up removed from baseboards
· Halls & corridors stripped and waxed
· Wash waste baskets with a disinfectant solution
· Clean skylights
· Shampoo carpets and door runners
· Strip and wax hallways, classrooms and office floors



Fair / Koob Hall Building #8 


Daily Tasks
· Empty all trash and replace liners, as needed
· Clean toilets, urinals, sinks, mirrors with a cleaner and disinfectant
· Mop all restroom floors with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Remove graffiti
· Dust mop all hallways, offices, and KRC Gym
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· Vacuum and/or sweep door runners and co-ed lounges
· Vacuum class rugs
· Locker room/restrooms to be cleaned and disinfected
· Clean elevator
· Clean door glass
· Clean mirrors
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Entrance lobby and halls to be mopped daily as needed

Twice Weekly
· Wet mop all offices, classrooms and conference rooms; vacuum rooms and offices with carpet
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors, stair rails and entrance doors
· Mop all tile floors
· Remove all scuff marks from hallways and KRC gym floor
· Add water and/or drain deodorant to all floor drains to keep sewer gas out
· Wash down toilet urinal stalls with a disinfectant
· Clean and wash out all bath tubs
· Dust and sweep stairs, railings, and landing baseboards
· Dust top of lights on stair landings
· Dust baseboards, tip of lights in lobby, and door entrances

Weekly
· Clean all door glass
· Dust mini blinds
· Wash interior glass
· Hi-speed buff all tile floors
· Clean all air louvers
· Wet mop hallway floors, stair landings, and KRC gym

Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms and hallways
· Doors and windows, washed and tape removed
· Wax build-up removed from baseboards
· Halls & corridors stripped and waxed
· Wash waste baskets with a disinfectant solution
· Clean skylights
· Shampoo carpets and door runners
· Strip and wax tile floors and elevator
· Scrub KRC gym floor
· Dormitory Rooms to be cleaned thoroughly before school starts each fall, including:
· Shampoo carpets
· Wipe down window sills with disinfectant
· Clean beds with disinfectant
· Clean out closets and wash all walls and doors with disinfectant



Physical Plant Maintenance Department Building #15


Daily Tasks
· Empty all trash and replace liners, as needed
· Clean toilets, urinals, sinks, mirrors with a cleaner and disinfectant
· Mop all restroom floors with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Dust mop all hallways and offices
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Halls to be mopped daily as needed

Twice Weekly
· Wet mop all offices, classrooms and conference rooms; vacuum rooms with carpet
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors, stair rails and entrance doors
· Mop all tile floors
· Remove all scuff marks from hallways
· Add water and/or drain deodorant to all floor drains to keep sewer gas out
· Wash down toilet urinal stalls with a disinfectant
· Vacuum door runners and carpets in Secretary and Physical Plan office and conference room

Weekly
· Clean all door glass
· Dust mini blinds
· Wash interior glass
· Hi-speed buff all tile floors
· Clean all air louvers

Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms and hallways
· Doors and windows, washed and tape removed
· Wax build-up removed from baseboards
· Halls & corridors stripped and waxed
· Wash waste baskets with a disinfectant solution
· Clean skylights
· Shampoo carpets and door runners
· Scrub and wax classroom and office floors


Caskey Gym Building #17


Daily Tasks
· Empty all trash and replace liners, as needed
· Clean toilets, urinals, sinks, mirrors with a cleaner and disinfectant
· Mop all restroom floors and locker rooms with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Remove graffiti
· Dust mop all hallways, classrooms, offices, and gym floor
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· Vacuum and/or sweep door runners at door entrance and gym entry
· Vacuum class rugs
· Wash tables
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Entry ways to be mopped daily as needed
· Clean bleachers before and after sporting events
· Scrub and mop around swimming pool with disinfectant
· During wrestling season – clean and disinfect wrestling mats after practice and matches

Twice Weekly
· Wet mop all offices, classrooms and conference rooms; vacuum rooms with carpet
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors, stair rails and entrance doors
· Mop all tile floors
· Remove all scuff marks from hallways and gym floor
· Add water and/or drain deodorant to all floor drains to keep sewer gas out
· Wash down toilet urinal stalls with a disinfectant
· Dust mop wrestling area and gym floor
· Clean chalk ledges


Weekly
· Clean all door glass
· Dust blinds
· Wash interior glass and glass trophy cases
· Hi-speed buff all tile floors
· Clean all air louvers
· Mop gym floor
· Sweep and mop stairs to wrestling area, back stairs and stairs to tunnel
· Clean glass back boards with glass cleaner

Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms, showers and hallways
· Doors and windows, washed and tape removed
· Wax build-up removed from baseboards
· Halls & corridors stripped and waxed
· Wash waste baskets with a disinfectant solution
· Clean skylights
· Shampoo carpets and door runners
· Strip and wax wrestling area floors
· Scrub floors around swimming pool
· High and low dusting and clean chalk ledges




Athletic Field Building #19

During Football and Track Season only

Daily Tasks
· Empty trash and replacing liners as needed
· Thoroughly clean and sanitize restrooms and shower room
· Sweep all areas of cobwebs
· Sweep floors in restrooms, dressing rooms, shower rooms, equipment room, and concession stand 
· Mop all floors with a disinfectant solution
· Replenish soap and all paper products
· Inspect for burnt out light, write-it-up on maintenance repair order
· Wash concession stand counter
· Clean and sanitize water fountains

Twice Weekly
· Clean restroom, sinks and shower rooms
· Leave extra paper products in equipment storage room
· Mop shower rooms, dressing rooms, and restrooms, with disinfectant

Annually
· Wash waste baskets with a disinfectant solution


Brown Cafeteria Rest Rooms and Office Areas Building #10

· Empty all trash by the end of work day and replace liners as needed, daily
· Mop all restroom floors with a disinfectant, daily
· Replenish all soap and paper products, daily
· Clean toilets, urinals, sinks, counters, mirrors with a cleaner and disinfectant, daily
· Clean door knobs and light switches with disinfectant, daily
· Sweep all office floors, twice weekly
· Wash down toilet & urinal stalls with a disinfectant, twice weekly
· Add water and/or drain deodorant to all floor drains to keep sewer gas out, twice weekly
· Wash restroom walls, annually
· Wash waste baskets with a disinfectant solution, annually





Willard and Brown Kitchens – Building #4 and Building #10

Once a year***When School is Out

Brown & Willard Kitchens:

· Remove all the Equipment from the kitchen
· Sweep under all Equipment and behind all doors
· Scrub floor with a “Side by Side” machine using a stiff brush and degreaser in water
· Rinse Floor two times with warm water
· Put all equipment back in place


Willard Dining South:

· Remove all tables and chairs from the room
· Sweep under all Equipment and behind all doors
· Scrub floor with a “Side by Side” machine using a BROWN pad and a Neutral Cleaner PH free
· Rinse Floor two times with warm water
· Apply two coats of Floor Finish
· Put all equipment back in place


Brown Dining Room:

· Remove all tables and chairs from the room
· Sweep under all Equipment and behind all doors
· Scrub floor with a “Walk Behind” machine using a GREEN pad and a Neutral Cleaner PH free
· Rinse Floor two times with warm water
· Buff floor with a HI-Speed machine and WHITE polishing pad.
· Put all equipment back in place










Dixon House Building #23 

Once a year***When School is Out


Restroom:

Wash all sinks and commodes down with disinfectant
Wash all shower walls and floors with shower cleaner
Scrub restroom floor with “Side by Side” machine using a brush and disinfectant
Wash all restroom walls with disinfectant
Clean all mirror with glass cleaner


Kitchen / Dining Room:

Wash everything down with disinfectant
Sweep and wet mop floor with neutral cleaner PH free
Buff floor with WHITE polishing pad and Hi-Speed buffer

Living Room / TV Room:

Dust all furniture 
Dust all window sills
Sweep and wet mop floor with neutral cleaner PH free
Buff floor with WHITE polishing pad and Hi-Speed buffer

Bed Rooms:

Wash all furniture with disinfectant 
Wash all window sills and door frames with disinfectant
Sweep and scrub floor tiles “Side by Side” machine with neutral cleaner PH free
Apply 3 coats of Floor finish

General:

Wash all windows on the inside and outside
Shampoo floor mats and rugs

Police Sub-Station Building #20

 Once a year***When School is Out:

Remove all the furniture that is moveable
Strip floor with a “Side by Side” machine and BLACK pad
Apply 4 coats of floor finish 

Scout Cabin Building #18

Once a week as needed:

Clean restroom, commode, sink
Clean kitchen, refrigerator, sink, counters
Wet mop floors with disinfectant
Remove all trash

 Once a year***When School is Out:

Wash down everything with disinfectant, window sills, and door frames
Scrub Floor with “Side by Side” machine and GREEN pad using degreaser in water
Rinse floor two times
Wash all furniture with disinfectant
Wash all windows inside and out
Clean restrooms, commode, sink with disinfectant and scrub floor with degreaser
Clean all trash barrows with disinfectant

Assessment Center Building #22

Daily Tasks
· Empty all trash and replace liners, as needed
· Clean toilets, urinals, sinks, diaper changing tables, mirrors with a cleaner and disinfectant
· Mop all restroom floors with a disinfectant
· Replenish all soap and paper products
· Clean door knobs and light switches with disinfectant
· Pick-up trash around entryways to building (50) fifty feet from entrance out from building
· Clean and disinfect water fountains
· Inspect for burnt out lights, write up on maintenance repair order
· Clean all spills on floors and / or walls
· Vacuum lobby
· During inclement weather
· Distribute ice melt as needed at entry doors and (50) fifty feet from door (if paved, or on concrete, sidewalks)
· Entryways to be mopped daily as needed

Twice Weekly
· Vacuum office floors
· Wash entrance door glass
· Dust furniture, window sills, cabinets, book shelves, heating units, top of doors, stair rails and entrance doors
· Add water and/or drain deodorant to all floor drains to keep sewer gas out

Weekly
· Clean all door glass
· Dust blinds
· Wash interior glass
· Mop entrance ways
· Clean all air louvers

Semi-Annually
· Clean fluorescent light diffusers

Annually
· All furniture washed, marks, tape removed, upholstery furniture shampooed
· Walls washed in restrooms and hallways
· Doors and windows, washed and tape removed
· Wash waste baskets with a disinfectant solution
· Clean skylights
· Shampoo carpets and door runners


Special Duties

· Set up and take down tables and chairs for events
· Put down and take up gym floor mats
· Set up and take down for Graduation
· Set up and take down for Sports tournaments
· Set up and take down for Special Events
· Complete all move request for furniture and other items as needed from building to building and within buildings
· Vendor will need to provide its own vehicle for furniture moves between buildings as vendors are not allowed to drive state vehicles
· ISD may request additional housekeeping needs over weekends for special events. Vendor should submit an hourly rate for potential overtime costs for these requests and be willing to fulfill these requests when made at that rate. 


NOTE

· Frequency of stripping and waxing of tile floors is dependent of the Quality of waxed used.
· Service will be based on five (5) cleanings per week. See “Special Duties” for overtime requests.

Additional Information

Vendor will provide all necessary equipment and chemicals to complete the above listed services. All consumable products (toilet paper, paper towel, soap, and trash liners) will be provided by the Indiana School for the Deaf.

Vendor will provide a certificate of insurance to the Indiana School for the Deaf (ISD). Management personnel of the winning vendor are to insure a consistent quality of services and will inspect the Indiana School for the Deaf on a regular basis and provide monthly reports to the Chief Operating Officer of ISD.

Vendor will utilize the State of Indiana’s approved vendor for fingerprint initiated background checks in accordance with IC 20-26-5-11 on all vendor staff employees. ISD will not provide access to vendor employees until certification is provided that employee has passed the background check and is cleared to work on school grounds.

Vendor will provide schedules for annual tasks to be completed during summer months when school is out. Vendor will work with ISD administration to prevent unnecessary interruption of business due to need to complete annual duties.

ISD will provide workspace for vendor manager and access to a computer. A general email for communication will be provided to vendor for use onsite. Vendor will provide phone number and email contact information to ISD for dissemination to ISD staff for housekeeping needs throughout the day.
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