
 

 

 

PROCUREMENT SERVICES SECTION 
 

CITY OF SURREY, SURREY CITY HALL 
13450 – 104 Avenue, Surrey, B.C., V3T 1V8 

Tel:  604-590-7274   
E-mail:  purchasing@surrey.ca 

 

ADDENDUM No. 2 
 

REQUEST FOR QUOTATIONS No.:  1220-040-2020-059 
 

TITLE:  JANITORIAL AND CUSTODIAL MAINTENANCE 

SERVICES - SURREY LIBRARIES 
 

ADDENDUM ISSUE DATE:  JANUARY 4, 2021 

(REVISED) DATE: 
 

 PREFER TO RECEIVE SUBMISSION ON OR 
BEFORE JANUARY 14, 2021. 

 

 

 

INFORMATION FOR CONTRACTORS 
 
Contractors are advised that Addendum No. 2 to RFQ 1220-040-020-059 is hereby issued by the City.  This 
addendum shall form part of the contract documents and is to be read, interpreted and coordinated with all 
other parts.  The following information is provided to answer questions raised by Contractors for the above-
named project, to the extent referenced and shall become a part thereof.  No consideration will be allowed for 
extras due to the Contractors or any sub-contractor not being familiar with this addendum.  This Addendum 
No. 2 contains five (5) pages. 
 
1. REFER TO SECTION 3 DATE: 

 
Delete this Section in its entirety and substitute the following: 
 
3. DATE 

 
The City would prefer to receive Quotations on or before January 14, 2021 (the “Date”).   

 
2. QUESTIONS AND ANSWERS: 
 
Q1. Does the Collection Services department in the basement of the Guildford Library require 7 days a 

week cleaning during regular times even though staff are only there from Mon-Fri?  
 
A1. Collection Services department requires 5 days a week cleaning (Mon-Fri). The ‘extra’ time gained on 

the weekends are typically spent catching up on weekly and monthly tasks such as high dusting of 
bookshelves, dusting of blinds, etc. 
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Q2. Where are the boundaries for pressure washing/windows, etc., for Guildford Library? 

A2.  Pressure washing is for windows, not of concrete sides of the building or of sidewalks. The boundaries 
are listed in Task Item No. 309 in the Table B, PROJECT SERVICES FIXED FEE SCHEDULE. 
PACKAGE C – GUILDFORD LIBRARY of Schedule B – Quotation. 

Q3. Which blinds need to be cleaned? 

A3.  The Guildford Library’s blinds are horizontal, not fabric, and is part of the weekly maintenance. There 
are small sets of blinds in the Computer Learning Centre, in the office of the Circulation Department, 
and all around the Collection Services department. 

 The Department Representative will coordinate the required services and service hours with the 
successful Contractor for all sites. 

Q4. How many people are in the Guildford Library at any given time? 

A4.  During the normal operating hours (pre-COVID-19), the estimated average foot count was 1,300 
visitors per day. Currently the average is 300 per day and has wildly fluctuated over the past few 
months due to the state of Fraser Health COVID-19 guidelines and case numbers.  

Q5. What are the different types of flooring for Guildford Library? 
 
A5.  The bulk of the site is carpeted. Non-carpeted areas are:  

• 11 tiled washrooms 

• 2 laminate kitchens, plus laminate flooring in the elevator and the elevator landing and r 
amp down to Collection Services. 

 
Q6. How many total chairs and what types are there at the Guildford Library?  

A6.  Only 2 types of chairs would apply to the quote needed for Special Projects (307 – Furniture – deep 
clean (steam clean) upholstered furniture and 307 Furniture – deep clean (clean and condition) vinyl 
furniture).  Otherwise, all other chairs are hard plastic and are part of regular “tables and chairs” daily 
cleaning.   

Special project-related seating: 

• Vinyl furniture (for cleaning and conditioning) – approximately 40 chairs, 3 ‘loveseats’ (not as 
big as a standard sofa)  

• Upholstered furniture (for steam cleaning) – approximately 75 public chairs, 50 office chairs 
                 

Daily spot cleaning seating: 

• Hard plastic chairs – approximately 115 chairs 
*30 of these is stacked up in the meeting room and are generally not cleaned by cleaners 
on a daily basis. 
 

Q7. What is the total number of bathrooms, sinks and toilets in the Guildford Library? 
 
A7.  For the 11 washrooms there are: 

• Sinks – 18 

• Toilets – 19 

• Urinals – 4 
 
Q8. How often we do we have to clean the blinds? 

A8.  Refer to Schedules A-2 Regular Cleaning Task Services Schedule and A-3 Project Cleaning Task 
Services Schedule. 
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 The Department Representative will coordinate the required services and service hours with the 
successful Contractor for all sites. 

Q9. Is the janitorial company required to do the high window cleaning and pressure washing special 
projects? Do they need to provide a quote for these?  

A9.  Refer to Schedule A-3 Project Cleaning Task Services Schedule and Table B, PROJECT SERVICES 
FIXED FEE SCHEDULE. PACKAGE C – GUILDFORD LIBRARY of Schedule B – Quotation.  

The Department Representative will coordinate the required services and service hours with the 
successful Contractor for all sites. 

Q10. What are the exact hours of work needed? 

A10.  Refer to Schedules A Specifications of Goods and Scope of Services and A-1 Supplementary 
Specifications for all Packages. 

Q11. What is the frequency for the Level 2 services? The quotation asks to enter the total monthly cleaning 
service hours; however, the RFQ document does not state how often the service is required at Level 
2. 

A11.  Refer to item 3 of this Addendum No. 2.  The Services is on an “as and when required” basis only.  

Q12. Is there a requirement to disinfect the books? At both Level 2 and Level 3, books will be passed from 
the public to the staff members, and vice versa. During this pandemic, the books can be a mode of 
transmission between the public and staff members. If there is a requirement to disinfect the books, 
we would not be able to provide accurate pricing as we do not know how many books are going in and 
out of the library that will require disinfection. 

A12.  There is no requirement to disinfect the books. The BC Ministry of Health and the CDC have indicated 
that the risk of transmission between users of borrowed items is very low. 

Q13. Are the City's Performance Standards the same as the Regular Task and Green Cleaning Services 
Guidelines as set out in Schedule A-4? 

A13.  Yes 

3. REFER TO TABLE D:  OPTIONAL PRICING – CLEANING SERVICES FOR VARIOUS LEVELS 

Delete TABLE D in its entirety and substitute the following: 

1. FEE SCHEDULE  

(As and when required, during a pandemic such as COVID-19) 
 
Refer to Schedule A-6 Supplementary Cleaning Task Services – Multiple Levels During the Pandemic 
for each level. 
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Newton Library  

Category of Staff 
Enter Estimated # 
of Staff Provided 

Enter Hourly Rate 
(Per Billable Hour)  

 
A B D  

Level 2   
 $  

 

Level 3  $  

Note: The above rates include labor, equipment and contractor supplied cleaning 
supplies to complete the services as specified in Schedule A-6 Supplementary 
Cleaning Tasks Services – Multiple Levels During the Pandemic.  Rates does not 
include applicable taxes. 

 

 
Strawberry Hill Library 

Category of Staff 
Enter Estimated # 
of Staff Provided 

Enter Hourly Rate 
(Per Billable Hour)  

 
A B D  

Level 2   
 $  

 

Level 3  $  

Note: The above rates include labor, equipment and contractor supplied cleaning 
supplies to complete the services as specified Schedule A-6 Supplementary Cleaning 
Tasks Services – Multiple Levels During the Pandemic.  Rates does not include 
applicable taxes. 

 

 
Guildford Library 

Category of Staff 
Enter Estimated # 
of Staff Provided 

Enter Hourly Rate 
(Per Billable Hour)  

 
A B D  

Level 2   
 $  

 

Level 3  $  

Note: The above rates include labor, equipment and contractor supplied cleaning 
supplies to complete the services as specified in Schedule A-6 Supplementary 
Cleaning Tasks Services – Multiple Levels During the Pandemic.  Rates does not 
include applicable taxes. 
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4. FLOOR PLANS: 

 
PACKAGE A – NEWTON LIBRARY 

 

Newton Library 

Floor Plan.pdf
 

 
PACKAGE B – STRAWBERRY HILL LIBRARY 
 

Strawberry Hill 

Library Floor Plan.pdf
 

 
PACKAGE C – GUILDFORD LIBRARY 
 

Guildford Library 

Floor Plan.pdf
 

 
5. SCHEDULE A-6 SUPPLEMENTARY CLEANING TASK SERVICES – MULTIPLE LEVELS DURING 

THE PANDEMIC: 
 

Newton Library - 

Attachment 1 Cleaning Task Services Schedules (Level 2).pdf
  

Newton Library - 

Attachment 1 Cleaning Task Services Schedules (Level 3).pdf
 

 

Strawberry Hill 

Library - Attachment 1 Cleaning Task Services Schedule (Level 2).pdf
  

Strawberry Hill 

Library - Attachment 1 Cleaning Task Services Schedule (Level 3).pdf
 

 

Guildford Library - 

Attachment 1 Cleaning Task Services Schedule (Level 2).pdf
  

Guildford Library - 

Attachment 1 Cleaning Task Services Schedule (Level 3).pdf
 

 
 

All Addenda will become part of the Contract Documents. 

 
- END OF ADDENDUM - 
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ŐĞƌŵŝĐŝĚĞ�ĚĞƚĞƌŐĞŶƚ


ZĞĐĞƉƚĂĐůĞ��ŝŶƐ;ƌĞĐǇĐůŝŶŐͬŐĂƌďĂŐĞͬĐŽŵƉŽƐƚͿ �ůĞĂŶ�Θ�ĚŝƐŝŶĨĞĐƚ�ƚŚĞ�ĞǆƚĞƌŝŽƌ�ŽĨ�ƌĞŐƵůĂƌ�
ƐŝǌĞ�ĂŶĚ�ůĂƌŐĞ�ŝŶĚŽŽƌ�ƌĞĐǇĐůŝŶŐ�Θ�
ĐŽŵƉŽƐƚŝŶŐ�ďŝŶƐ�


�ĂƌƉĞƚƐ�ʹ ŶŽŶͲŚŝŐŚ�ƚƌĂĨĨŝĐ sĂĐƵƵŵ�ƵŶĚĞƌ�ďŽŽŬƐŚĞůǀĞƐ�


sĂĐƵƵŵ�ƵŶĚĞƌ�ĚĞƐŬƐ�ĂŶĚ�ĨŽŽƚƌĞƐƚƐ͕�ĂŶĚ�
ďĞŚŝŶĚ�ďŝŶƐ


&ƵƌŶŝƚƵƌĞ�;ĐŚĂŝƌƐ͕�ƚĂďůĞƐ ĂŶĚ�ĚĞƐŬƐͿ�Θ��ŽŽŬƐŚĞůǀĞƐ� ^ƉŽƚ�ĐůĞĂŶ�Ăůů�Ăƌŵ�ĐŚĂŝƌƐ
�ƵƐƚ�ĐŽƵŶƚĞƌƚŽƉƐ�ŽĨ�Ăůů�ƉƵďůŝĐ�ƐĞƌǀŝĐĞ�
ĚĞƐŬƐ
tŝƉĞ�ŵĂƌŬŝŶŐƐ�ŽĨĨ�ĚĞƐŬƐ�ŝŶ�ƚŚĞ�ƉƵďůŝĐ�ĂƌĞĂ�
ĂƐ�ŶĞĐĞƐƐĂƌǇ
�ƵƐƚ�ďŽŽŬƐŚĞůǀĞƐ�ĂŶĚ�ƚŽƉƐ�ŽĨ�ďŽŽŬƐ�ŽŶ�
ƐŚĞůǀĞƐ


WƵďůŝĐ�tŽƌŬƐƚĂƚŝŽŶƐ �ŝƐŝŶĨĞĐƚ�ƉƵďůŝĐ�ĐŽŵƉƵƚĞƌ�ǁŽƌŬƐƚĂƚŝŽŶƐ�
;ŬĞǇďŽĂƌĚ͕�ŵŽƵƐĞ͕�ŵŽŶŝƚŽƌͿ


tĂůůƐ͕�ůĞĚŐĞƐ͕�ĂŶĚ�ďůŝŶĚƐ ^ƉŽƚ�ĐůĞĂŶ�Ăůů�ǀĞƌƚŝĐĂů�ƐƵƌĨĂĐĞƐ�ďĞůŽǁ�Ϯ�
ŵĞƚĞƌƐ͕�ĞŐ͘��ĂƐĞďŽĂƌĚƐ͕�ƐŝůůƐ͕�ƉĂƌƚŝƚŝŽŶƐ�
ĂŶĚ�ǁĂůůƐ�
�ƵƐƚ�ĂŶĚ�ĚĂŵƉ�ĐůĞĂŶ�ŚŽƌŝǌŽŶƚĂů�ďůŝŶĚƐ


�ŽŽƌƐ �ůĞĂŶ�Ăůů�ŵĞƚĂů�ĂŶĚ�ƉĂŝŶƚĞĚ�ƐƵƌĨĂĐĞƐ�
ŝŶĐůƵĚŝŶŐ�ŐƌŝůůĞƐ͕�ǀĞŶƚƐ�


^ƚĂĨĨ�ĂƌĞĂ


�ŽŽŬ�ĚƌŽƉ�ďŝŶƐ�;ƐƚĂĨĨ�ĂƌĞĂͿ sĂĐƵƵŵ�Ăůů�ďŽŽŬ�ĚƌŽƉ�ďŝŶƐ


<ŝƚĐŚĞŶ /ŶƐƉĞĐƚ�ďĞŚŝŶĚ�ĂƉƉůŝĂŶĐĞƐ�Θ�ĐůĞĂŶ�ŝĨ�
ŶĞĐĞƐƐĂƌǇ
�ůĞĂŶ�Θ�ĚŝƐŝŶĨĞĐƚ�ĞǆƚĞƌŝŽƌ�ŽĨ�ƌĞĨƌŝŐĞƌĂƚŽƌ͕�
ŵŝĐƌŽǁĂǀĞ�ĂŶĚ͕�ŝĨ�ĂƉƉůŝĐĂďůĞ͕�ƐƚŽǀĞ








ATTACHMENT 1 CLEANING TASK SERVICES SCHEDULE (REOPENING) 
Guildford Library 


 


LEVEL 3 - SCHEDULE FOR DAILY CLEANING TASKS (re-open to public) 


 
DAILY TASKS 


 
AREA TASK Description 


Staff & public areas Carpets Vacuum all public and staff main traffic areas 


Spot clean carpet stains  


Vacuum all carpeted stairs 


Non-carpeted stairwell & 
flooring  


Sweep and wet mop public stairwell 


Sweep and wet mop all non-carpet flooring in staff 
areas (kitchens and ramp in basement) 


Clean & sanitize stairwell handrails 


Doors Clean & wipe glass entrance doors (both sides),  
clearing of all streaks, smudges 


Spot clean doors, woodwork, glass  


Bins  
(recycling/garbage/comp
ost) 


Empty all garbage, recycling, and compost bins 


Replace lining bags as needed 


Spot clean exterior of bins 


Transport all waste to exterior locked waste 
management compound 
Keep area tidy 


Furniture  
(chairs, tables and desks) 


Wipe down all table tops in the public areas  


Spot clean all marking on furniture 


Scrape gum off any furniture  


Elevator  Clean all surfaces of elevator  


Sweep and wet mop floor 


Countertops Clean countertops of main public service points 
(information desk, circulation desk, children’s desk) in 
addition to other areas 


Plexiglass barriers Clean plexiglass barriers at public stations on upper 
floors with soap and water. 


Telephones Clean telephones (ear and mouth pieces) with a 
disposable cloth 


Water fountain Clean water fountains with germicide detergent 


Walls & ledges Clean all horizontal ledges below 7 feet (baseboards, 
partitions). 
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DAILY TASKS (continuation) 
AREA TASK Description 


Washrooms 
(staff & public) 


Sinks, counter tops & 
mirrors 


Clean and sanitize 


Toilets & urinals Clean and sanitize 


Floor Sweep and damp mop 


Walls, dividers & doors Clean and sanitize all door handles and plates  


Spot clean any markings or stains on walls, dividers or 
doors 


Dispensers & supplies Refill supplies (soap and toilet paper) 


Wipe and sanitize dispensers 


Plumbing Minor plumbing if plugged 


Leave note if any plumbing problem persists 


Kitchens  
(meeting room, 
upstairs staff, 
downstairs staff) 
 


Kitchen cabinetry Clean countertops, sinks and surrounding walls 


Receptacle bins Empty, replace liner and spot clean exterior 


Floor Sweep and damp mop 


Furniture 
 


Wipe and clean all table tops 


Wipe and spot clean all chairs and sofas 


Storage rooms  
(including Janitorial 
closet) 


Floor Sweep and make sure floors/pathways are clear of 
supplies and materials  


Sink, walls, shelves Keep clean and organized  


General WHIMS/MSDS binder is accessible in Janitorial Closet 


Maintain equipment 


Storage areas must be cleaned and kept tidy at the 
end of the shift 
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WEEKLY TASKS  
AREA TASK Description 


Staff & public Bins 
(recycling/garbage/comp


ost) 


Clean the exterior of regular size and large indoor 
recycling & composting bins  


Carpets – non-high 
traffic 


Vacuum under desks and footrests and around/behind 
bins 


Furniture  
(chairs, tables and desks) 


Vacuum underneath all soft furniture (sofa and arm 
chairs)  


Wipe markings off any furniture in the public area as 
necessary 


Walls & ledges Spot clean all vertical surfaces below 2 meters, eg. 
Baseboards, sills, partitions, fireplace and walls  


Dust and clean countertops of all public service desks 


Doors Clean all metal and painted surfaces including 
handrails, grilles, vents  


Clean all glass in door frames 


Washrooms Thoroughly clean partitions in bathrooms, and walls 
up to 7 feet 


Staff area Book drop bins (staff 
area) 


Vacuum all 3 book drop bins 


Drains Maintain water level in floor drains in the basement 


Kitchen Clean exterior of refrigerator, microwave and stove 


Plexiglass barriers Clean plexiglass barriers at staff-only work areas 
throughout branch with soap and water. 
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MONTHLY TASKS  


AREA TASK Description 


Staff & public areas Doors Clean & sanitize doors and glass, as well as handles 


Books Dust bottom row of books in all collection areas  


Bins 
(recycling/garbage/comp
ost) 


Scrub exterior and interior of garbage, recycling, and 
compost bins (large and small) 


Blinds Dust and damp clean horizontal blinds in the 
computer lab, Collection Services (basement), and 
staff room 


Shelving units Dust top of shelving units. Vacuum underneath 
shelving units.   


Displays Dust underneath plexiglass book displays 


Furniture Wet wipe all soft (vinyl) furniture (arm chairs and sofa) 
and vacuum the creases in the soft furniture. 


Kitchens Appliances Inspect behind the fridge and stove and clean if 
necessary 


Windows Interior glass  Clean main level partition and interior glass (lower 
panels to 7’ height level) around the main level, 
including main public entrance doors, security gates.  
Clean Collection Services (basement) staff room 
partition glass.  


Washrooms Washroom walls (tile & 
partitions) 


Clean and wipe down all doors, partitions and tiled 
washroom walls 


   


 


 
NOTE:   
 
The above cleaning schedules are subject to change and further review.  The City may add or delete 
tasks based on the library’s requirements. 
 
The City prefers that the ongoing services will be performed to high expectations meeting all required health 
& safety guidelines.   
 
There is no specific timeline set at this time for each level and the City requests flexibility on the part of the 
Contractor to perform the janitorial services with short notice. 


 













�dd��,D�Ed�ϭ��>��E/E'�d�^<�^�Zs/��^�^�,��h>��;Z�KW�E/E'Ϳ
EĞǁƚŽŶ >ŝďƌĂƌǇ


ϭϮϮϬͲϬϰϬͲϮϬϭϲͲϬϰϰ� :ĂŶŝƚŽƌŝĂů�ĂŶĚ��ƵƐƚŽĚŝĂů�DĂŝŶƚĞŶĂŶĐĞ�^ĞƌǀŝĐĞƐ�ʹ EĞǁƚŽŶ >ŝďƌĂƌǇ


>�s�>�Ϯ�Ͳ ^�,��h>��&KZ���/>z��>��E/E'�d�^<^�;EŽ�ƉƵďůŝĐ�ŝŶ�ĨĂĐŝůŝƚǇ�ʹ ƐƚĂĨĨ�ŽŶůǇͿ


EŽƚĞ͗ ĐůĞĂŶŝŶŐ�ŝŶĐůƵĚĞƐ�ĐĂƵƐĞƐ�ƐƵĐŚ�ĂƐ�ďŽĚŝůǇ�ĨůƵŝĚƐ�;ƐĂůŝǀĂ͕�ďůŽŽĚ͕�ǀŽŵŝƚ͕�ƵƌŝŶĞ͕�ĨĞĐĞƐ͕�ĞƚĐ͘Ϳ


$5($ '$,/<�7$6. '(6&5,37,21


^ƚĂĨĨ�Θ�ƉƵďůŝĐ�ĂƌĞĂƐ�
�ĂƌƉĞƚƐ sĂĐƵƵŵ�Ăůů�ƉƵďůŝĐ�ĂŶĚ�ƐƚĂĨĨ�ŵĂŝŶ�ƚƌĂĨĨŝĐ�ĂƌĞĂƐ͕�ŝŶĐůƵĚŝŶŐ�


ƐƚĂŝƌƐ
^ƉŽƚ�ĐůĞĂŶ�ĐĂƌƉĞƚ�ƐƚĂŝŶƐ�


&ůŽŽƌŝŶŐ� ^ǁĞĞƉ͕�ĐůĞĂŶ�ĂŶĚ�ǁĞƚ�ŵŽƉ�Ăůů�ŶŽŶͲĐĂƌƉĞƚ�ĨůŽŽƌŝŶŐ�ŝŶ�ƐƚĂĨĨ�
ĂƌĞĂƐ�ĂŶĚ�ƉƵďůŝĐ�ĂƌĞĂƐ�;ƉƵďůŝĐ�ĞŶƚƌĂŶĐĞ�ǀĞƐƚŝďƵůĞ͕�ŝŶĐůƵĚŝŶŐ�
ƵŶĚĞƌ�ďŽŽŬ�ďŝŶ͕�ĂŶĚ�ŬŝƚĐŚĞŶͿ


�ůĞĂŶ�Θ�ĚŝƐŝŶĨĞĐƚ�ƐƚĂŝƌǁĞůů�ŚĂŶĚƌĂŝůƐ
ZĞĐĞƉƚĂĐůĞ��ŝŶƐ� �ŵƉƚǇ�Ăůů�ŐĂƌďĂŐĞ͕�ƌĞĐǇĐůŝŶŐ͕�ĂŶĚ�ĐŽŵƉŽƐƚ�ďŝŶƐ


;ŝŶƚĞƌŝŽƌ�ĂŶĚ�ĞǆƚĞƌŝŽƌ�ďŝŶƐͿ


;ZĞĐǇĐůŝŶŐͬŐĂƌďĂŐĞͬĐŽŵƉŽƐƚͿ ZĞƉůĂĐĞ�ůŝŶŝŶŐ�ďĂŐƐ
^ƉŽƚ�ĐůĞĂŶ�ĞǆƚĞƌŝŽƌ�ŽĨ�ďŝŶƐ


&ƵƌŶŝƚƵƌĞ�Θ��ƋƵŝƉŵĞŶƚ tŝƉĞ�ĚŽǁŶ�Θ�ĚŝƐŝŶĨĞĐƚ�Ăůů�ƚĂďůĞƚŽƉƐ�ĂŶĚ�ĐŽƵŶƚĞƌƚŽƉƐ�ŝŶ�
ƐƚĂĨĨ�ĂŶĚ�ƉƵďůŝĐ�ĂƌĞĂƐ
�ŝƐŝŶĨĞĐƚ�ƐƚĂĨĨ�ǁŽƌŬƐƚĂƚŝŽŶƐ�;ŬĞǇďŽĂƌĚ͕�ŵŽƵƐĞ͕�ŵŽŶŝƚŽƌ͕�
ƉŚŽŶĞͿ


�ŽŽƌƐ �ŝƐŝŶĨĞĐƚ�Ăůů�ĚŽŽƌŬŶŽďƐ�ĂŶĚͬŽƌ�ĚŽŽƌ�ƉůĂƚĞƐ�ŝŶ�ƐƚĂĨĨ�ĂƌĞĂƐ
tĂƚĞƌ�&ŽƵŶƚĂŝŶ �ůĞĂŶͬĚŝƐŝŶĨĞĐƚ�ǁĂƚĞƌ�ĨŽƵŶƚĂŝŶ�ǁŝƚŚ�ŐĞƌŵŝĐŝĚĞ�ĚĞƚĞƌŐĞŶƚ


tĂƐŚƌŽŽŵƐ ^ŝŶŬƐ͕�ĐŽƵŶƚĞƌ�ƚŽƉƐ�Θ�ŵŝƌƌŽƌƐ �ůĞĂŶ�ĂŶĚ�ĚŝƐŝŶĨĞĐƚ
;^ƚĂĨĨ ŽŶůǇ�ʹ ƉƵďůŝĐ�
ǁĂƐŚƌŽŽŵƐ�ĐůĞĂŶĞĚ�ĂƐ�ƉĂƌƚ�
ŽĨ�ǁĞĞŬůǇ�ƚĂƐŬƐͿ


dŽŝůĞƚƐ�Θ�ƵƌŝŶĂůƐ �ůĞĂŶ�ĂŶĚ�ĚŝƐŝŶĨĞĐƚ


ZĞĐĞƉƚĂĐůĞ�ďŝŶƐ �ŵƉƚǇ͕�ƌĞƉůĂĐĞ�ůŝŶĞƌ�ĂŶĚ�ƐƉŽƚ�ĐůĞĂŶ�ĞǆƚĞƌŝŽƌ ;ŝŶƚĞƌŝŽƌ�ĂŶĚ�
ĞǆƚĞƌŝŽƌ�ďŝŶƐͿ


&ůŽŽƌ ^ǁĞĞƉ͕ ĚĂŵƉ�ŵŽƉ ĂŶĚ�ĚŝƐŝŶĨĞĐƚ
tĂůůƐ͕�ĚŝǀŝĚĞƌƐ�Θ�ĚŽŽƌƐ �ůĞĂŶ�ĂŶĚ�ĚŝƐŝŶĨĞĐƚ�Ăůů�ĚŽŽƌ�ŚĂŶĚůĞƐ�ĂŶĚ�ƉůĂƚĞƐ�


^ƉŽƚ�ĐůĞĂŶ�ĂŶǇ�ŵĂƌŬŝŶŐƐ�Žƌ�ƐƚĂŝŶƐ�ŽŶ�ǁĂůůƐ͕�ĚŝǀŝĚĞƌƐ�Žƌ�
ĚŽŽƌƐ͕�ŝŶĐůƵĚŝŶŐ�ŐƌĂĨĨŝƚŝ
�ůĞĂŶ�ĂŶĚ�ĚŝƐŝŶĨĞĐƚ�ĂŶǇ�ƚŝůĞĚ�ǁĂůůƐ͕�ďĂĐŬƐƉůĂƐŚ


�ŝƐƉĞŶƐĞƌƐ�Θ�ƐƵƉƉůŝĞƐ ZĞĨŝůů�ƐƵƉƉůŝĞƐ�;ƐŽĂƉ͕�ƚŽŝůĞƚ�ƉĂƉĞƌ�ĂŶĚ�ŚĂŶĚ�ƚŽǁĞůƐͿ͕�ĂŶĚ�
ďĂƚƚĞƌŝĞƐ�;ĂƐ�ŶĞĞĚĞĚͿ
tŝƉĞ�ĂŶĚ�ĚŝƐŝŶĨĞĐƚ ĚŝƐƉĞŶƐĞƌƐ


WůƵŵďŝŶŐ DŝŶŽƌ�ƉůƵŵďŝŶŐ�ŝĨ�ƉůƵŐŐĞĚ
>ĞĂǀĞ�ŶŽƚĞ�ŝĨ�ĂŶǇ�ƉůƵŵďŝŶŐ�ƉƌŽďůĞŵ�ƉĞƌƐŝƐƚƐ


<ŝƚĐŚĞŶƐ�
;^ƚĂĨĨ�ŬŝƚĐŚĞŶ�ŽŶůǇͿ


<ŝƚĐŚĞŶ�ĐĂďŝŶĞƚƌǇ �ůĞĂŶ�Θ�ĚŝƐŝŶĨĞĐƚ�ĐŽƵŶƚĞƌƚŽƉƐ͕�ƐŝŶŬƐ�ĂŶĚ�ƐƵƌƌŽƵŶĚŝŶŐ�ǁĂůůƐ
ZĞĐĞƉƚĂĐůĞ�ďŝŶƐ �ŵƉƚǇ�Ăůů�ŐĂƌďĂŐĞ͕�ƌĞĐǇĐůŝŶŐ�ĂŶĚ�ĐŽŵƉŽƐƚ�ďŝŶƐ͕�ƌĞƉůĂĐĞ�


ůŝŶĞƌƐ�ĂŶĚ�ƐƉŽƚ�ĐůĞĂŶ�ĞǆƚĞƌŝŽƌƐ
�ƉƉůŝĂŶĐĞƐ �ůĞĂŶ�Θ�ĚŝƐŝŶĨĞĐƚ�Ăůů�ŚĂŶĚůĞƐ�Θ�ŬŶŽďƐ�Žƌ�ďƵƚƚŽŶ�ƉĂŶĞůƐ�ŽŶ�


ĨƌŝĚŐĞ͕�ŵŝĐƌŽǁĂǀĞ͕�ƐƚŽǀĞ
&ůŽŽƌ ^ǁĞĞƉ͕�ĚĂŵƉ�ŵŽƉ͕�ĂŶĚ�ĚŝƐŝŶĨĞĐƚ
^ƚĂĨĨ�ƌŽŽŵ�ĨƵƌŶŝƚƵƌĞ tŝƉĞ͕�ĐůĞĂŶ͕�ĂŶĚ�ĚŝƐŝŶĨĞĐƚ�Ăůů�ƚĂďůĞ�ƚŽƉƐ


tŝƉĞ�ĂŶĚ�ƐƉŽƚ�ĐůĞĂŶ�Ăůů�ĐŚĂŝƌƐ�ĂŶĚ�ƐŽĨĂƐ
^ƚŽƌĂŐĞ�ƌŽŽŵ;ƐͿ
;ŝŶĐůƵĚŝŶŐ�:ĂŶŝƚŽƌŝĂů�ĐůŽƐĞƚͿ


&ůŽŽƌ ^ǁĞĞƉ�ĂŶĚ�ŵĂŬĞ�ƐƵƌĞ�ĨůŽŽƌƐͬƉĂƚŚǁĂǇƐ�ĂƌĞ�ĐůĞĂƌ�ŽĨ�ƐƵƉƉůŝĞƐ�
ĂŶĚ�ŵĂƚĞƌŝĂůƐ�


^ŝŶŬ͕�ǁĂůůƐ͕�ƐŚĞůǀĞƐ <ĞĞƉ�ĐůĞĂŶ�ĂŶĚ�ŽƌŐĂŶŝǌĞĚ�
'ĞŶĞƌĂů �ŶƐƵƌĞ�t,/D/^ͬD^�^�ďŝŶĚĞƌ�ŝƐ�ĂĐĐĞƐƐŝďůĞ�


DĂŝŶƚĂŝŶ�ĞƋƵŝƉŵĞŶƚ
^ƚŽƌĂŐĞ�ĂƌĞĂƐ�ŵƵƐƚ�ďĞ�ĐůĞĂŶĞĚ�ĂŶĚ�ŬĞƉƚ�ƚŝĚǇ�Ăƚ�ƚŚĞ�ĞŶĚ�ŽĨ�
ĞĂĐŚ�ƐŚŝĨƚ







�dd��,D�Ed�ϭ��>��E/E'�d�^<�^�Zs/��^�^�,��h>��;Z�KW�E/E'Ϳ
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ATTACHMENT 1 CLEANING TASK SERVICES SCHEDULE (REOPENING) 
Newton Library 


 


1220-040-2016-044B Janitorial and Custodial Maintenance Services – Newton Library 


LEVEL 3 – SCHEDULE FOR DAILY CLEANING TASKS (re-open to public) 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Note: cleaning includes causes such as bodily fluids (saliva, blood, vomit, urine, feces, etc.) 


 


  


AREA DAILY TASK DESCRIPTION 


 
Staff & Public areas  
(incl elevators, if applicable 
to the branch)  


Carpets Vacuum all public and staff main traffic areas, including 
stairs 


Spot clean carpet stains  


Flooring  Sweep, clean and wet mop and disinfect all non-carpet 
flooring in staff areas and public areas (public entrance 
vestibule, including under book bin, and kitchen) 


Clean & disinfect stairwell handrails 


Receptacle Bins  Empty all garbage, recycling, and compost bins 


(Recycling/garbage/compost) Replace lining bags 


  Spot clean exterior of bins 


Furniture & Workstations Wipe down & disinfect all tabletops and countertops in 
staff and public areas 
Disinfect staff & public computer workstations (keyboards, 
mouse/mice, monitors) 


Doors Disinfect all doorknobs and/or door plates in staff areas, 
clean glass 


Elevator  Clean all surfaces of elevator, including tracks and disinfect 
buttons on wall and handrails 


 Water Fountain Clean/disinfect water fountain with germicide detergent 


Washrooms Sinks, counter tops & mirrors Clean and disinfect 


(Staff & Public) Toilets & urinals Clean and disinfect 


  Receptacle bins Empty, replace liner and spot clean exterior 


  Floor Sweep, clean and damp mop and disinfect 


  Walls, dividers & doors Clean and disinfect all door handles and plates  


  Spot clean any markings or stains on walls, dividers or 
doors, including graffiti 


  Clean and disinfect any tiled walls, backsplash 


  Dispensers & supplies Refill supplies (soap, toilet paper and hand towels), and 
batteries (as needed) 


  Wipe and disinfect dispensers 


  Plumbing Minor plumbing if plugged 


  Leave note if any plumbing problem persists 


Kitchens  
(Staff kitchen only) 
 
  
  
  


Kitchen cabinetry Clean & disinfect countertops, sinks and surrounding walls 


Receptacle bins Empty all garbage, recycling and compost bins, replace 
liners and spot clean exteriors 


Appliances Clean & disinfect all handles & knobs or button panels on 
fridge, microwave, stove 


Floor Sweep, damp mop, and disinfect 


Staff room furniture Wipe, clean, and disinfect all table tops 


Wipe and spot clean all chairs and sofas 


Storage room(s) 
 (including Janitorial closet) 


Floor Sweep and make sure floors/pathways are clear of supplies 
and materials  


 Sink, walls, shelves Keep clean and organized  


 General Ensure WHIMIS/MSDS binder is accessible  


  Maintain equipment 


  Storage areas must be cleaned and kept tidy at the end of 
each shift 







ATTACHMENT 1 CLEANING TASK SERVICES SCHEDULE (REOPENING) 
Newton Library 


 


1220-040-2016-044B Janitorial and Custodial Maintenance Services – Newton Library 


LEVEL 3 – SCHEDULE FOR WEEKLY CLEANING TASKS (re-open to public) 


AREA WEEKLY TASK DESCRIPTION 


Public Washrooms As per daily tasks in Staff Washroom(s), PLUS Dust light fixtures 


 


Staff & Public areas 


 


 


 


 


 


 


 


 


 


Receptacle Bins(recycling/garbage/compost) Clean & disinfect the exterior of regular 


size and large indoor recycling & 


composting bins  


Carpets – non-high traffic Vacuum under bookshelves  


Vacuum under desks and footrests, and 


behind bins 


Furniture (chairs, tables and desks) & Bookshelves  Spot clean all arm chairs 


Dust countertops of all public service 


desks 


 
Wipe markings off desks in the public 


area as necessary 


Dust bookshelves and tops of books on 


shelves 


Walls, ledges, and blinds Spot clean all vertical surfaces below 2 


meters, eg. Baseboards, sills, partitions 


and walls  


Dust and damp clean horizontal blinds 


Doors 


 


 


Clean all metal and painted surfaces 


including grilles, vents  


 


Staff area 


 


Book drop bins (staff area) Vacuum all book drop bins 


Kitchen Inspect behind appliances & clean if 


necessary 


Clean & disinfect exterior of refrigerator, 


microwave and, if applicable, stove 


NOTE:   


The above cleaning schedules are subject to change and further review.  The City may add or delete tasks based on the library’s 
requirements. 


The City prefers that the ongoing services will be performed to high expectations meeting all required health & safety guidelines.   


There is no specific timeline set at this time for this level and the City requests flexibility on the part of the Contractor to perform the 
janitorial services with short notice. 
 


 








 
Newton Library Floor Plan 








ATTACHMENT 1 CLEANING TASK SERVICES SCHEDULE (REOPENING) 
Strawberry Hill Library 


 


1220-040-2016-044A Janitorial and Custodial Maintenance Services – Strawberry Hill Library 


LEVEL 2 - SCHEDULE FOR DAILY CLEANING TASKS (No public in facility – staff only) 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Note: 
cleaning 


includes causes such as bodily fluids (saliva, blood, vomit, urine, feces, etc.) 


 


AREA DAILY TASK DESCRIPTION 


 
Staff & public areas   


Carpets Vacuum all public and staff main traffic areas, including 
stairs 


Spot clean carpet stains  


Flooring  Sweep, clean and wet mop all non-carpet flooring in staff 
areas and public areas (public entrance vestibule, including 
under book bin, and kitchen) 


Clean & disinfect stairwell handrails 


Receptacle Bins  Empty all garbage, recycling, and compost bins 
(interior and exterior bins) 


(Recycling/garbage/compost) Replace lining bags 


  Spot clean exterior of bins 


Furniture & Equipment Wipe down & disinfect all tabletops and countertops in 
staff and public areas 
Disinfect staff workstations (keyboard, mouse, monitor, 
phone) 


Doors Disinfect all doorknobs and/or door plates in staff areas 


Water Fountain Clean/disinfect water fountain with germicide detergent 


 


Washrooms Sinks, counter tops & mirrors Clean and disinfect 


(Staff only – public 
washrooms cleaned as part 
of weekly tasks) 


Toilets & urinals Clean and disinfect 


  Receptacle bins Empty, replace liner and spot clean exterior 


  Floor Sweep, damp mop and disinfect 


  Walls, dividers & doors Clean and disinfect all door handles and plates  


  Spot clean any markings or stains on walls, dividers or 
doors, including graffiti 


  Clean and disinfect any tiled walls, backsplash 


  Dispensers & supplies Refill supplies (soap, toilet paper and hand towels), and 
batteries (as needed) 


  Wipe and disinfect dispensers 


  Plumbing Minor plumbing if plugged 


  Leave note if any plumbing problem persists 


Kitchens  
(Staff kitchen only) 
 
  
  
  


Kitchen cabinetry Clean & disinfect countertops, sinks and surrounding walls 


Receptacle bins Empty all garbage, recycling and compost bins, replace 
liners and spot clean exteriors 


Appliances Clean & disinfect all handles & knobs or button panels on 
fridge, microwave, stove 


Floor Sweep, damp mop, and disinfect 


Staff room furniture Wipe, clean, and disinfect all table tops 


Wipe and spot clean all chairs and sofas 


Storage room(s) 
 (including Janitorial closet) 


Floor Sweep and make sure floors/pathways are clear of supplies 
and materials  


 Sink, walls, shelves Keep clean and organized  


 General Ensure WHIMIS/MSDS binder is accessible  


  Maintain equipment 


  Storage areas must be cleaned and kept tidy at the end of 
each shift 







ATTACHMENT 1 CLEANING TASK SERVICES SCHEDULE (REOPENING) 
Strawberry Hill Library 


 


1220-040-2016-044A Janitorial and Custodial Maintenance Services – Strawberry Hill Library 


   


LEVEL 2 - SCHEDULE FOR WEEKLY CLEANING TASKS (in addition to Daily Tasks – no public in facility, staff only) 


AREA WEEKLY TASK DESCRIPTION 


Public Washrooms As per daily tasks in Staff Washroom(s), PLUS Dust light fixtures 


Staff & Public areas 


 


Water Fountain Clean/disinfect water fountain with 


germicide detergent 


 


 


 


 


 


 


 


 


 


 


Receptacle Bins(recycling/garbage/compost) Clean & disinfect the exterior of regular 


size and large indoor recycling & 


composting bins (interior and exterior 


bins) 


Carpets – non-high traffic Vacuum under bookshelves  


Vacuum under desks and footrests, and 


behind bins 


Furniture (chairs, tables and desks) & Bookshelves  Spot clean all arm chairs 


Dust countertops of all public service 


desks 


 
Wipe markings off desks in the public area 


as necessary 


Dust bookshelves and tops of books on 


shelves 


Public Workstations Disinfect public computer workstations 


(keyboard, mouse, monitor) 


Walls, ledges, and blinds Spot clean all vertical surfaces below 2 


meters, eg. Baseboards, sills, partitions 


and walls  


Dust and damp clean horizontal blinds 


Doors 


 


 


Clean all metal and painted surfaces 


including grilles, vents  


 


Staff area 


 


Book drop bins (staff area) Vacuum all book drop bins 


Kitchen Inspect behind appliances & clean if 


necessary 


Clean & disinfect exterior of refrigerator, 


microwave and, if applicable, stove 


 


 


 


 








ATTACHMENT 1 CLEANING TASK SERVICES SCHEDULE (REOPENING) 
Strawberry Hill Library 


 


1220-040-2016-044A Janitorial and Custodial Maintenance Services – Strawberry Hill Library 


LEVEL 3 – SCHEDULE FOR DAILY CLEANING TASKS (re-open to public) 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Note: cleaning includes causes such as bodily fluids (saliva, blood, vomit, urine, feces, etc.) 


 


  


AREA DAILY TASK DESCRIPTION 


 
Staff & Public areas  
(incl elevators, if applicable 
to the branch)  


Carpets Vacuum all public and staff main traffic areas, including 
stairs 


Spot clean carpet stains  


Flooring  Sweep, clean and wet mop and disinfect all non-carpet 
flooring in staff areas and public areas (public entrance 
vestibule, including under book bin, and kitchen) 


Clean & disinfect stairwell handrails 


Receptacle Bins  Empty all garbage, recycling, and compost bins 


(Recycling/garbage/compost) Replace lining bags 


  Spot clean exterior of bins 


Furniture & Workstations Wipe down & disinfect all tabletops and countertops in 
staff and public areas 
Disinfect staff & public computer workstations (keyboards, 
mouse/mice, monitors) 


Doors Disinfect all doorknobs and/or door plates in staff areas, 
clean glass 


Elevator  Clean all surfaces of elevator, including tracks and disinfect 
buttons on wall and handrails 


 Water Fountain Clean/disinfect water fountain with germicide detergent 


Washrooms Sinks, counter tops & mirrors Clean and disinfect 


(Staff & Public) Toilets & urinals Clean and disinfect 


  Receptacle bins Empty, replace liner and spot clean exterior 


  Floor Sweep, clean and damp mop and disinfect 


  Walls, dividers & doors Clean and disinfect all door handles and plates  


  Spot clean any markings or stains on walls, dividers or 
doors, including graffiti 


  Clean and disinfect any tiled walls, backsplash 


  Dispensers & supplies Refill supplies (soap, toilet paper and hand towels), and 
batteries (as needed) 


  Wipe and disinfect dispensers 


  Plumbing Minor plumbing if plugged 


  Leave note if any plumbing problem persists 


Kitchens  
(Staff kitchen only) 
 
  
  
  


Kitchen cabinetry Clean & disinfect countertops, sinks and surrounding walls 


Receptacle bins Empty all garbage, recycling and compost bins, replace 
liners and spot clean exteriors 


Appliances Clean & disinfect all handles & knobs or button panels on 
fridge, microwave, stove 


Floor Sweep, damp mop, and disinfect 


Staff room furniture Wipe, clean, and disinfect all table tops 


Wipe and spot clean all chairs and sofas 


Storage room(s) 
 (including Janitorial closet) 


Floor Sweep and make sure floors/pathways are clear of supplies 
and materials  


 Sink, walls, shelves Keep clean and organized  


 General Ensure WHIMIS/MSDS binder is accessible  


  Maintain equipment 


  Storage areas must be cleaned and kept tidy at the end of 
each shift 







ATTACHMENT 1 CLEANING TASK SERVICES SCHEDULE (REOPENING) 
Strawberry Hill Library 


 


1220-040-2016-044A Janitorial and Custodial Maintenance Services – Strawberry Hill Library 


LEVEL 3 – SCHEDULE FOR WEEKLY CLEANING TASKS (re-open to public) 


AREA WEEKLY TASK DESCRIPTION 


Public Washrooms As per daily tasks in Staff Washroom(s), PLUS Dust light fixtures 


 


Staff & Public areas 


 


 


 


 


 


 


 


 


 


Receptacle Bins(recycling/garbage/compost) Clean & disinfect the exterior of regular 


size and large indoor recycling & 


composting bins  


Carpets – non-high traffic Vacuum under bookshelves  


Vacuum under desks and footrests, and 


behind bins 


Furniture (chairs, tables and desks) & Bookshelves  Spot clean all arm chairs 


Dust countertops of all public service 


desks 


 
Wipe markings off desks in the public 


area as necessary 


Dust bookshelves and tops of books on 


shelves 


Walls, ledges, and blinds Spot clean all vertical surfaces below 2 


meters, eg. Baseboards, sills, partitions 


and walls  


Dust and damp clean horizontal blinds 


Doors 


 


 


Clean all metal and painted surfaces 


including grilles, vents  


 


Staff area 


 


Book drop bins (staff area) Vacuum all book drop bins 


Kitchen Inspect behind appliances & clean if 


necessary 


Clean & disinfect exterior of refrigerator, 


microwave and, if applicable, stove 


NOTE:   


The above cleaning schedules are subject to change and further review.  The City may add or delete tasks based on the library’s 
requirements. 


The City prefers that the ongoing services will be performed to high expectations meeting all required health & safety guidelines.   


There is no specific timeline set at this time for this level and the City requests flexibility on the part of the Contractor to perform the 
janitorial services with short notice. 
 










