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REQUEST FOR PROPOSALS
The Board of Trustees of the South Panola School District will accept sealed proposals for Custodial Services as listed on the attached sheet must be submitted to the Central Office Administration, 209 Boothe Street; Batesville, MS 38606, on or before 10:00 a.m. (CST), April 20, 2016. Bids may be mailed to David Rubenstein, Director of Finance, 209 Boothe Street; Batesville, MS 38606. Each contractor will be required to comply with the conditions/ specifications listed below.
School Contact for Specifics and Site Visit:  Director of Facilities and Maintenance – 

Keith Moore 662-934-0178.
Non-mandatory walk through of facilities will be Monday, April 11, 2016 at 9:00 a.m.  Site visits begin at Maintenance Shop at 512 Tiger Drive; Batesville, MS. 

All bids must have “Custodial Services” written on the exterior of the sealed envelope.

Required Service Agreement for successful bidder(s) is available for review by contacting David Rubenstein, Director of Finance 662-563-3435.
LATE PROPOSALS WILL NOT BE ACCEPTED.
CONDITIONS/SPECIFICATIONS
The South Panola School District, Batesville, Mississippi, will receive sealed proposals in the Business Office of the Central Office Administration Building until April 20, 2016 at 10:00 a.m.  The District reserves the following rights:

1. To appoint or authorize a person or persons to evaluate proposals act, and make decisions on matters pertaining to bids.

2. To reject any and/or all proposals of any groups thereof and waive any informalities.

The above proposals will be opened in the Business Office, 209 Boothe St Batesville, Mississippi, on April 20, 2016 at 10:00 a.m. All proposals shall be submitted to this address on or before the above time and date. Envelopes containing proposals shall be plainly marked "Custodial Services ". Any notations appearing on the outside of envelopes containing the sealed proposals that are intended to amend the bids in any manner will not be considered.  

No proposals may be withdrawn for a period of thirty (45) days following the scheduled opening date.

Suppliers must be licensed to do business in the State of Mississippi.  

AWARD

The District will evaluate the proposals and determine the best proposal(s) based on price, experience and references of Contractor, and the quality of the bid concerning equipment proposed, etc. The District will be the sole judges of the lowest and best price for the services needed by the district.
The district reserves the right to award contracts to one or more Contractors or all locations to one Contractor and to reject any or all proposals.
It is the full intent, assuming that satisfactory proposals are received, to award a contract.  If an award is made it will be for a twelve-month period, beginning June 1, 2016 and ending May 31, 2017.
TERMINATION/CANCELLATION

The District reserves the right to cancel the contract upon sixty days written notice for reasons of non-performance within the terms and conditions of this request for proposal or conditions beyond control, such as inadequate funding. A sixty day “cure period’ shall be in place to allow contractor to resolve any problems.

GENERAL CONDITIONS

The contractor shall furnish all management, supervision, cleaning personnel, equipment, cleaning supplies, tools, and other materials as required for custodial services for Batesville Elementary, Batesville Intermediate, Batesville Middle, Batesville Jr High, Parents Center, District Office, Football Fieldhouse and Baseball/Softball.
It will be the responsibility of the vendor to provide custodial services for the individual locations in keeping with high standards for an educational institution from the perspectives of sanitation, public relations, and protection of the physical facility. Therefore, the intent of this proposal request is to approach this matter from a level of cleanliness concept, and a detailed cleaning schedule is included.

Through actual measurements, use of existing drawings and/or other means, it shall be the responsibility of the vendor to verify measurements as deemed applicable for the submission of a proposal.
LIGHT MAINTENANCE

Contractor will be required to accomplish minor maintenance within each individual facility.  The responsibilities will be accomplished on an as required basis and will be at the specific instruction of the school Principals.  All maintenance related supplies, equipment and/or tools will be provided by the District.  The following maintenance activities and responsibilities will be required of and performed by the daytime custodians at each location.

1. Unstop plumbing using plungers. 

2. Cut off water supply until maintenance employees can respond.

Using log book, contractor should indicate daily any maintenance needs that come to his attention, including painting, restroom problems, etc.

EQUIPMENT AND SUPPLIES/MATERIALS
The procurement and maintenance of all equipment required for the successful execution of this contractual obligation shall be the Contractor’s responsibility. The District will provide locked storage spaces, but not be responsible for losses which may be incurred due to the theft and/or vandalism. All equipment and storage closets shall be maintained properly, and in clean condition. The Contractor shall be responsible for the acquisition of all chemicals, wax, stripper, and equipment necessary to fulfill all specifications stated herein. A listing of all chemicals and equipment which will be used by the successful contractor must be submitted with this proposal. At a minimum, the contractor will be required to provide electric or gas operated buffing/scrubbing machines at all school locations. A complete description of all equipment proposed must be included in the proposal. Changes may be made only after being duly authorized. All chemicals and equipment must meet or exceed OSHA requirements and commonly recognized safety requirements including any compliance requirements of state and federal statutes. Material Safety Data Sheets will be maintained on each job site for all chemicals used in the cleaning processes, with copies given to District personnel and updated regularly.  
The Contractor must furnish all needed safety equipment and protective devices necessary for the safety of all building occupants and property of the District.

The Contractor shall furnish all cleaning supplies needed to perform the tasks listed in this proposal. Please provide the estimate of quantities and costs estimates of all cleaning supplies in the proposal.
SPECIFIC CONDITIONS

A detailed listing of expectations is listed in Exhibit “A”. This Exhibit will become part of the contract for required services in addition to the terms within this document.
For Daily Specifications listed in Exhibit “A”, all items must be addressed during the board approved school calendar year and during all summer school activities, if applicable. Office areas are to be addressed at all times during the year. When school is out of session for Christmas, thanksgiving, and spring break the building must be monitored and trash removed as needed.
PRICES

Prices must be shown on the attached Bid/Proposal Summary Sheet supplied for this purpose. All bids proposals must be FIRM PRICES, free of any escalator clauses.  Prices must include all taxes. South Panola School District will furnish tax-exemption certificates for State and Federal taxes where applicable.  
BILLING
Invoices are to be furnished for each month no later than the fifth working day of the following month. The cut off on the invoice must be made to include the week ending closest to the end of the month.  The total bid price should include the total twelve-month amount with the invoices being made in one-twelfth (1/12) increments. If the contract begins or ends creating a partial month, that month’s invoice will be the pro-rated based on the annual amount. The district will pay all invoices within 45 days of the invoice being verified for completion. Payment will not be made for services that have not been rendered.  

The successful bidder shall report and cancel in writing with 30 days notice if services provided in this proposal cannot be delivered. 

INSPECTION  

Labor, materials, and supplies furnished by Contractor shall be subject to inspection at any time by the Customer, his agent, or representative. Customer shall notify Contractor of any objections it has to the service performed within ten (10) business days after the date such services in question were performed. Contractor shall have the right to improve said services within (5) business days from the date of the Customer’s notice to conform with the Customer’s desires as specified in said notice without being in default. Failure of the Customer to give notice in writing objecting to Contractor’s performance hereunder shall constitute acceptance of Contractor’s performance and Customer shall have no right to withhold payment of any amounts hereunder for the past failure to perform on the part of the Contractor. If notice is given and Contractor fails to perform, the Customer has right to withhold monthly payment until such time as proper service is performed. If the contractor fails to perform, the contractor will be considered in breach of contract and the contract will be voided.

NONCOMPLIANCE OF THE CONTRACT

Upon noncompliance of the contract by the contractor for completeness and thoroughness in the duties as judged by the District, the District shall so inform the contractor in writing thereof. The District shall notify the contractor of noncompliance and will reserve the right to have the duties completed by other means. The District shall reduce the contractor’s invoice an hourly rate of $15.00 per man-hour for an amount equal to such time as is required. Noncompliance shall be cause for the District cancellation of this agreement. The contractor shall be given sixty (60) days’ notice of cancellation.

LEVELS OF SUPERVISION 

The District is very concerned about the levels of supervision that will be provided in case there is a problem at the local level with the project management. Please provide detailed information concerning the levels of supervision and additional staffing that will be available in case there is a problem correcting situations. Include the plan for staffing and hours of staffing proposed for each school site. Weekly inspections from higher management are expected.
REFERENCES

The contractor should include a complete listing of commercial account references that the company has been providing services for a minimum of two years. The listing should also list the contact person and phone number.

RESPONSIBILITIES OF THE CONTRACTOR

PERSONNEL
All matters pertaining to the recruitment, screening, hiring, and retention shall be the exclusive responsibility of the contractor. These matters shall be done fully in compliance with existing statutes and regulations pertaining to affirmative action, non-discrimination, wage and hour, health care reform, and any other stipulations germane to prudent personnel management.

Only those personnel who have been properly trained shall be assigned duties under this contract. All personnel shall be dressed in a manner authorized by the contractor.  The personnel shall be neat and clean in appearance. Name tags shall be required and furnished by contractor and worn at all times. No employee who has a police record other than minor traffic violations may be assigned duties under this contract. Contractor shall be responsible for the submission of a clear background check before any employee begins work.

CONTRACTOR EMPLOYEES
Contractor shall perform the following duties:

(a)
Contractor shall use reasonable efforts to employ only persons skilled in the performance of custodial services;

(b)
Contractor shall screen each employee by requiring reasonably satisfactory character references before hiring;

(c)
Contractor shall be required to perform criminal background tests and child abuse registry checks upon hiring to be consistent with background checks required of all school district employees;

(d)
Contractor shall be willing to work with police and submit employees to polygraph tests upon demand of law enforcement if the police department feels that it may help in solving cases involving the District;

(e)
Contractor shall furnish each employee with a form of identification showing the name of the employee and clearly showing that he is an employee of the Contractor;

(f)
Contractor shall direct its employees to be neatly attired during the performance of the services hereunder;

(g)
Contractor shall insure no smoking, interactions with students, foul language, yelling or fighting will be permitted on the District properties;

(h)
Contractor shall comply with and inform its employees of safety and health requirements necessary to comply with the 1970 Williams-Steiger Occupational Safety and Health Act (OSHA);

(i)
Contractor shall designate a supervisor who will be instructed to check the quality of services provided by Contractor employees in performing this Contract;

(j)
Contractor shall comply with the Immigration Reform and Control Act of 1986 and any other state laws concerning Immigration;

(k)
Contractor must maintain a license to do business in the State of Mississippi;

(l)
Contractor will be responsible for bodily injury and/or property damage caused as a result of services provided.
(m) Contract will be responsible for all requirements under the Health Care Reform Act.
(n) Contractor will be responsible for loss of school district assets, including keys that result from failure to take security measures such as locking of doors departure from buildings.

SAFETY
The Contractor shall be responsible for the training as necessary in the application of chemicals and the use of equipment to facilitate safe conditions for the employees and the District’s students, staff, and faculty.

SECURITY
The Contractor shall be responsible for training employees in security requirements of SOUTH PANOLA SCHOOL DISTRICT and shall be responsible for the enforcement of the same.  

ADDITIONALLY, EACH EMPLOYEE SHALL BE INFORMED OF THE FOLLOWING:

(a)
The Contractor shall be responsible for safeguarding against loss, theft, or damage of all 
District property, materials, equipment, and accessories which might be exposed to the contractor’s personnel.

(b) Guns, knives, or other dangerous weapons shall not be allowed on campus.

(c) Alcohol and drugs are prohibited on campus.

(d) Tobacco use (smoking/chewing/etc.) is prohibited on campus.

(e) Keys, which may be distributed at the beginning of each work period, shall be returned to the appropriate supervisor at the end of each work period. Keys which will be required by the Contractor and employees will be approved by the District and will be controlled by a person to be named after award of contract. In any event the Contractor shall be fully responsible for the security and appropriate use of the keys which may be issued. Additionally, the Contractor shall be fully responsible for the replacement of any keys that are lost and any additional cost resulting due to loss of keys.

(f) Contractor’s personnel shall not allow any unauthorized persons in school buildings (children, friends, or anyone else not authorized by the District.)

(g) When it is determined that a building has been left unsecured due to negligence on the part of the Contractor, there will be a charge-back of $20.00 per hour, time determination being from when our on-call person leaves home until when he returns home from securing the building.

SUPERVISION 

All supervision as required for execution of those contractual responsibilities assumed by the contractor shall be done by the contractor or his/her designated representative.  Weekly inspections are expected from higher management.
DAMAGE
The Contractor shall be responsible for the repair/replacement, to the satisfaction of the District representative, of any damage to the facility caused by any employee of the Contractor.
EQUIPMENT AND SUPPLIES/MATERIALS

The procurement and maintenance of all equipment required for the successful execution of this contractual obligation shall be the Contractor’s responsibility. The District will provide storage spaces, but not be responsible for losses which may be incurred due to the theft and/or vandalism. All equipment shall be maintained properly, and in clean condition. The Contractor shall be responsible for the acquisition of all chemicals and equipment necessary to fulfill all specifications stated herein. All chemicals and equipment must meet or exceed OSHA requirements and commonly recognized safety requirements. Material Safety Data Sheets will be maintained on each job site for all chemicals used in the cleaning processes, with copies given to District personnel and updated regularly.  

The Contractor must furnish all needed safety equipment and protective devices necessary for the safety of all building occupants and property of the District.

TRAINING
Contractor must have a training program specifically designed for school 
technicians, including training to meet all Local, State, and Federal guidelines.

EMERGENCIES
All emergency conditions shall be promptly reported to the District authorized representative.

CONTRACTOR’S REPRESENTATIVE
A representative of the Contractor shall be appointed within 24 hours after receipt of the contract, and this person shall be available as deemed necessary by the representative for purposes of reporting problems, requesting schedule changes, etc. This individual shall be someone other than the job supervisor and he/she shall be the sole contact person for routine matters.

SCHEDULING CUSTODIAL
All custodial work shall be done with a minimum of disruption to normal school functions (approved by District Representative). Day porter schedule should be agreed to by the principal. Due to some night time activities, the Contractor must agree to schedule changes to have services performed earlier in the day to have building presentable or later in the day move furniture back to original state. Advance notice will be given.
SPECIALTIES
The Contractor shall be responsible for clean up after all school activities, i.e. basketball games, PTO meetings. Contractor shall not be responsible for community functions, banquets, or other rentals of school facilities. Contractor shall be available for emergency services.  Emergency work will be determined and authorized by the District. Emergency work will be considered an extra billing and will be invoiced separately.

INSURANCE REQUIREMENTS

The following minimum insurance requirements must be met or the bid will be considered incomplete and therefore rejected.

Commercial General Liability - In an amount of $ 1,000,000 per occurrence with $ 2,000,000 aggregate;

(a) Commercial Auto Liability - Combined Single Limit in an amount of $1,000,000; 

(b) Workers’ Compensation and Employer’s Liability Insurance:

Workers’ Compensation Limits: Statutory-State of Mississippi. Policy shall include a    waiver of subrogation in favor of South Panola School District. Employers’ Liability: $100,000.00 Each Accident; $500,000.00 Disease Policy Limit; $ 100,000.00 Disease Each Employee;
(c) The South Panola School District shall be named as an additional insured on the General Liability Policy and Automobile Policy; and,

(c) Proof of coverage must be placed on file with the school district by the Contractor and kept current throughout the term of this Contract.

Proposals will not be accepted unless they are accompanied by a current Certificate of Insurance showing the above coverage.

DAMAGE CAUSED BY SUCCESSFUL BIDDER

The South Panola School District will hold the successful bidder responsible for damage caused to the buildings or assets of the District under all conditions. In addition, successful bidder will be responsible for damages to property of others located on property of the District.

RESPONSIBILITIES OF SOUTH PANOLA SCHOOL DISTRICT

UTILITIES

All necessary utilities will be furnished by the South Panola School District.

STORAGE

The District shall provide storage for the equipment and supplies/materials normally required for the types of services to be provided under this contract.

TRASH DISPOSAL

The District shall furnish in a reasonably convenient location a container for use by the Contractor in the removal of waste paper, trash, debris, etc.

KEYS


Keys which may be required by the Contractor and employees will be furnished by the District.

EXPENDABLE SUPPLIES


The District will be responsible for providing all expendable supplies, i.e. toilet tissue, paper towels, hand soap, and trash liners.

DRY ERASE AND CHALKBOARDS

“DO NOT ERASE” and the date will be written on all boards that are not to be cleaned.

BID/PROPOSAL SUMMARY SHEET
FIRM NAME __________________________________

CUSTODIAL SERVICE PRICE PER FACILITY IF AWARDED INDIVIDUALLY: 

BATESVILLE ELEMENTARY - TWELVE MONTH PRICE: _____________________ FOR TWELVE MONTH PERIOD BEGINNING JUNE 1, 2016 AND ENDING MAY 31, 2017.  This price is based on $ _________ per square foot (Red Brick Building 20,976), (Annex 24,668)) 
KINDERGARTEN - TEN MONTH PRICE: _____________________ FOR TEN MONTH PERIOD BEGINNING AUGUST 1, 2016 AND ENDING MAY 31, 2017.  This price is based on $ _________ per square foot 36,299. Note: This is a NEW building will not need any stripping or waxing until Christmas Break.


BATESVILLE INTERMEDIATE - TWELVE MONTH PRICE: _____________________ FOR TWELVE MONTH PERIOD BEGINNING JUNE 1, 2016 AND ENDING MAY 31, 2017.  This price is based on $ _________ per square foot (2-STORY 37,445), (3RD GRADE 13,220), (Gym 12,220), (Auditorium 13,416), (Discoveryville 5,952)
BATESVILLE PARENT CENTER - TWELVE MONTH PRICE: _____________________ FOR TWELVE MONTH PERIOD BEGINNING JUNE 1, 2016 AND ENDING MAY 31, 2017.  This price is based on $ _________ per square foot (2,819).

DISTRICT OFFICE - TWELVE MONTH PRICE: _____________________ FOR TWELVE MONTH PERIOD BEGINNING JUNE 1, 2016 AND ENDING MAY 31, 2017.  This price is based on $ _________ per square foot (4,832). 
BATESVILLE MIDDLE - TWELVE MONTH PRICE: _____________________ FOR TWELVE MONTH PERIOD BEGINNING JUNE 1, 2016 AND ENDING MAY 31, 2017.  This price is based on $ _________ per square foot (54,979).

BATESVILLE Jr High -TWELVE MONTH PRICE: _____________________ FOR TWELVE MONTH 
             PERIOD BEGINNING JUNE 1, 2016 AND ENDING MAY 31, 2017.  This price is based on $ _________
             per square foot (132,426). 


FOOTBALL FEILDHOUSE TWELVE MONTH PRICE: ____________________ FOR TWELVE MONTH 
             PERIOD BEGINNING JUNE 1, 2016 AND ENDING MAY 31, 2017.  This price is based on $ _________

             per square foot (8,600). Restrooms on field and press box (2,030)
BASEBALL & SOFTBALL- TWELVE MONTH PRICE: _____________________ FOR TWELVE MONTH PERIOD BEGINNING JUNE 1, 2016 AND ENDING MAY 31, 2017.  This price is based on $ _________ per square foot (Baseball 4,000) (Softball 3,200) (Press box and restroom 1,100)
CUSTODIAL SERVICE PRICE IF AWARDED ALL FACILITIES:

ALL FACILITIES LISTED ABOVE - TWELVE MONTH PRICE: ____________________ FOR TWELVE MONTH PERIOD BEGINNING JUNE 1, 2016 AND ENDING MAY 31, 2017.  
EXTRA SERVICE (if needed):
Extra labor and equipment use must be specifically authorized by the Superintendent, Director of Facilities and Maintenance or Director of Finance at the costs listed below:

Extra Labor:

$ _______ per hour - 1 employee
$ _______ per hour - 2 or more employees (per employee)                                                    
Equipment Use:

$ _______ per hour

REQUIRED
Be sure to attach:

1. Current Certificate(s) of Insurance.

2. References of commercial accounts.

3. Complete listing of equipment, supplies, and chemicals (with complete details.) 

4. Levels of supervision.
5. Complete and Signed proposal sheets (pages 9-11).
We/I have examined the conditions/specifications outlined in the Request for Proposals. My company agrees to furnish and deliver items and provide services according to your conditions/specifications and instructions at the indicated prices.  We/I, the undersigned understand and accept the instructions and conditions under which this proposal is being submitted.

We/I understand that a company officer's signature is required on each form and unless this has been done, our bids may be considered incomplete and therefore rejected.  Also, included is a list of commercial references and other information required.

We/I understand that the bids/proposals will be evaluated based on the price, equipment, capacity, and references.  The District reserves the right to award locations to different Contractors or all locations to one Contractor.
FIRM:   _______________________
BY: _________________________

ADDRESS: ____________________
TITLE:_______________________

STATE:  ______________________
TELEPHONE: ________________

DATE: _____________________
CELL PHONE:________________

EMAIL ADDRESS: _________________________________________________

SIGNUATURE: _________________________________________________

Exhibit A

DAILY

Classrooms, Music Rooms, and Library:
· Empty wastebaskets and trash containers as needed, replace liners, leaving extra liners in bottom. If needed, empty waste receptacles are to be cleaned and disinfected before replacement liner is put in place.

· Dust and spot clean students’ desk tops and chairs, including graffiti removal; dust and clean with appropriate cleaner the teacher’s desk and work area, taking care to clean only in exposed areas.

· Clean all dry erase boards and/or chalk boards, including holding trays, with appropriate cleaners if requested. (Teachers will indicate in writing on board a request to not erase if applicable.)

· Clean and sanitize any counters or sinks, if applicable.  

· Floors and mats swept, vacuumed, or dusted daily and spot cleaned as needed. This includes around desk, in traffic lanes, and all other open areas. All chairs are to be replaced in neat, orderly position intended by teacher. 

· Dust all surface tops, exposed shelving, equipment, furniture, and other permanent items, taking extra precaution with delicate or personal items.  

· Spot clean doors, door frames, door knobs, and light switch plates.  

· Disinfect door knobs, handles, handrails, and light switch plates.
· Be available to clean up emergency spills and accidents in classrooms and/or hallways.
Offices:
· Empty wastebaskets and trash containers as needed, replace liners, leaving extra liners in bottom.  If needed, empty waste receptacles are to be cleaned and disinfected before replacement liner is put in place.

· Floors and mats swept, vacuumed, or dusted daily and spot cleaned as needed. All chairs and other furniture are to be replaced in neat, orderly position.  

· Dust all surface tops and large items, taking extra precaution with delicate items.

· Dust all furniture, telephones, window ledges, lamps, wall hangings, etc.

· Spot clean doors, door frames, door knobs, and light switch plates.  

· Wipe all glass and or stainless steel with glass cleaner.  

Teacher Work Areas:
· Empty wastebaskets and trash containers as needed, replace liners, leaving extra liners in bottom.  If needed, empty waste receptacles are to be cleaned and disinfected before replacement liner is put in place.

· Dust all furniture, telephones, window ledges, wall hangings, etc.

· Spot clean doors, door frames, door knobs, and light switch plates.  

· Disinfect telephones, door knobs, door handles, cabinet door pulls, push plates, etc.

· Wash any left over dishes in sink, disinfect sink and surrounding countertops.  Damp wipe all countertops.  Damp wipe inside and outside of microwave oven(s) and other appliances.

· Wipe to a shine all glass and/or stainless steel with glass cleaner.  

Copy and Mail Rooms:
· Empty wastebaskets and trash containers as needed, replace liners, leaving extra liners in bottom.  

· Floors and mats swept, vacuumed, or dusted daily and spot cleaned as needed.  

· Spot clean doors, door frames, door knobs, and light switch plates.  

· Dust all furniture, telephones, window ledges, wall hangings, etc.
Hallways, Entryways, Lobbies, Stairwells, Elevators (if applicable):
· All Front Lobby glass windows and doors must be cleaned free of smudges throughout school day and at end of day.

· All exterior and interior entryway and front lobby mats are to be swept or vacuumed daily.

· All halls must be swept a minimum of twice during the school day and cleaned thoroughly at night.

· Clean and sanitize all water fountains daily. Damp wipe all sides and vents of fountain.

· Sweep, dust mop, and/or vacuum all floors and mats.  

· Spot mop floors as needed.

· Spot clean carpets as needed.

· Clean entrance mat daily, both underneath and top of mat.  

· Dust any interior ledges or windowsills. 

· Damp wipe and polish any glass or metal surfaces.

· Clean and polish all glass entrance doors- removing all fingerprints and smudges.
· Disinfect and clean all areas of hand washing stations.  

Cafeterias/Auditorium:
· Be available to empty trash, clean up spills and accidents during lunch periods.

· Damp wipe all tables, seats, and chairs.

· Damp wipe all ledges, handrails, slide-rails, and other hard surfaces.
· Spot clean walls and doors as needed.

· Sweep and mop all hard-surface floors.

· Empty and disinfect all trash receptacles and replace with new liners at end of lunch period.

· Place all trash bags in dumpster at end of final lunch period.

Restrooms, Locker Rooms, and Dressing Areas (if applicable):
· Check restrooms throughout school day; locker room & dressing rooms after activity- restock with supplies as necessary (toilet tissue, hand towels, hand soap, etc.)
· Restrooms should be checked a minimum of four times daily and after school.

· All faculty restrooms are to be kept fully stocked and cleaned thoroughly each day.

· Empty trash and sanitary receptacles as needed during day.

· Empty, clean, and disinfect trash and sanitary receptacles at end of day and replace with new liners

· Toilets and urinals to be disinfected and cleaned inside and out – clean both sides of toilet lid.  

· Damp wipe with disinfectant solution the outside of commodes, urinals, and hand washing stations.

· Scour and disinfect all sink basins.  

· Polish all porcelain on commodes, urinals, and sink basins after disinfecting and cleaning.  

· Clean and polish mirrors.

· Clean and polish all chrome fittings.

· Stock towels, tissue, and hand soap (to be supplied by the District).
· Damp wipe and polish soap, towel, and tissue cabinet covers.

· Dust and damp wipe as needed, including tops of mirrors and partitions.

· Clean splash marks from walls and/or countertops and around sink basins if needed.

· Wet mop floors with industrial germicidal disinfectant at least daily.  More often if needed.

· Rinse floors after disinfecting.

· Remove any markings or fingerprints from doors, frames, light switches, kick plates, push plates, handles, railings, etc. 

Gymnasium (if applicable):
· Floors to be dust mopped or swept daily.

· Spot mop as needed.

· Clean seating; remove all trash, sweep, and clean floor as needed/as seating is used.

· Empty trash receptacles.

Janitorial Closets and Storage Areas:
· Must be organized, clean, and neat at all times.

· Must be secured at all times.

Grounds Maintenance Immediately Surrounding the Building:
· Remove trash and debris around entrances, or any area that students are directed to congregate before and after school.  This should be done immediately after the time of congregation.
· Empty trash container and replace liner if necessary.  Outside of trash container should be damp wiped clean.
· Sweep sidewalks as needed.
Special Events Occurring During Regular Cleaning Operation Hours:
· Check and maintain clean restrooms, halls, lobbies, etc.  

· Be available for accidental spills and similar clean-ups.
Notification of Needed Repairs:
· Cleaning personnel and/or supervisor to notify Principal of all needed repairs at the end of each day, or sooner if appropriate.  

Daily Notations:
· New Vendor Employees must be introduced to the Principal immediately upon 1st report, and must be accompanied by veteran employee.

· Principal has the right to implement measures to find out which employees are cleaning each room, such as placing nightly sign-off sheets in each classroom.

· Cleaning Personnel are not to change or override established heating and cooling temperatures in schools.

· Lights should only be turned on in areas where cleaning is taking place and are to be turned off immediately after cleaning each room.

· The District reserves the right to have each Vendor employee report to the designated school principal or other designated School administrator first and foremost for daily tasks. Vendor Employees shall take immediate and instant direction from designated School person(s).  If the Designated School Person has an issue with a Vendor Employee, they shall notify the appropriate person(s) within the Vendor’s Chain of Command.

· The District reserves the right to amend daily tasks in designated areas as needed- working directly with Vendor staff to make the changes.

· Principal shall be provided a log book for communication with nightly supervisor. All areas of concern are expected to be addressed daily.

WEEKLY

· Wet mop and spray buff all hard surface floors and clean all corners, edges, and baseboards.  

· All school hallways must be buffed once per week, or according to School Principal.

Best Practices Floor Maintenance Schedules proposed by Vendor may be considered. 

· Double check all carpets for needed spot cleaning.

· Wash all entrance glass inside and out for all schools, including any large picture windows.

· Supervisor must meet with Principal to discuss problem areas and plan to improve them.

· Stage areas must be cleaned weekly and when asked by Principal for special events.

· Power vacuum all carpeting, taking care to get into corners, along edges, and beneath furniture.

· Damp clean baseboards and window ledges.

· Dust window blinds.

· Damp clean doorframes and light switch plates.

· Damp clean telephones with a disinfectant.

· Inspection from higher management.
MONTHLY

· Machine scrub all restroom, locker room, and dressing area floors and baseboards.
· Vacuum or damp wipe all window blind louvers, ventilating grills, and dust light fixtures and base.

· Damp wipe any ceiling fan blades, if applicable.

· Machine clean all gymnasium floors as directed by the Principals.

· Clean all interior glass
SEMI-ANNUALLY
· Shampoo or extract all carpeted areas during summer break in the library, office, classrooms, and music rooms during summer break and Thanksgiving/Christmas break.  This includes rugs in the classrooms.
· Strip and Recoat floors **Note Below:


This service is expected to occur during Christmas break (December 19, 2016 to January 3, 


2017) to hallways and cafeteria only. This date is subject to change.
ANNUALLY

· Strip and Recoat floors **Note Below: 
This service is expected to occur during summer break (June 1 to July 24, 2016) to ALL tiled areas in the building. 

· Clean exterior 


**Completely strip or scrub tile and refinish composition floors applying a minimum of six (6) coats of wax on all hallways and cafeterias; three (3) coats of wax on all other areas. Wax is to be 25% solid in classrooms and 25% solid high speed burnishing capability in hallways and cafeteria.  If tile is yellowed or discolored in any way stripping the floor instead of scrubbing will be necessary. If top scrubbing please use a neutral or low ph cleaner to deep scrub the top layer of the existing wax. Do not try to top scrub with a stripping solution because it will break down the wax just enough to cause your wax to yellow or even break down the wax enough to allow dirt to harden in old wax. Stripping solution is used for stripping not top scrubbing.
South Panola School District will provide all tissue, hand towels, can liners, and trash bags.

DAY PORTER - PERFORMANCE RESPONSIBILITIES

 1.   Open the building each morning at 6:30 a.m. or a time directed by the principal and secure
the building at the end of the day as directed by the Principal.

 2.   Check heat and cooling equipment.

 3.   Inspect the building exterior for possible unauthorized entrance and/or vandalism.

 4.   Dust mop halls and clean entrance mats after children are in the classroom.

 5.   Pick up paper and other debris from inside building, parking areas, and school grounds.

 6.   Sweep entranceways.

 7.   Keep boiler room clean (if applicable).

 8.   Clean up after sick children.

 9.  Assist in setting up furniture for special events.

10.  Assist in receiving deliveries of materials.
11.  Know where all fuse boxes, breaker boxes, and light switches are located, so circuits can be 
       cut off immediately in the event of fires.

12.  Be familiar with all the emergency fire alarms and water cutoff valves in your building.
13.  Take care of emergencies and any other work as directed by the Principal.

14.  Police restrooms throughout the day.

The following Day Porter(s) are needed for each location:

Batesville Elementary School – Two (2)
Batesville Intermediate School – Two (2)
Batesville Middle School – One (1)
Batesville Junior High – Two (2)
Gymnasiums, Fieldhouses’, Stadium facilities: 


Floors to be dust mopped daily (Before girls and boys practice).

· Spot mop as needed.

· Basketball backboards to be cleaned on game days.

· Clean seating; remove all trash, sweep, and clean floor as needed/as seating is used.

· Wet mop bleacher footboards.

· Empty trash receptacles.

· Check restrooms on game days and have fully stocked and cleaned.

· Empty trash and sanitary receptacles as needed during day.

· Empty, clean, and disinfect trash and sanitary receptacles at end of day and replace with new liners

· Toilets and urinals to be disinfected and cleaned inside and out – clean both sides of toilet lid.  

· Damp wipe with disinfectant solution the outside of commodes, urinals, and hand washing stations.

· Scour and disinfect all sink basins.  

· Polish all porcelain on commodes, urinals, and sink basins after disinfecting and cleaning.  

· Clean and polish mirrors.

· Clean and polish all chrome fittings.

· Stock towels, tissue, and hand soap (to be supplied by the District).

· Damp wipe and polish soap, towel, and tissue cabinet covers.

· Dust and damp wipe as needed, including tops of mirrors and partitions.

· Clean splash marks from walls and/or countertops and around sink basins if needed.

· Wet mop floors with industrial germicidal disinfectant at least daily.  More often if needed.

· Rinse floors after disinfecting.

· Remove any markings or fingerprints from doors, frames, light switches, kick plates, push plates, handles, railings, etc. 
· Empty trash and sanitary receptacles as needed.

· Remove trash and debris around entrances, or any area in which people will congregate.
· Clean vents monthly.
· High dusting semi-annually.
· Remove trash from facility daily.
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