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Facilities Management
Cleaning Services

1.0 Sectors

	Sector 1
	Sector 2
	Sector 3
	Sector 4

	Team Leader:

Craig Harold (x3504)
	Team Leader:

Rachel Knott (x3422)
	Team Leader:

Iris Hodgson (x3505)
	Team Leader:

Denis Hutchinson (x6523)



	Lipman

Northumberland

Pandon

Drill Hall

2 College Street

Burt Hall


	Library

Squires

Squires Annexe

Ellison Terrace

College House

Hadrian House

21/22 Ellison Place


	Ellison – All Blocks

Sutherland

Trinity

Wynne Jones

4 North Street

6 North Street


	CLC East

CLC West

Bullocksteads

	craig.harold@northumbria.ac.uk

	rachel.knott@northumbria.ac.uk

	iris.hodgson@northumbria.ac.uk

	denis.hutchinson@northumbria.ac.uk



2.0 Service
We will provide the following cleaning service:

City Campus

· Monday to Friday between the hours of 6.45am and 9.15am (slightly later in some buildings).  

· Additional daily services are completed in some buildings and for emergency cover.

· Each evening in Ellison Terrace and 21/22 Ellison Place between 5.30pm and 8.00pm (7.00pm on Fridays).

· During semester time a limited service on Saturday and Sunday in the Sports Hall, Northumberland and Library. 
Coach Lane

· Each morning Monday to Friday between the hours of 7.00am and 9.15am (some slightly later).

· A limited service in the evenings between the hours of 4.00pm and 8.00pm (7.45pm on Fridays)
· During semester time a service on Saturdays and Sundays in the LRC between 7.00am and 9.15am.
· Every weekend, between 7.00am and 9.15am, excluding Christmas Vacation in the East Campus Sports Hall.

We will provide a pre-planned cleaning regime with specifications for:

· Internal daily and periodically throughout the year for specific needs.
· Recycling schemes as identified by and agreed with the Estates Environmental Officer.

(A specific list of frequency of tasks can be obtained from the Facilities Manager if required).

We will:
· Arrange for glass to be cleaned twice yearly by external contractors internally and externally.

3.0 Feminine Hygiene

We will:
· Ensure sanitary bins are emptied monthly by external contractors.
· Arrange any additional lifts in the event of any overflows. 

· Ensure vending machines are replenished every 4 weeks.

4.0 Customer Care

We will: 
· Aim to ensure our staff are always helpful and friendly.
· Invite periodic customer feedback on how we are doing.

5.0 Complaints Procedure

If you are unhappy or dissatisfied with any aspect of the cleaning services, there is a complaints procedure.  Please put your complaint in writing to the Facilities Team Leader responsible for the particular sector you have the complaint about.  You will receive an acknowledgement within 5 working days and a full response within 10 working days.
Complaints can be forwarded to:

Facilities Team Leader (Building eg Northumberland)
Estates Department

4 North Street East

6.0 What we expect from our customers

We ask that:

· If you have any additional cleaning requirements other than the daily routine tasks please plan your requirements and give us reasonable notice when you need the service.

· You please treat our staff with respect and be polite.

· Please treat our premises with respect.  Other people have to use the facilities, be thoughtful of other users.

· Please only eat and drink in designated areas.
· You assist us in our efforts to support the University’s recycling scheme’s aims and objectives.
[image: image1.jpg]