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CLEANING & CARETAKING SERVICES | Frequency | Week 1 Week 2

2021/2022

3. CARETAKER/MAINTENANCE/CLEANING WORKS Mon | Tue | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun
PROGRAMME

3.1 GROUNDS, BUILDING & CAR PARKING AREAS

Entry Doors & Steps, Front Gardens, Ramps and

Mailboxes:

Check operation of mailboxes As Required

Clean mailboxes Monthly

Clear junk mail litter and general rubbish 3 x Weekly | x X X X X X
Check operation of entry doors & access system 5x Weekly | x X X X X X X X X X
Clean entry steps and ramp Fortnightly X

Clean and polish entry step handrails Fortnightly X

Clean and polish signs, etc Monthly

Check operation of reticulation system 1xWeekly | x X

Remove rubbish and litter from front garden 5x Weekly | x X X X X X X X X X
Undercover Parking Areas, (excluding private car

bays):

Remove rubbish and litter 3 x Weekly | x X X X X X
Sweep/vacuum floor area and roadways Fortnightly

Remove cobwebs Monthly

High pressure spot clean hardstand areas Quarterly

High pressure spot clean visitor car parking bays As Required

Replace external building light globes As Required
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Emergency Stairwells and Stairs:

Remove rubbish and litter 1 x Weekly

Sweep / vacuum stairs and landings Six Monthly

Remove cobwebs Six Monthly

Dust/vacuum fire services pipework and handrails As Required

3.2 COMMERCIAL AREAS

Commercial Office Areas:

Clean entry glass Fortnightly X

Clean, polish and maintain internal timber stairway 1 x Weekly X X

Clean and polish doors and internal area of lift cars 2 x Weekly X X X X
Vacuum and wet-mop tiled floor areas 2 x Weekly X X X X
Dust furniture in foyer & boardroom 1 x Weekly X X

Maintain and clean boardroom 1 x Weekly X X

Removal of dust, cobwebs, insects from air vents, | 1 x Weekly X X
skirtings, window sills, lights

Spot clean walls and doors throughout the | 1x Weekly X X
commercial floors

Spot clean glass doors to individual office suites 1 x Weekly X X
Commercial Toilet Areas:

Vacuum and wet-mop tiled floor areas 4 x Weekly X X X X
Hygenic clean toilet pans, seats, cisterns and urinals 4 x Weekly X X
Empty rubbish bins and replace bin liners 3 x Weekly X X
Replace consumables 2 x Weekly X X X X
Polish vanity mirrors, taps, heater buttons and fittings | 2 x Weekly X X X X
Remove dust, cobwebs, insects from air vents, sills and | 1 x Weekly X X

tops of cubicles

Spot clean walls and doors throughout the toilet areas | 1 x Weekly X X
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Replace light globes As Required

Commercial Kitchen Areas:

Vacuum and wet-mop tiled floor areas 2 x Weekly X X X X
Hygenic clean sink areas, benchtops and splashback 2 x Weekly X X X X
Empty rubbish bins and replace bin liners 2 x Weekly X X X X
Polish taps and fittings 2 x Weekly X X X X
Clean appliances, inc. hot water units, microwave | 1x Weekly X X
ovens, dishwashers & fridge

Remove dust, cobwebs, insects from air vents, sills and | 1 x Weekly X X
the top of cupboards

Spot clean walls, doors throughout the kitchen areas 1 x Weekly X X
Clean out cupboards, and defrost/clean refrigerators Quarterly X

3.3 RESIDENTIAL AREAS

Indoor and Service-deck Areas. (Level 2):

Remove rubbish and litter 2 x Weekly X X X X
High-pressure clean paving tiles on service deck Monthly

Check operation of reticulation system 1 x Weekly

Residential Apartment Balconies:

Vacuum & wet-mop floor tiles on each landing 2 x Weekly X X
Clear cobwebs Monthly

Clean window glass and window sill 1 x Weekly X
Clean louvres Bi-monthly

Clean handrails Monthly

3.4 GYMNASIUM, CHANGEROOMS AND BBQ AREAS
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Gymnasium:

Vacuum carpet area 2 x Weekly X X X X
Spot clean walls and doors 2 x Weekly X X X X
Clean and polish mirrors, fittings and gym equipment 2 x Weekly X X X X
Check operation and safety aspects of gym equipment | 1 x Weekly

Remove dust, cobwebs and insects from air vents, etc. | Fortnightly X

Clean window glass Monthly

Change Rooms:

Wet-mop and deodorise floor tiles 2 x Weekly X X X X
Clean shower stalls, vanity basins and seating 2 x Weekly X X X X
Clean and polish mirrors and fittings 2 x Weekly X X X X
Spot clean walls and doors 2 x Weekly X X X X
Remove rubbish As Required

Remove dust, cobwebs and insects from air vents, etc. | Fortnightly X

3.5 SAUNA

Sauna Room:

Wash, wet-mop and deodorise floor tiles 1 x Weekly

Spot clean seats, walls and doors 1 x Weekly

Check operation and safety aspects of sauna equipment | 1 x Weekly

3.6 SWIMMING POOL & SURROUNDS

Swimming Pool:

The pool shall be cleaned, tested and maintained as
per standards set by the City of Melville, Health
Department and equipment suppliers.
The Strata Manager must be informed on any issues.
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Test biocide, total alkalinity and pH levels, and record | 5 x Weekly | x X X X X X
results in log book

Provide a copy of pool book results to Strata Manager Fortnightly X

Check and maintain pool chemical levels and adjust as | 5 x Weekly | x X X X X X
required

Maintain and adjust water level in pool 3 x Weekly | x X X X X X
Skim the top and bottom of pool water with pool scoop | 3 x Weekly | x X X X X X
Check operation of automatic pool cleaner 5x Weekly | x X X X X X
Check pump / filter equipment gauges with visual | 3 x Weekly | x X X X X X
inspection

Maintain safe storage of chemicals As Required

Clean and tidy the pool equipment room 1xWeekly | x X

Check pool skimmer baskets and empty if required 1x Weekly | x X

Backwash and rinse sand filters 1xWeekly | x X

Vacuum all sand and dirt from bottom of pool 1xWeekly | x X

Clean tiles and pool liner above water level Fortnightly X

Order and pickup pool chemicals As Required

Pool Deck Surrounds:

Remove rubbish and litter 3 x Weekly | x X X X X X
Check for glass in pool area 3 x Weekly | x X X X X X
Empty and reline pool area bins 1 x Weekly X X

High-pressure clean paving tiles 1 x Weekly X X

Clean and maintain outdoor furniture 1 x Weekly X X

BBQ:

Scrub and clean BBQ plates, sink, taps and surrounds As required | x

Clean BBQ, surrounding bench and wall areas 1xWeekly | x

Empty grease traps As Required | x
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3.7 SUNDRY ROOMS

Main Bin Room:

Place general rubbish bins out for collection Tuesday | 2 x Weekly
and Friday evenings

Return general rubbish bins to bin room Wednesday | 2 x Weekly
and Monday mornings

Place recycling bins out for collection Tuesday evenings | 1 x Weekly
Return recycling bins to bin room Wednesday mornings | 1 x Weekly
Crush cardboard boxes for disposal As Required
Sweep, wet-mop and disinfect floor Fortnightly
Remove cobwebs Fortnightly
Clean and disinfect bins (as required and minimum 1 x | As Required
Quarterly)

Take non-bin bulk rubbish to tip (tip fees to be | As Required
recouped)

Residential Bin Rooms (5 off):

Rotate general rubbish bins Tuesday and Friday 2 x Weekly
Sweep, wet-mop and disinfect floors 2 x Weekly
Remove cobwebs Fortnightly
High-pressure clean and disinfect bins As Required
Residential Store Room Passages:

Sweep, wet-mop and disinfect floors Monthly
Remove dust, cobwebs and insects from air vents, | Monthly
shelving, etc

Spot clean walls and doors Monthly

MDF, Electrical, Gas and Pump Rooms and Cabinets:

Sweep / vacuum floors

Quarterly
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Remove dust, cobwebs and insects from air vents, | Quarterly
shelving, etc

Spot clean walls and doors Quarterly
Caretaker Storage Rooms:

Sweep, wet-mop and disinfect floors Monthly
Remove dust, cobwebs and insects from air vents, | Monthly
shelving, etc

Spot clean walls and doors Monthly
Clean out cupboards and shelves Quarterly
Clean and maintain equipment and tools As Required
3.8 OTHER ITEMS:

Provide access to building for tradesmen, 9.00am - | As Required
12.00 noon

Provide access to building for tradesmen, by | AsRequired
appointment 12.00 noon - 5.00pm

Check Report Book for outstanding jobs 5 x Weekly
Report all issues to the Strata Manager As Required
Remove graffiti As Required
Minor maintenance and repairs around the common | As Required
areas

Obtain diesel fuel required for fire pump ( fuel cost to | As Required
be reimbursed)

Assist with changing/programming Airkey remotes, | As Required
access codes, etc

3.9 ADDTITIONAL:

Clean spoon drain across ramp to upper level car park 6 Monthly
Clean spoon drain across entrance to lower level car | 6 Monthly

park




