Janitorial Services Specifications

2020
The successful Qualifier will be expected to perform janitorial services at the locations listed below, with the frequency of cleaning noted next to each location, preferably in the Evenings of each work week.

a) MC Bartholomew Building, 110 N. Court, Heppner Two Days a week Request Tues. And Thurs.  
b) MC Courthouse, Heppner, 100 S. Court, Heppner Four days a week   
c) MC Lexington Airport, 65820 Airport Road, Lexington, Once a week

d) MC Sheriff, Heppner/Emergency Management 325 Willow View Dr., Heppner, three days a week, Request is Mon., Wed. and Fri.
e) MC Public Works Office and Shop, 365 W. Hwy 74, Lexington Once weekly.
f) MC Sheriff, Boardman, 501 Columbia Ave. NE Boardman, Once a week

g) MC Health Building, 101 NW, Boardman, Once a week

h) MC Annex, Irrigon, 205 NE Third St., Irrigon Twice a week

i) MC Irrigon Sheriff Annex Building, Irrigon Twice a week

Pre-bid access to each building may be arranged by contacting Morrow County Public Works, 541-989-9500.  Bidders are responsible for making themselves familiar with the floor plan, square footage and number of bathrooms in each building.  Floor plan sketches are attached to these specifications.

The duties listed below represent general minimum cleaning standards.  Specific items may be addressed individually.

GENERAL CLEANING

A. All waste paper shall be gathered, the waste paper baskets emptied, and replace liners when torn or soiled in the baskets;

B. All paper and/or debris shall be gathered from the floor space in hallways, entrances and restrooms; Papers on the floor in offices will be place on the nearest desk;

C. Liners shall be used to aid in trash disposal and to keep waste baskets clean; broken liners shall be replaced and soiled waste baskets washed; damaged or excessively soiled baskets shall be replaced by County;

D. Counters and file cabinets shall be dusted; dusting will be done with standard dusting implements using dust collecting and or attracting sprays, or, where feasible, with a clean damp cloth; no books, files, papers, or other items of office use shall be moved or removed; dusting shall be done without disturbing such objects; high partitions, hand rails, stair well, door knobs and attention to light switches throughout the buildings. Ledges and moldings shall also be dusted, and this dusting may be done with a clean damp cloth;

E. Drinking fountains shall be cleaned using a clean cloth or sponge around the drinking area.  Standard cleaners will be used along the sides, base or stained fixtures on an “as needed” basis; With light abrasive for stains and grime. 
F. Vacuum all upholstered chairs and fabric furniture.  Vacuum exposed air bars and heating outlets. 
G. Walls and ceilings shall be dusted with dust mops or wands with dust attracting applications; walls and ceilings shall not be cleaned with a cloth or sponge unless heavily soiled as the result of streaking or staining; Spot clean walls, doors, etc., removing all cobwebs, fingerprints, smears and stains. 
H. Windows shall be washed, interior, as needed, as agreed with Morrow County General Maintenance Supervisor;

I.  Window blinds and window sills shall be thoroughly cleaned of dust, bugs or stains; 

J. Storage areas shall be kept neat and tidy.  
FLOORS

A. All non-carpeted floors, including, but not limited to bathrooms, entrances, or hallways, shall be swept prior to damp-mopped; the mop used shall be kept clean and free of odor and shall not be left wet or damp; mop strings shall be removed; streaking along walls, doors, or baseboards shall be immediately cleaned;

B. All carpeted floors shall be vacuumed which includes offices and common areas; vacuuming shall follow all other dusting and room cleaning operations; vacuum equipment power type shall conform to standard commercial janitorial specifications; vacuuming shall extend at least six inches under desks and completely under open tables; Contractor shall move furniture or wastebaskets prior to vacuuming and shall replace according to usual office arrangement
Carpets shall be spot cleaned as requested or needed. 
OFFICES

A. All tables, chairs, benches and other office furniture shall be dusted in accordance with the dusting specifications set forth above;

B. Office and common area furniture shall be returned to its usual arrangement 
RESTROOMS

C. Restroom fixtures and fittings shall be cleaned using standard commercial or household non-abrasive cleaners; attention shall be given to the underside of fixture edges where grime and soap deposits accumulate; toilet bowls and sinks shall be cleaned with an abrasive cleaner paying attention to toilet bowl rings and stains in the sinks; the General Maintenance Supervisor shall be notified immediately if fixtures or fittings are found to be damaged or soiled beyond cleaning ability; fixtures and fittings include, but are not limited to, sink faucets, spouts, drains, under drains (if chromed or polished metal), urinal faucets, pipes (chromed or polished metal),toilet handles, soap dispensers and vanity fittings; Toilet bowls and urinals shall be disinfected, sanitized and deodorized; urinal screens shall be replaced;

      Floors shall be swept and mopped on the daily scheduled rotation.  
D. Restroom dispensers shall be cleaned and refilled;

E. Restroom walls, partitions and doors shall be spot washed as necessary; disinfectants shall be used around urinals and toilets;

F. Restroom mirrors shall be cleaned using standard commercial or household products with a clean cloth or paper;

Morrow County will provide paper products such as toilet paper and paper towels, as well as liquid soap and trash liners, when low on stock notify the General Maintenance supervisor.  Contractors will be responsible for providing their own cleaning products and equipment.

INSPECTION AND CORRECTION OF DEFICIENCIES
1. Performance evaluations will be given to the County noting exception in performance to the required janitorial specifications.  The County will immediately notify the janitorial service provider of the reported performance exception(s).  

2. The janitorial service provider must correct these deficiencies as follows:

a. Within 24 hours of any daily, weekly or monthly activity;

b. Within 24 hours for any activity listed as quarterly or semi-annual.

3. In the even the janitorial service provided by the Lessor is not satisfactory to Morrow County, the County may provide janitorial service as described in these specifications and Morrow County payment will then be reduced by the actual cost of such replacement service.  

CONFIDENTIALITY

The Janitorial service provider shall be bound to confidentiality of any information its employees may become aware of during the course of performance of janitorial tasks.   

It is intended that this contract shall not be subcontracted, and that this contract shall operate as an agreement with an independent contractor as that term is defined in Oregon Revised Statutes Chapter 656. 

CJIS AND OTHER SECURITY CHECKS

CJIS and Other Security Checks

1. All janitorial employees shall undergo a Criminal Justice Information Systems (CJIS) state and national fingerprint-based background security check.  CJIS clearance must be granted prior to being allowed unescorted access to any Morrow County Sheriff’s Office facility that may contain unencrypted CJIS data.

Morrow County government has chosen to extend the above guidelines to all county facilities in regards to janitorial services. 

a. Prospective employees will call the Morrow County Sheriff’s Office for an appointment at no cost to employee or employer, to complete the following:


-Fingerprinting 

-Criminal Justice Information Systems Security Clearance Background Request form. 

-Confidentiality Agreement form

-Provide current email address for CJIS training purposes

2. The janitorial service provider shall maintain an adequate pool of trained and CJIS cleared relief personnel to substitute for absent employees. 

3. See CJI 5.12.1 Personnel Screening Requirements for Individuals Requiring Unescorted Access to Unencrypted CJI and Figure 16

4. The janitorial service provider understands that new employees will not be granted access to any County building until appropriate CJIS/Background Checks have been completed and personnel has been approved.
5. All janitorial personnel shall be issued an ID card with lanyard that will be worn at all times while in a County building.  A sign in sheet will be posted in designated areas.  Janitorial personnel are required to sign in/sign out before and after work is completed.  
6. Janitorial service provider will be responsible for maintaining an updated crew list and providing the list to Public Works as appropriate.    

SPECIAL PROVISIONS

A.
Keys to the building will be furnished by Morrow County.  Any such keys must not be duplicated.

B.
The janitorial service provider must maintain a secure environment while cleaning the facility.  No one is allowed into the facility other than those individuals responsible for performing janitorial services.  The contractor must lock the building when leaving (see “Building Lock Up” below).

HEALTH, SAFETY, AND ENVIRONMENTAL PROTECTION

The janitorial service provider shall conform to all applicable Federal, State and local laws, and to the requirements of these specifications.  In performing janitorial work in a Morrow County facility, the janitorial service provider shall:

Take all reasonable steps and precautions to prevent accidents and to preserve the health and safety of visitors, contractor personnel, and County personnel performing or in any way coming into contact with the performance of this contract; 

Take all reasonable precautions to prevent the release of hazardous chemicals into the environment; and 

Take such additional precautions as the office manager/supervisor may reasonably require for health, safety, and environmental protection.
1.
Damage Reports.  In all instances where County property or equipment is damaged, the janitorial service provider shall submit to the office manager/supervisor a full report of the facts and extent of such damage--verbally and in writing within 24 hours of the occurrence.

2.
Accident Reports.  The janitorial service provider shall comply with Morrow County, OSHA and other regulatory agency requirements for record keeping and reporting of all accidents resulting in death, trauma, or occupational illness.  The janitorial service provider shall provide a verbal report to the office manager/supervisor and a written follow-up report to the office manager/supervisor within 24 hours of occurrence.

3.
Chemical Spills.  The janitorial service provider shall maintain an established plan that addresses incidental and emergency spills of any chemicals brought on-site.

4.
Hazard Communications.  The janitorial service provider must maintain two, update Material Safety Data Sheet (MSDS) files on-site; one placed in the office manager/supervisor’s office and the one in each of the janitorial service providers Janitor’s Closet.

BUILDING LOCK UP 
The janitorial service provider must lock and secure the building each night when leaving.  Lock up procedures before leaving building, consist of:
1.
Turn off bathroom exhaust fan

2.
Turn off all interior lights

3.
Check and lock all entrance doors, gates or any other excess to the building.

4.
Properly set security alarm system (where applicable)

In locations that include a security alarm system, the janitorial service provider must also properly set the security alarm when leaving the building.  Any cost incurred from security service or local police for false alarms caused by failure of the janitorial service provider to properly set the security alarm will be the responsibility of the owner/lessor. 

Fees charged to respond to a false alarm or because the security alarms were not set will be charged to the owner/lessor and deducted from the next month’s payment.

Any additional questions maybe addressed to Sandi Pointer, Morrow County Public works 541-989-9500
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