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1.
POLICY STATEMENT
It is the policy of the University of Venda  SEQ CHAPTER \h \r 1to ensure that all its facilities is kept hygienic and clean, to such a level that it supports the core business and portrays a professional image to all clients and the public at large.


2.
DEFINITIONS

2.1
“Official facilities” refers to facilities that belongs to the Institution or are being officially rented by the Institution.

2.2 “Cleaning Services” refers to all cleaning actions executed inside all official facilities.

2.3
“Standby services” refers to cleaners being available during a function that takes place after official office hours

3.
RULES AND GUIDELINES
 SEQ CHAPTER \h \r 13.1
All official office facilities will be cleaned as follows:
3.1.1
Dustbins will be emptied daily,

3.1.2
All furniture will be dusted daily
3.1.3
All carpets will be vacuumed twice a week.
3.1.4 Tiled area will be cleaned or moped done daily.
3.2
The floors in all general usage areas will be polished once a week.

3.3
All toilet facilities will be stocked with toilet paper and toilet soap twice times a day on official working days only. 
3.4
Carpets will be washed according to a set schedule on weekends.

3.5
Windows will be cleaned during recess period, and as and when required.
3.6
Classroom facilities will be cleaned daily during times when there are no academic activities going on in the respective facilities as follows:

3.6.1
Dustbins will be emptied.

3.6.2
Furniture will be dusted.

3.6.3
White-/ black boards will be cleaned. 
3.6.4
Floors will be cleaned. 
3.6.5
Carpets will be vacuumed.


3.7
Workshops and laboratories will only be cleaned under the supervision of the official user of the facility.

3.8
The aforementioned can be adjusted due to operational requirements e.g. official functions etc. 
3.9
Dustbins:

3.9.1
Facility Management Services are responsible to supply dustbins located inside buildings eg in the foyers and corridors.

3.9.2
The official users of offices, laboratories and workshops must supply their own dustbins.

3.9.3 All dustbins located outside buildings, will be supplied by the Landscape Services Division.

4.
PROCEDURES

4.1
Procedure on requesting additional cleaning services:
4.1.1
End user should communicate to the Head Grounds and Cleaning through a dedicated Facilities Management helpdesk.

4.1.2
In case of engaging service provider, scope of work, cost implication and variation order should be approved according

5. RELATED POLICIES AND DOCUMENT
5.1
Policy on Rental of facilities

6. REGULATORY FRAMEWORK

6.1 Occupational Health and Safety act
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