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Section I 
 

TOWN OF FORT FRANCES 
 

PLANNING AND DEVELOPMENT DIVISION  
 

CALL FOR TENDER 
 

PROVISION OF JANITORIAL SERVICES IN THE MUSEUM, CHILDREN’S COMPLEX, 
LIBRARY, PUBLIC WORKS, CIVIC CENTRE AND SISTER KENNEDY CENTRE 

 
 
Sealed Tenders clearly marked “Tender No. 17-PD-13“ will be received by the 
Corporation of the Town of Fort Frances  (the “Town”) up to but not later than: 

2:00 p.m. Local Fort Frances Time 
Tuesday, November 21, 2017 

 
After which time such Tenders will be opened publicly and read aloud at the Fort 
Frances Civic Centre, 320 Portage Avenue, Fort Frances, Ontario 
 
 
Certain Tender Forms (“Tender Forms”) are required to be submitted. Please submit 
such completed Tender Forms to: 

The Corporation of the Town of Fort Frances 
Attention:  Mr. Doug Brown 

Town of Fort Frances 
320 Portage Avenue 
Fort Frances, Ontario 

P9A 3P9 
Fax: 1-807-274-8479 

 
Information relating to this Tender, is available at the Information Desk, Fort Frances 
Civic Centre, 320 Portage Avenue, Fort Frances, Ontario and online at fortfrances.ca. 
 
Please direct any questions regarding this tender to: Tyson Dennis Chief Building 
Official/Municipal Planner, Town of Fort Frances. Phone: (807)274-5323 EXT1216, email  
tdennis@fortfrances.ca. 
 
Lowest or any Tender not necessarily accepted. The Corporation of the Town of Fort 
Frances (the  “Town”) reserves the right to reject any or all Tenders, to waive 
irregularities and informalities therein, and to award the contract in the best interest of 
the Town in its sole and unfettered discretion. Tender award has to be approved by 
Council. See Tender information, Tender Forms and other Tender documents, for all 
terms, conditions and requirements. 
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SECTION 2 
 
 TENDER INFORMATION 
 
2.1 The Tenderer acknowledges that the Town shall have the right to reject any, or 

all, Tenders for any reason, or to accept any Tender which the Town in its sole 
unfettered discretion deems most advantageous to itself.  The lowest, or any, 
Tender will not necessarily be accepted and the Town shall have the unfettered 
right to: 

 
(a)   accept any regular, irregular, unbalanced, informal or qualified Tender;  

 
(b)   disqualify Tenders not submitted in accordance with the requirements of 

any Tender documents;  
 

(c)   accept a Tender which is not the lowest Tender; and 
 

(d)   reject a Tender that is the lowest Tender (and even if it is the only Tender 
received). 

 
2.2 The Town reserves the right to consider, during the evaluation of Tenders: 
 

(a) information provided in the Tender document itself; 
 

(b) information provided in response to enquiries of credit and industry 
references set out in the Tender; 

 
(c)   information received in response to enquiries made by the Town of third 

parties apart from those disclosed in the Tender in relation to the 
reputation, reliability, experience and capabilities of the Tenderer, 

 
(d)   the manner in which the Tenderer provides services to others;  

 
 
(e)   the compliance of the Tenderer  with the Town’s requirements and 

specifications, and 
 
(f) any other thing or matter which the Town, in its sole unfettered discretion, 

deems appropriate.  
 
 
2.3 By submitting a Tender, the Tenderer acknowledges the Town’s rights under this 

section 2 and absolutely waives any right, or cause of action against the Town 
and its consultants, by reason of the Town’s failure to accept the Tender 
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submitted by the Tenderer, whether such right or cause of action arises in 
contract, negligence, or otherwise.  

 
2.4 (a)  The following schedules are attached to and form an integral part hereof: 
 

(i)  Schedule 1 - Tender Forms (the “Tender Forms”); 
 

(ii)  Schedule 2 - Standard Form of Agreement (the “Agreement”); 
 

(iii)    Schedule 3 - Occupational Health and Safety Agreement (the 
“OH&S Agreement”);  

 
(iv) Schedule 4 - Specifications and Other Provisions (the 

“Specifications and Other Provisions”); and 
 
(v) Schedule 5 – Details of Facility Scope of Works  

 
(b) In this Tender, the Tender Information, Tender Forms, Addenda (as 

defined in section 2.5), the Agreement, and the Specifications and Other 
Provisions, are collectively referred to as the “Tender Documents”.  

 
2.5.1 Tenderers may, up to the three (3) business days prior to Closing Time, be 

advised by Addenda of, without limitation, additions to, deletions from, alterations 
in, or other changes to, the Tender Documents.  All such changes shall become 
an integral part of the Tender Documents and allowed for by the Tenderer in its 
Tender and Tender pricing.  The Tender Forms provide for an acknowledgement 
by the Tenderer of receipt by the Tenderer of any and all Addenda. 

 
2.6  All Tenders are to be submitted upon the Tender forms. 
 
2.7 This Tender closes at 2:00 p.m. Local (Fort Frances) time, November 21, 2017 

(herein sometimes referred to as the “Closing Time”), after which time Tenders 
received will be opened publicly and read aloud at the  Fort Frances Civic Centre, 
320 Portage Avenue, Fort Frances, Ontario. 

 
Two (2) sets of originally signed Tender Forms fully completed, sealed and 
marked  “Tender No. 17-PD-13” must be received by the Town Administrator or 
designee up to but not later than the Closing Time.  
 
 
 

 
2.8 The Tenderer shall examine the Tender Documents as soon as possible, and 

immediately notify the Town Administrator or designee of any errors, omissions or 
conflicts discovered. 
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2.9  Tenders received prior to the Closing Time may be withdrawn by the Tenderer 

only upon, and by, written notice of withdrawal, which written notice of withdrawal 
must be received by the Town Administrator no later than the Closing Time. If 
such written notice of withdrawal is not so received by the Town Administrator, 
such Tender shall be deemed as being open for the Town to consider and/or 
accept. The last Tender received shall invalidate all previous Tenders received 
from the same Tenderer.  

 
2.10 Tender award has to be approved by Council of the Town (“Council”). No Tender 

will be awarded except after approval of Council. 
 
2.11 Tenderers are advised to review the Tender Documents for all terms, conditions 

and requirements. For general informational purposes only, Tenderers are 
advised that:  

 
(a)  the Town is requesting Tenders for the supply and delivery of certain 

services (all as more fully detailed in the Tender Documents): 
 

(i)  Janitorial Services at the Fort Frances Museum 259 Scott Street; 
(ii)  Janitorial Services at the Fort Frances Children’s Complex 1150 

Portage Avenue North; 
(iii)     Janitorial Services at the Fort Frances Public Library and 

Technology Centre 600 Reid Avenue; 
(iv)  Janitorial Services at the Fort Frances Public Works Garage 900 

Wright Avenue; and 
(vi) Janitorial Services at the Fort Frances Civic Centre, Fort Frances 

Power Corporation offices and OPP Detachment 320 Portage 
Avenue 

(vii) Janitorial Services at the Fort Frances Sister Kennedy Centre 401 
Nelson Street. 

 
(b) in the Tender Documents: 

 
(i)  Different facilities referred to above as “Fort Frances Museum”, “Fort 

Frances Children’s Complex”, “ Fort Frances Public Library and 
Technology Centre”, “Fort Frances Public Works Garage”, and “Fort 
Frances Civic Centre, Fort Frances Power Corporation offices and 
OPP Detachment” and “Sister Kennedy Centre”, are collectively 
sometimes referred to as the “Facilities” and such terms may be 
used interchangeably.  
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(c) Tenderers may submit Tenders for the Provision of Janitorial Services for 
any, some, or all facilities, for any, some, or all of the years 2018, 2019 
and/or 2020 (collectively sometimes referred to as the “Years”). 

 
2.12 In addition to the rights of the Town as set out in, without limitation, sections 2.1, 

2.2, 2.3, and elsewhere in the Tender Documents, the Town shall have the right to 
award the Tender for the Provision of Janitorial Services, for any, some, or all 
Years and/or any part thereof, to, among, and/or between Tenderers as the Town 
sees fit in the Town’s sole and unfettered discretion. For example, and without 
limitation, the Town shall have the right, in its sole and unfettered discretion, to 
award: 

 
(a)  the Tender for Provision of Janitorial Services for all Years to one 

Tenderer; 
 

(b)  the Tender for Provision of Janitorial Services for one or more Years  
(but less than all Years) or part thereof to one Tenderer and the Provision 
of Janitorial Services for the remaining Years or part thereof to another 
Tenderer or split between other Tenderers; 

 
(c)  the Tender for Provision of Janitorial Services of some facilities for all 

Years to one Tenderer, and the Tender for Provision of Janitorial Services 
of the other facilities for all Years to another Tenderer or split between 
other Tenderers; 

 
(d)  the Tender for Provision of Janitorial Services of some facilities for one or 

more of the Years (but less than all years) or part thereof  to one Tenderer, 
and the Tender for Provision of Janitorial Services of the same facilities for 
the remaining Years or part thereof to another Tenderer or split between 
other Tenderers. 

 
2.13 As it is the responsibility of the Tenderer to determine levy and collection of the 

Harmonized Sales Tax (HST), the Tenderer is requested to ensure that it provides 
its HST number (or alternatively cite the basis for exemption in lieu thereof), and 
that the amounts bid show the HST separately where and as required by the 
Tender Documents. 

 
2.14 In a case where a successful Tenderer is not an Ontario resident 

contractor/Tenderer, such Tenderer is required to either: 
 

(a) provide a copy of a valid Retail Sales Tax Vendor Permit; or 
(b)  file with the Town a copy of the letter of compliance issued by the Ontario 

Retail Sales Tax Branch. 
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Failure to comply will result in such portion, as prescribed by law, of any payment 
made or to be made by the Town to the Tenderer to be withheld for remittance as 
required. 

 
2.15  The Town is governed by the Municipal Freedom of Information and Protection of 

Privacy Act. Tenderers shall and do hereby consent that Tenders and Tender 
contents may be made public as a condition of the Tendering process. 

 
 
2.17 Forthwith upon the Town notifying a Tenderer that such Tenderer has been 

awarded the Tender, such Tenderer shall: 
 

(a)  execute the Agreement;  
 

(b)  deliver, to the Town, proof of insurance, the OH&S Agreement, Workers’ 
Safety Insurance Board (“WSIB”) clearance certificate, and otherwise, as 
required in and by the Tender Forms and elsewhere in the other Tender 
Documents; and  

 
(c)   be ready to supply and deliver, and supply and deliver, in accordance with 

the Tender Documents, Provision of Janitorial Service as successfully 
tendered for.  

 
 
If the Tenderer fails to deliver to the Town the Agreement and the OH&S 
Agreement properly executed by the Tenderer or to supply the specified 
insurance documents, within two weeks of the date of acceptance of the Tender, 
or to start the supply and delivery when directed: 
 
(i)  the Town shall be entitled, without prejudice to any other right or remedy it 

may have, to deem the Tenderer to have abandoned the Tender made by 
the Tenderer; and 

 
 
(ii)  the Tenderer shall pay to the Town the difference between, the Total 

Tender Price set out in its Tender  and any other Tender which the Town 
accepts (if such other Tender is for a larger amount) and, in addition 
thereto, any costs which the Town may incur by reason of the Town re-
Tendering, and,  further, the Tenderer shall fully indemnify and save 
harmless the Town, its officers, employees, and agents from all loss, 
damage, liability, cost, charge and expense whatever which it, they or any 
of them may suffer, incur or be put to by reason of such default or failure of 
the Tenderer. 
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2.19 The successful Tenderer(s) shall take out and keep in force, throughout and for 
the duration of such Tenderer’s obligations to and/or contract with the Town but  
in any event for no less time than for all Year(s) for which the Tenderer is awarded 
the Tender for the Provision of Janitorial Services, a comprehensive policy (herein 
sometimes referred to as the “Policy”) of public liability and property damage 
insurance in the amount of not less than $2,000,000.00 inclusive per occurrence. 
 
Such Policy shall name the Town as an additional insured thereunder and shall 
contain: 

 
(a)  the insurer’s waiver of any rights of subrogation or indemnity or any other 

claim to which the insurer might otherwise be entitled as against the Town 
and any other corporation owned, operated, or controlled by or affiliated 
with the Town, together with a severability of interest clause and a cross 
liability clause; and 

 
(b)  an undertaking by the insurer not to cancel, change, lapse or refuse to 

renew the insurance therein granted without first giving the parties notice of 
its intentions in writing of at least 60 days prior to the intended change, 
lapse, cancellation or termination. 

 
A certified copy of the Policy or certificate thereof shall be deposited with the 
Town upon signing of the Agreement or as the Town may direct. 

 
 
2.21 Tenders may be submitted via facsimile to the Town office (807-274-8479) or 

email to town@fortfrances.com provided that:  
 

(a) the original of such Tenders shall be received by the Town within 5 
business days of the Closing Time; and 

 
(b) the Town shall not be liable, and assumes no responsibility whatsoever, for 

proper receipt of such facsimile transmittals or anything else relating to 
such facsimile. 

 
2.22 In the Tender Documents, the singular, or masculine, or personal, pronouns 

herein shall be construed as meaning the plural, or feminine, or neuter, as the 
context requires. 
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SCHEDULE 1 

 
 

TENDER FORMS 
 

Tender No. 17-PD-13 
 

PROVISION OF JANITORIAL SERVICES IN THE MUSEUM, CHILDREN’S COMPLEX, 
LIBRARY, PUBLIC WORKS, CIVIC CENTRE AND SISTER KENNEDY CENTRE 

 
The following Tender is hereby submitted to 

 
THE CORPORATION OF THE TOWN OF FORT FRANCES 

(the “Town”) 
 
 
1. This Tender is submitted by ____________________________________________ 

(hereinafter sometimes referred to as the “Tenderer”). 
 
2. In the Tender Documents  “Work” means the total provision of all labour, materials, plant, 

equipment, services, and otherwise, necessary for the proper execution and completion, 
in accordance with the Tender Documents, of the supply and delivery to and for the 
benefit and satisfaction of the Town, of: 

 
(a)  the Provision of Janitorial Services if the Town awards the Tender for the 

Provision of Janitorial Service  to the Tenderer; or  
 

(b)  those year(s) and facilitie(s) for which the Tenderer submits, and is awarded, the  
Tender. 

 
3.  The Tenderer acknowledges and agrees that: 
 

(a)    the Total Unit Price(s)  given or set out by the Tenderer in this Tender: 
 

(i)  shall and does include all costs,  expenses, and charges  whatsoever for 
the performance and completion of the Work by the Tenderer, including, 
without limitation, for all labour, materials, plant, equipment, services, 
duties, taxes, patent royalties, insurance, transportation, and otherwise; 
and 

 
(ii)  shall apply for the purpose of progress payments and shall apply 

throughout the time period of Years or part thereof for which the Tenderer 
may be awarded a Tender except that any increase or decrease in taxes 
such as HST after the date of the awarding of the Tender shall increase or 
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decrease the Total Unit Price accordingly by the amount of such increase 
or decrease in tax. 

 
4. The undersigned Tenderer: 
 

(a)  confirms that the Tenderer has examined the Tender Documents and ascertained 
all necessary particulars of and with regard to the Work to the Tenderer’s 
satisfaction; 

 
(b)  submits the following Tender and agrees, if such Tender is accepted, to: 

 
(i)  enter into the Agreement and the OH&S Agreement and provide same to 

the Town duly executed; and 
 

(ii)  perform and complete the Work  for the respective Total Unit Price(s) and 
Total Prices quoted by the Tenderer herein except as may be increased or 
decreased by increase or decrease in taxes (such as HST) as set out in 
paragraph 3 hereof. 

 
(iii) any part of this contract maybe revised or deleted by the Town of Fort 

Frances by giving 60 days notice to the Tenderer. The Town of Fort 
Frances may make changes or remove areas of all or some of the awarded 
janitorial service(s) in some of the tendered facilities.  

 
 
5.  The forms below allow for a Tender for the Work relating to Provision of Janitorial 

Services for each of the Years 2018, 2019 and/or 2020. The Tenderer should fill in the 
specific forms relating to the Faculties and Years or part thereof the Tenderer wishes to 
submit a Tender for. If a Tenderer has not completed a particular form it will be taken by 
the Town that the Tenderer did not wish to Tender for the specific item for the particular 
year spoken to in such form.  

 
An example, for clarity: there are forms below which allow the Tenderer to bid to perform 
the Work in each of 2018, 2019 and 2020 with regard to, for example, Provision of 
Janitorial Services. If a Tenderer has completed the bid form for 2018 and 2019, but not 
2020, it would be taken that the Tenderer wished to submit a Tender for 2018 and 2019 
only, and declined to Tender for 2020.  
 

 
7. The undersigned acknowledges receipt of the following addenda: 
 

No.  Date Issued    Date Received 
 

________  _____________________  _________________________ 
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________  _____________________  _________________________ 
 
 
 
 

8. The Tenderer shall, forthwith upon request of the Town, provide a "Statement of Good 
Standing" and/or clearance certificate and/or such other evidence of compliance (with 
regard to workers’ compensation insurance, including payments due thereunder) 
satisfactory to the Town, from the WSIB of Ontario. 
 
Dated at ______________________ this _____ day of _____________________, 2017. 
 
 

SIGNATURE OF TENDERER: 
 

 
_______________________________________             

______________________________________
_______________ 

Witness to signature of Tenderer If a corporation, the person signing  has 
authority to bind such corporation  

 
 

 
 
 
 
Print name of Witness: PRINT NAME AND TITLE OF PERSON 

SIGNING: 
 
________________________  ______________________________________ 
 
 

 
 
 
IF A CORPORATION, PRINT PROPER NAME 
OF CORPORATION: 

 
______________________________________ 

 
 
 
 
 



 
 
 

13 
 

 
 
Address of Witness: Address of Tenderer: 
 
 
______________________________ _________________________________ 
______________________________ _________________________________ 
 
 
Phone Number of Witness:   Phone Number of Tenderer: 
______________________________ ________________________________ 

 
Fax Number:______________________ 

 
Cell Number:_______________________ 
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Schedule of Unit Prices: Excluding HST 

 
 
 
Rate for Special Call in services, or additional work not included within this contract 
excluding HST. 
 

  Hourly Rate Per Person: $_______________/hr 
             Hourly Rate for Equipment: $_______________/hr 
            Annual Increase in Rate: $______________/hr 
 
 
       
 
      HST #: ________________  
 
 
 
 
 
 
 
 
 
 
 
 

Contract Price: 2018 2019 2020

  Monthly Annual Monthly Annual Monthly Annual

Fort Frances Museum $ $ $ $ $ $
Fort Frances Children's 
Complex $ $ $ $ $ $
Fort Frances Public 
Library & Technology 
Centre $ $ $ $ $ $
Fort Frances Public 
Works $ $ $ $ $ $

Fort Frances OPP Station $ $ $ $ $ $

Fort Frances Power Corp $ $ $ $ $ $

Fort Frances Civic Centre $ $ $ $ $ $

Sister Kennedy Centre $ $ $ $ $ $
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 SCHEDULE 2 
 
 
 AGREEMENT 
 
 
THIS AGREEMENT made this _______ day of _____________________ , 2017. 
 
 
BETWEEN: 
 
 
 __________________________________ 
 (herein sometimes referred to as the “Tenderer” or the “Contractor") 
 
 - and - 
 
 
 The Corporation of the Town of Fort Frances 
 (the "Town”) 
 
 
Whereas the Contractor has represented to the Town that the Contractor is well able to 
perform  the Work described in the Tender Documents for the respective Total Unit 
Price(s),  Total Prices, and for the Year(s) quoted by the Tenderer in the Tender. 
 
Now therefore the Contractor and the Town (herein sometimes referred to as the 
“Parties”)  undertake and agree as follows: 
 
1. The Tenderer shall perform and complete the Work: 
 

(a)  to, and for, the benefit and satisfaction of the Town, in accordance with the 
Tender Documents;  

 
(b)  for the Year(s),  and for the respective Total Unit Price(s) and Total Prices 

quoted by the Tenderer in the Tender Forms except as may be increased 
or decreased by increase or decrease in taxes (such as HST) as set out in 
paragraphs 3 and 4 of the Tender Forms. 

 
2. The Tender Documents shall collectively be and the whole shall constitute the 

Contract between the Parties. 
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3.  The Town agrees to pay to the Contractor in lawful money of Canada for the 

performance of the Work. The Town shall pay on account thereof upon the 
approval of the facility representative (in the Tender Documents the facility 
representative is sometimes referred to as the “Manager”). Upon receipt of 
invoices, any adjustments to monies owing will be made with notification to the 
Contractor. 

 
4.  If the Town fails to make payments to the Contractor as they become due under 

the terms of the Tender Documents, interest equal to the current bank prime rate 
+ 2% per annum on such unpaid amounts shall become due and payable until 
payment.  

 
5. If: 
 

(a)  the Contractor should be adjudged bankrupt, or becomes insolvent, or 
makes a general assignment for the benefit of creditors, or if a receiver is 
appointed of the Tenderer or the Tenderer’s business or any part thereof; 
or 

 
(b)  a petition in bankruptcy for liquidation, reorganization, or other proceeding, 

is filed by or against the Tenderer;  
 

(c)  the Contractor fails or neglects to properly perform or complete the Work or 
otherwise fails to comply with the requirements of the Tender Documents  

 
the Town may, without prejudice to any other right or remedy it may have, 
terminate this Agreement by giving the Contractor written notice. 

 
The Contractor's obligation under the Tender Documents as to quality, correction 
and warranty of the work performed by him up to the time of termination shall 
continue in force after such termination. 

 
7.  Neither this Agreement nor any rights or entitlements under it shall be assignable 

or transferable by the Contractor without the prior written consent of the Town.  
 
8. Any notice required or permitted to be given hereunder shall be in writing and 

shall be effectively given if: 
 

(a) delivered personally;  
 

(b) sent by prepaid courier service or mail; or 
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(c) sent prepaid by telecopier, telex or other similar means of electronic 
communication (confirmed on the same or following day by prepaid mail) 
addressed, 

 
 
 
(i) in case of notice to the Town, as follows: 

 
320 Portage Avenue 
FORT FRANCES, Ontario 
P9A 3P9 
Attention: Administrator 

 
(ii) in case of the Contractor, as follows: 

 
______________________________ 

    ______________________________ 
    ______________________________ 
    ______________________________ 
 
 

Any notice so given shall be deemed conclusively to have been given and 
received when so personally delivered or sent by telex, telecopier or other 
electronic communication or on the second day following the sending thereof by 
private courier or mail.  Any Party hereto or others mentioned above may change 
any particulars of its address for notice by notice to the others in the manner 
aforesaid. 

 
 
IN WITNESSETH WHEREOF the Parties hereto have executed this Agreement. 
 
 

SIGNATURE OF CONTRACTOR: 
 

 
______________________________      ___________________________________ 
Witness to signature of Tenderer     If a corporation, the person signing has the                     

authority to bind such corporation  
 

 
Print name of Witness: PRINT NAME AND TITLE OF PERSON 

SIGNING: 
 
_______________________________ ____________________________________ 
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IF A CORPORATION, PRINT PROPER NAME 
OF CORPORATION: 
 
______________________________________ 

 
 
Address of Witness: Address of Contractor: 
 
_____________________________ ____________________________________ 
 
_____________________________ _____________________________________ 
 
 
 
Phone Number of Witness: Phone Number of Contractor: 
 
______________________________ ______________________________________ 

 
 
Fax Number: ___________________________ 

 
 

Cell Number: ___________________________ 
 
 

The Corporation of the Town of Fort Frances 
 
 

per: 
___________________________________ 

 
  

per: 
___________________________________ 

 
I/we have authority to bind the Town 
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 SCHEDULE 3 
 
 
 OCCUPATIONAL HEALTH AND SAFETY AGREEMENT 
 
 
The undersigned Tenderer,________________________________________________ 
shall and does hereby agree and confirm that: 
 
1. it is aware that the Town places great importance on the compliance with and 

adherence to the Occupational Health and Safety Act (the “Act”) and the safety 
standards and policies of all authorities having jurisdiction;  

 
2. all Work performed by the Tenderer or on its behalf shall be in conformity with the 

Act and the construction, health, and safety standards and policies of all 
authorities having jurisdiction; 

 
3. the Tenderer and its employees, personnel, contractors, subcontractors, agents 

and/or representatives  are knowledgeable and well versed in and with the 
requirements of, the Act and  the safety procedures required for during the 
performance and completion of the Work; 

 
4. all persons involved with the Work shall be required to wear proper safety 

equipment at all times; and 
 
5. the Tenderer shall be solely responsible for, and the Tenderer shall not hold nor 

seek to hold the Town responsible in any way for, any violations of the Act or the 
failure of the Tenderer to comply with and adhere to the safety standards and 
policies of any and all authorities having jurisdiction. 

 
 

 
SIGNATURE OF CONTRACTOR: 
 

 
______________________________ ____________________________________ 
Witness to signature of Tenderer If a corporation, the person signing has 

authority to bind such corporation  
 
Print name of Witness: PRINT NAME AND TITLE OF PERSON 

SIGNING: 
 
_____________________________ _____________________________________ 
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IF A CORPORATION, PRINT PROPER NAME 
OF CORPORATION: 

 
______________________________________ 

 
Address of Witness: Address of Contractor: 
 
_____________________________ _________________________________ 
 
_____________________________ __________________________________ 
 
 
Phone Number of Witness: Phone Number of Contractor: 
 
____________________________ _________________________________ 

 
Fax Number: _________________________ 

 
 

Cell Number: __________________________ 
 

The Corporation of the Town of Fort Frances 
per: 
___________________________________ 

 
  

per: 
___________________________________ 

 
I/we have authority to bind the Town 

 
 
 
 Date: ___________________________ , 2017. 
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SCHEDULE 4 
 

SPECIFICATIONS AND OTHER PROVISIONS 
 

1. All required work is to be conducted after regular business hours of the respective 
facility. Special circumstances may arise where the cleaning schedule may need 
to be revised to coincide with special events, offices or spaces containing 
extremely sensitive material and information, or other situations deemed 
necessary by the Town. 

 
2.  

 
Tenderer’s Related Experience 
 
Date   Contract Description/Facility
   

   

   

   

 
Tenderer’s Staff 
 
Name  Position Experience 
     

     

     

     

 
3. The successful proponent for services at the Civic Centre and Children’s Complex 

will be required to complete and submit to the site contact a valid criminal records 
check in accordance with requirements to work in these facilities. 

    
4. The Successful Proponent shall apply for and obtain a Municipal Business licence 

annually. 
 

5. A Facility walk through during tendering will be scheduled upon request. 
 

6. The term of this contract shall commence January 1, 2018, or the first business 
day thereafter. 
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SCHEDULE 5 
 

DETAILS OF FACILITY SCOPE OF WORKS 
 
FORT FRANCES MUSEUM JANITORIAL CONTRACT 
MUSEUM CARETAKING 
BID:  Instructions 

I.         Building & Site Care 
III. Product Sheets re. Maintenance 

a.  Wall Base   
b.  Vinyl Tiles 
c.  Carpet Tiles 
d.  Ceramic Tiles 
e. Windows 
f.  Sisal Wall Covering 
g .  Stainless Steel Sinks 
h. Faucets 
I. Building and Site Care 
 

The Museum is a specialized environment to preserve and conserve artifacts. As 
such the environment must meet specific requirements and specialized care 
must be taken. Any cleaning shall be performed in a way to not introduce 
pollutants such as Chemical and dust into the museum environment. 
 
Location Layout of Museum attached: included are-Public Spaces, Exhibit 
Spaces, Storage Spaces - Artifact and other, Curatorial Offices, Research 
Service Spaces. 
 
Display and exhibits, storage shelving and personal workspaces are the 
responsibility of museum staff, unless by special request. The contractor shall be 
cleaning public and work /storage areas. 
 
Equipment & Supplies: 
Provided by the Museum- HEPA Vacuum cleaner; Mops-buckets, Brooms, 
Cleaning products and materials including soap, paper toweling, toilet paper and 
garbage bags. Contractor to request cleaning materials to be supplied by 
Museum. Cleaning fluids shall be in appropriate containers and marked as to 
WHIMIS regulations. All products shall meet manufactures requirements for 
cleaning of appropriate material (e.g. Linoleum as outlined by manufacturer). All 
cleaning fluids shall also not introduce pollutants into the environment (i.e. Be as 
ecological as possible). 
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SCHEDULE: 
 
Twice a week (Wednesday and Sunday preferred, but a mutually agreed 
schedule can be established) cleaning schedule. Occasional request for 
alternative time based on museum usage. 
 
EXTRA CLEANING: Occasional heavy cleaning outside of normal requirements 
can be charged at an hourly rate by mutual agreement. 
 
RESPONSIBILITIES: 
 
WASTE- Empty and wash wastebaskets. Replace garbage bags. Contractor to 
remove garbage each cleaning day. 
 
FLOORS: 
 
CARPET- Vacuum and spot clean as required. Twice a year all carpets to be 
shampooed and thoroughly cleaned. Vacuum edges, corners, "baseboard". 
TILING - Clean according to manufacture instructions. 
LINOLEUM - Clean according to manufacture instructions. 
WOOD FLOORING - Clean according to manufacture instructions. Dust & wipe 
baseboards. 
 
WALLS: 
 
PAINTED FINISH - Dust, and clean off fingerprints and marks.  
FABRIC SISAL- Vacuum as requested. 
DOORS - glass inserts- Wipe and clean as required. Exterior - remove cobwebs, 
marks. 
 
LIGHTS - Replacement of light bulbs as required. Cleaning of light fixtures twice 
annually or as required. 
 
STAIRS- Sweep and damp mop stair treads, Wipe handrails with damp cloth. 
Clean marks from walls. 
 
WASHROOMS- Clean and disinfect all sinks, toilets, wall & floor in all 
washrooms. Wipe mirror and replenish toilet paper, soap and toweling as 
required. 
 
KITCHEN- Clean and disinfect sink, countertop, wall, appliances. (Staff 
responsible for own dishes etc.) Replenish toweling as required 
 
STORAGE/WORK AREAS - Removal of garbage, sweeping/mopping of floor as 
required by manufacturer. Artifacts are not to be disturbed. 
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FURNITURE - Office, public area. 
Wipe/dust countertops, desks, tables, file cabinets, shelves. (staff to be 
responsible for workspaces) 
 
GROUNDS: 
 
Steps and sidewalks are to be swept and kept clean. Removal of debris and 
leaves.  
 
SNOWREMOVAL: 
 
Not included in this tender. 
 
EXTERIOR:  
 
Cleaning of cobwebs on siding, window casings, etc. Lights to be maintained 
and cleaned. Doors and glass inserts wiped and clean. 
  
II. LAYOUT - EXTERIOR 
 
Locations Requirements
EXTERIOR 
Courtyard 
Sidewalk-front  
Porch 
Entrance 

Sweeping, clearing debris 
Clean doors, glass inserts, windows 
Maintain Lights 

ENTRANCE 
Entrance Lobby  
Public Washrooms 

Tiled Floors, Matt 
Painted wall surfaces 
Lights 
Washrooms 
Doors, glass inserts

MAIN FLOOR 
Exhibition Gallery 
Office 
Elevator Interior  
Archival Storage  
Janitor Storage  
Handicap Wash Room  
Freight Room 
Back Staff Entrance 

Carpeted Floor/Fabric Walls /Mats 
Metal and linoleum walls  
Linoleum Floors/Painted walls  
Work Surfaces/furniture 
Concrete Floors/Painted Walls  
Door and glass insert 
 
Exhibits, Staff work surfaces - 
Responsibility of Museum Staff 

TOP FLOOR 
Stairwell Front Entrance Exhibition 
Gallery 
Meeting room 
Office 
Kitchen  

Stair treads - Painted Walls Wooden 
Floors/Fabric walls 
Linoleum Floors- Painted Walls 
Cabinetry 
Appliances 
Sink
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Washroom 
Emergency Fire Escape 

Doors- Glass inserts 

BASEMENT 
Stairwell Front Access 
Clean Work Room  
Dirty Work Room  
Mechanical Room  
Storage Rooms 
Back Corridor & Stairwell  
Back Access & Elevator Lobby  
Elevator Machine Room 

Painted Walls/Stair treads 
Linoleum Floors/Painted Walls 
 
Artifact storage shelving responsibility 
of Museum Staff. 

EXTERIOR - BACK & SIDE 
Parking 
Entrances  - Elevator, Staff, 
Emergency 

Sweeping, clearing debris  
Doors, Glass inserts, Painted walls 
Maintain Lights 

 
In performance of this Contract the undersigned shall be responsible to the 
Museum Curator or their Designee.
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FORT FRANCES CHILDRENS COMPLEX JANITORIAL DUTIES 
 
JOB SUMMARY: General cleaning, maintenance and repairs of the Children's 
Complex and grounds, ensuring that all areas present have a neat and clean 
appearance at all times.  
 
JOB DESCRIPTION:  
 
Shall Daily: 
 
Empty all wastebaskets in all rooms. Garbage bags to be replaced in all garbage 
cans each night. Also, toddler diaper garbage container outside service entrance 
to be emptied each day. (Garbage bags supplied by contractor). 
 
Clean and disinfect sinks, toilets, shelves and counter tops in all washrooms and 
water fountains. Clean mirrors in washrooms and remove obvious marks, etc. 
daily. Clean shower when needed. Ceramic tiles and white board in washrooms 
must be disinfected daily. 
 
Vacuum all rugs and sweep and scrub all floors. 
 
Wash children's tables and chairs with a disinfectant and chairs and tables are to 
remain clean at all times. Change table for public use in public washroom is to be 
disinfected daily. 
 
Remove all obvious fingerprints and all other smudges from all walls, doors and 
furniture and inside windows. All walls are to be kept clean at all times. 
 
Dust furniture, counter tops, shelves, lockers, desks, reception area, file cabinets, 
doors, ledges, etc. Everything in the centre must remain free of dust. Wash when 
necessary. (Office desks only to be dusted or washed upon request). 
 
Toilet paper and paper towels must be filled daily. Also refill soap dispensers 
when required (supplied by the Centre). The napkin dispenser in the Public 
Ladies washroom must be emptied and replaced daily. 
 
Floors must be waxed and rugs shampooed once every 2 to 3 months or sooner 
if required or requested. The floors must be buffed and remain clean and shiny at 
all times and the rugs always left in a clean condition. All fabric furniture; 
couches, loveseats, office chairs, etc. must be cleaned and shampooed as 
requested. Clean flooring according to instructions outlined in the maintenance 
instructions and assure the flooring is well maintained. All couches, loveseats 
and material chairs should be vacuumed once a month or sooner if required.  
 
The mats in the preschool washroom, kitchen, etc. must be washed and 
disinfected once a week. 
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Toilet bowls are to be descaled weekly using an approved descaler. Dust and 
wash soap dispensers and paper towel dispensers when needed. Refuse 
receptacles shall be washed and disinfected once a month. The toddler diaper 
garbage pail in the toddler room must be washed and disinfected once a week. 
Garbage in garbage bags is to be stored in the garbage container by the Service 
Entrance until garbage pick up and to assure this garbage area is kept neat and 
clean at all times. Garbage bags are to be supplied by the contractor. The diaper 
garbage pail by the Service Entrance must be emptied and disinfected each 
night. Recycle bins indoors must be emptied daily into the outdoor recycle bin. 
Recycled items are to be placed on the side of the road on the Children's 
Complex recycle day. 
 
Washroom walls shall be thoroughly cleaned once a month. Kitchen walls and 
outside of cupboards shall be washed thoroughly once every 2 months or sooner 
if required. The play forms in the toddler room, preschool room, school age room 
and toy library must be disinfected once a week when they are in the room. The 
child size housekeeping center furniture in the toddler room is to be disinfected 
once every 2 weeks. 
 
Inside and outside windows and window ledges must be cleaned once a month 
or sooner if required. All indoor windows and doors must be done when required, 
and always free of fingerprints, smudges, etc. Blinds must be dusted and washed 
on an ongoing basis to remain dust free. 
 
Filters in the refrigerator and freezer in the kitchen are to be cleaned as 
necessary and when required replaced with new filters. 
 
Walkways to all doors, playground and walkways to parking area must be 
cleared of debris and snow at all times. Snow in all walk areas must be cleared 
so parents have easy access Monday to Saturday each morning at 7:00a.m. Salt 
and sand walkways when required and other areas if needed, ex. In front of 
outdoor storage sheds, entrance doors and gates, etc. Ensure there is no ice 
build-up in front of doors, storage sheds, gates, etc. The back-service entrance, 
from the door to the corner of the building must remain free of debris and snow. 
Snow must always be shovelled in front of and along pathways to all storage 
shed doors and all gates. All snow must be removed so all gates in the 
playground area open and close freely. Adjust outside gates when they are not 
opening & closing properly. 
 
All building grounds, playgrounds, etc. are to be kept clean, free of garbage and 
leaves, etc. The protective sand area in all playgrounds must be kept free of 
leaves, debris, etc at all times. The playground equipment is to be washed with a 
disinfectant once every month. The toddler playground equipment must be 
disinfected once every month. Grounds and trees are to be kept watered as 
required to ensure grass and tree growth. All Children's Complex building 
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grounds, playgrounds, etc. must be trimmed and mowed at all times. The Day 
Care grounds must be well kept and grass cut and trimmed at all times. Assure 
the fenced in compound area by the Service Entrance door is kept clean, 
trimmed and free of debris at all times.  
 
The Cleaner shall ensure that light bulbs are replaced indoors and outdoors 
when necessary. (Supplied by the Centre). 
 
The Cleaner shall be responsible for a thorough house cleaning of the Children's 
Complex twice a year, including stripping and waxing floors that require it, 
washing walls, outside of cupboards, vents, etc. or sooner if necessary. The 
floors must be waxed and buffed at all times for the floor to be shiny at all times 
but remain slip free. 
 
The Day Care Centre shall be cleaned after 6:00 p.m. when Day Care children 
have left for the day. The Cleaner will be asked to clean the building before 6:00 
p.m. for special occasions, workshops, meetings, etc. Occasionally the cleaner 
will be requested to clean before and after special occasions. 
 
Floors must be swept and mopped behind the stove, fridge, dryer, washer and 
freezer when required and under all rugs. Also the equipment in all areas of the 
Children's Complex must be swept and mopped under when required or weekly. 
All equipment ex. Sandbox, stereo stand, shelving units, etc. must be kept clean 
under and behind at all times.  
 
The furnace area must be kept clear and clean at all times. The 2 outside 
ashtrays must be emptied when necessary and air vents cleaned when 
necessary. 
 
Children's lockers must be washed down once a month or earlier if necessary. 
 
The Cleaner shall provide all his/her own equipment, lawn mower, weed eater, 
cleaning material, disinfectant and supplies, etc. All materials and equipment 
supplied for the work shall be of the best quality. The Cleaner must make his/her 
own arrangements for the supply of materials and/or products specified or 
required. 
 
The Cleaner will be required to work 5 days in each week (Monday to Friday) 
during the terms of the contract. Such services to be performed after 6:00 p.m. 
unless otherwise designated by the Children's Complex Superintendent or 
alternate. The Best Start Hub must be cleaned Tuesday to Saturday and after 
8:00 p.m. on Thursdays and after 2:30 p.m. on Saturdays. The Best Start Hub 
days and hours may change if the programs days and hours change. Days and 
hours for the Complex are subject to change. 
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The cleaner may be requested to do minor maintenance, repairs, painting and 
assemble equipment.  
 
All counter tops and sinks in all playrooms, Best Start, staff room and reception 
area must be left clean at all times. All sinks in the Children's Complex must be 
washed and disinfected daily. 
 
The Board Meeting table must be disinfected once a week and washed when 
needed. 
 
If toys are left on the floor set them all on one table so teachers can sort them out 
the following morning.  
 
The Cleaners are not to store any cleaning material at the Centre. Also cleaning 
equipment can only be stored if the Centre does not require the space. The 
Cleaners may store their cleaning supplies at the Centre if approved by the 
Children's Complex Superintendent or alternate. All cleaning supplies must follow 
the WHMIS program. 
 
The Contractor will provide a list in writing of any other personnel other than 
himself/herself who will be performing the work. The Contractor will notify the 
Children's Complex Superintendent of any changes of personnel. 
 
In performance of this Contract the undersigned shall be responsible to               
the Children’s Complex Superintendent or their Designee. 
 
Please note: Successful contractor must present themselves to the OPP for 
security checks, which will include for criminality checks on all persons who will 
be working in the Fort Frances Children’s Complex. 
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FORT FRANCES PUBLIC LIBRARY AND TECHNOLOGY CENTRE 
JANITORIAL DUTIES  
 
FLOORS - All floors having hard surfaces are to be swept and mopped daily. All 
floors having carpeted surfaces are to be vacuumed as required. Any spots are 
to be removed immediately. Twice each year carpets are to be shampooed. 
 
WASHROOMS - All washrooms are to be cleaned daily, including all sinks, 
toilets, wall tiles, mirrors and washroom partitions. All washroom toilet supplies 
and dispensers are to be checked daily and replenished when necessary. 
 
WASTE CONTAINERS - All waste containers are to be emptied daily and refuse 
disposed. Recycling containers will be hauled to the curb as per recycling 
schedule. 
 
WINDOWS - Lower interior windows are to be cleaned on a regular basis as 
required. Windows at the front entrance, glass cases and windows on doors and 
rooms will be cleaned on a daily basis. 
 
FURNITURE, COUNTERTOPS, SHELVING - All countertops will be cleaned 
daily. Furniture and shelving will be dusted on a monthly basis. 
 
In performance of this Contract the undersigned shall be responsible to the Chief 
Librarian or their Designee. 
 
The Contractor will provide equipment, cleaning material and supplies, including 
garbage bags, paper towels and toilet paper. All paper materials supplied for the 
work will be of quality approved by the Chief Librarian. The Contractor will make 
his own arrangements for the supply of materials and products required. 
 
The Contractor will not subcontract, make assignment, nor in any way involve 
other persons in the execution of the work without prior arrangement with the 
Chief Librarian. 
 
The Contractor is responsible for locking doors and activating the alarm after 
work is completed, ensuring that the building is secure during the performance of 
duties. 
 
Work will be performed when the building is closed. Library hours are subject to 
change at any time. 
 
Library Hours:  
Monday – Thursday 10 a.m. – 8  p.m. 
Friday   10 a.m..– 6  p.m. 
Saturday  10 a.m..– 5  p.m. 
Sunday    1 p.m..– 5  p.m. 



 
 
 

31 
 

PUBLIC WORKS OFFICE JANITORIAL SERVICES/MAINTENANCE 
SERVICES: 
 
FLOORS - All floors having hard surface flooring are to be swept and mopped 
nightly. These areas shall be waxed as per manufacturers recommendations but 
must be completely stripped and waxed a minimum of once per year. 
 
WALLS & CEILINGS - Wash and remove all fingerprints or other soil marks 
nightly or as necessary. All walls shall be completely washed a minimum of twice 
annually. 
 
CARPET & RUGS - To be vacuumed nightly and shampooed bi-annually. Any 
spots, i.e. grease or dirt shall be removed immediately. 
 
FURNITURE - To be dusted nightly and polished weekly. A schedule is to be 
arranged so staff can have their desks cleaned i.e. same office done the same 
day of the week. 
 
DOORS & SURROUNDING WOODWORK - To be cleaned as necessary or at 
least once a month. Doorframes dusted weekly. 
 
METAL & KICK PLATES - To be cleaned and polished as necessary or at least 
once a month. 
 
FURNISHINGS & PICTURES - To be dusted and wiped clean weekly. 
 
WASTE PAPER BASKETS - To be emptied and cleaned nightly. All paper and 
other refuse to be disposed of as directed. 
 
TOILETS & REST ROOMS - To be cleaned nightly, including urinals, toilet 
bowls, etc, and all toilet supplies and dispensers replenished. 
 
INSIDE GLASS PARTITIONS - To be cleaned nightly. 
 
WINDOWS & SURROUNDING WOODWORK - To be cleaned and polished at 
least once a month. Windowsills wiped down and dusted once a week. 
 
LIGHT FIXTURES - To be cleaned as necessary or at least once a month. 
 
AREAS TO BE MAINTAINED - Main entrance, public area, general offices, 
private offices, drafting office, cubicles, washrooms, lunchrooms, locker room, 
storeroom and hallways. 
 
In performance of this Contract the undersigned shall be responsible to the 
Operations & Facilities Manager or his Designee. 
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The contractor shall be responsible for locking of doors and windows each night 
after completion of work plus resetting security alarm. 
 
An extra charge to be mutually agreed upon will be made for cleaning any 
unusual accumulation of litter or dirt resulting from abnormal circumstances, such 
as renovations or new construction. 
 
Unless otherwise agreed, all services will be performed between the hours of 
4:30 p.m. and 7:00 a.m. 
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CIVIC CENTRE ADMINISTRATION, FORT FRANCES POWER CORP. & OPP 
OFFICES 
 
Areas to be maintained under this part include for but are not limited to: 
• Main entrance and foyer 
• Council chambers 
• All public areas 
• All corridors 
• All washrooms 
• All private offices and work stations 
• Storage rooms 
• Entrance sidewalks 
 
GENERAL SPECIFICATIONS: 
 
COMMITTEE ROOM – To clean floors, counters, sink, dishes, furniture, tables 
and windows daily.  
 
FLOORS - All floors having hard surface are to be swept and mopped daily. 
These areas shall be waxed or surface treated as per manufacturers 
recommendations but must be completely stripped and waxed or surface treated 
a minimum of once per calendar year. All floors having carpeted surfaces are to 
be vacuumed daily. Any spots (i.e. grease or dirt) to be removed immediately, all 
carpets to be steam cleaned once per calendar year. Floor areas under and 
around Civic Centre photocopiers are to be vacuumed free of dust twice per 
calendar month. 
 
WALLS & CEILINGS - All walls and ceilings are to be inspected daily. Any 
fingerprints or other soil marks are to be cleaned as necessary. 
 
DOORS & SURROUNDING WOODWORK - Doors, doorframes, kick plates, 
door hardware, door glazing, are to be cleaned daily of fingerprints and smudges. 
Particular attention must be given to all entrance doors. 
 
WINDOWS & SURROUNDING WOODWORK - All windows are to be cleaned at 
least once per month on interior surfaces. Window exterior surfaces to be 
cleaned at least twice per calendar year. All window blinds to be dusted and or 
cleaned at least twice per calendar year. 
 
FURNITURE, FURNISHINGS, COUNTER TOPS & PICTURES - All furniture, 
furnishings counter tops and pictures are to be dusted and/or cleaned once per 
week. Administrative staff shall be responsible to ensure their work areas are 
kept sufficiently tidy so as to facilitate the dusting and cleaning. 
 
WASTE PAPER & REFUSE BASKETS & SIMILAR CONTAINERS - All waste 
paper, refuse baskets and similar containers are to be emptied daily and refuse 
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disposed of as is appropriate. A dumpster garbage container is located on the 
premises for this purpose. Additionally, recyclable materials will be retrieved from 
their appropriate containers and deposited as directed. 
 
WASHROOMS - All washrooms are to be cleaned daily, including urinals and 
toilet bowls. Floors to be mopped and scrubbed. Sinks and counters to be 
disinfected. All washroom toilet supplies, and dispensers are to be checked daily 
and replenished where necessary. Periodically recharge floor drains with water 
and disinfectant. 
 
LIGHT FIXTURES - All burned out bulbs are to be replaced as needed. 
 
SIDEWALKS - All sidewalks shall be monitored during the winter months and 
suitably treated with ice melt products as necessary. Snow clearing is not part of 
this contract and is the responsibility of the Operations & Facilities Division staff. 
 
JAN ITORIAL ROOMS AND OTHER FACILITIES - These facilities (including 
their doors, frames, kick and push plates, handles, knobs, floors, ceilings, grilles, 
shelving, vertical and horizontal surfaces, base boards and light fixtures) must be 
maintained to reflect the same standards established in the building for 
comparable areas. Janitorial contractors materials, equipment and supplies must 
be stored in an orderly and neat fashion and no accumulation of dirty rags or 
other debris will be permitted. 
  
OPP OFFICES: 
 
In this schedule "daily" shall mean Monday through Friday of each week 
excluding public holidays and at such times as are mutually agreed upon. In this 
schedule the owner shall provide all of the cleaning, janitorial supplies and 
equipment necessary to complete the work. 
 
For the purposes of this schedule the contractor shall maintain an inventory of 
supplies on hand. Cleaning and other janitorial supplies shall be obtained by the 
contractor from the Public Works Stores Keeper. The contractor shall not let the 
inventory become expended prior to requesting replenishment supplies. 
The contractor shall notify the building manager immediately of malfunction of 
any systems, including but not limited to; emergency lighting, exit signage, H 
VAC system etc. The building manager is the Chief Building Official. 
 
PREMISES - (Monday to Friday excluding Statutory Holidays) Empty and clean 
all wastebaskets, replace liners as necessary. Dust all furniture and equipment. 
Dust all windowsills, partition ledges and other horizontal surfaces. Dust mop all 
sheet flooring using a dust control method. Damp mop all sheet flooring using an 
appropriate detergent. Remove all scuffmarks from sheet flooring. Vacuum clean 
all carpeted areas thoroughly. Remove all finger marks and smudges from all 
walls, furniture, doors, glass partitions and other surfaces including kick plates 
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and push plates etc. Telephones to be dusted and wiped clean monthly with a 
germicidal agent. 
 
WASH ROOMS - Wash and disinfect all washbowls, shower stalls, plumbing 
fixtures and mirrors. Clean and disinfect toilet bowls, seats (both sides) and 
urinals and all drinking fountains. Empty and clean all waste receptacles. 
Restock all washroom supply dispensers. Wipe down toilet partitions. Wash/mop 
floors with a germicidal agent. 
  
LUNCHROOM - Clean all kitchen sinks and counters. The exterior of appliances 
will be wiped clean. Tabletops and chairs shall be wiped clean. Bases of tables 
cleaned weekly. Finger marks and smudges shall be removed from doors, walls 
and cupboards. Empty and clean waste receptacles. Floors shall be swept and 
damp-mopped as per noted above under "PREMISES". 
 
PUBLIC AREAS - (Corridors and Main Foyer) Sweep and damp mop all floors as 
per noted above under "PREMISES".  All entrance glass will be cleaned on both 
sides and all metal door frames wiped clean. Remove all finger marks and 
smudges from all glass, metal and painted surfaces. Vacuum clean all carpeted 
areas, spot clean as appropriate. Dust and wipe clean all furniture and 
equipment. Dust all windowsills and other horizontal surfaces. 
 
CARPETS, DRAPERIES AND FABRIC FURITURE - Steam clean all carpeted 
areas once per calendar year. Clean all draperies once per calendar year. All 
fabric furniture to be vacuumed once per month. 
 
LIGHT FIXTURES - Notify the building manager immediately of any burned out 
bulbs or light fixtures. Notify the building manager of any concerns regarding 
possible defective light fixtures. 
 
VERTICAL AND HORIZONTAL SURFACES - Dust weekly. Dust all tops of 
doors, high ledges and cabinets, exit signs, wall clocks and other similar items 
once per month.  
 
WINDOWS - (Interior) Wash all windows interior surfaces twice per calendar 
year. 
  
HOLDING CELL AREA - Mop all floors and benches with germicidal agent. 
Clean and disinfect all toilet bowls and basins. Clean all walls, ceilings, steel bars 
and glass partitions with germicidal agent. Remove all trash and garbage to 
appropriate containers. 
 
JAN ITORIAL ROOMS, PARKING GARAGE AND OTHER FACILITIES - These 
facilities (including their doors, frames, kick and push plates, handles, knobs, 
floors, ceilings, grilles, shelving, vertical and horizontal surfaces, base boards 
and light fixtures) must be maintained to reflect the same standards established 
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in the building for comparable areas. Parking garage to be swept at regular 
intervals so as to prevent the build up of grit and sand that may be tracked into 
the building. The parking garage floor is to be hosed down at least once per 
month during those months when the possibility of freezing does not exist. Do not 
allow sand or grit to accumulate in the floor drain of the parking garage. Notify 
the building manager immediately of any damage to doors or equipment in the 
parking garage area. Janitorial contractor’s materials, equipment and supplies 
must be stored in an orderly and neat fashion and no accumulation of dirty rags 
or other debris will be permitted. 
 
Please note: Successful contractor must present themselves to the OPP for 
security checks, which will include for criminality checks on all persons who will 
be working in the OPP section of the building. Additionally, all persons working in 
this area must present themselves to the senior officer and swear an oath of 
secrecy of disclosure of any information they may become privy to in the 
execution of their duties. 
 
 
 
 
SISTER BETTY KENNEDY CENTRE JANITORIAL DUTIES  
  
SCHEDULE:  Twice per week – a mutually agreed, after hours, schedule can be 
established for duties to be performed. There will be occasional requests for 
alternative times based on Centre usage.  
  
JOB SUMMARY:   General cleaning of the Sister Kennedy Centre ensuring that 
all areas have a neat and clean appearance.  
  
JOB DESCRIPTION: 
 
Empty all waste baskets in all rooms. Garbage bags to be replaced in all garbage 
cans at each cleaning.   
  
Clean and disinfect sinks, toilets, shelves and counter tops in all washrooms and 
water fountains. Clean mirrors in washrooms and remove obvious marks, etc.   
  
Vacuum all rugs and sweep and scrub all floors.  
  
Remove all obvious finger prints and all other smudges from all walls, doors and 
furniture and inside windows. All walls are to be kept clean at all times.  
  
Dust furniture, counter tops, shelves, reception area, doors, ledges, etc. 
Everything in the Centre must remain free of dust.  Wash when necessary.   
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Toilet paper and paper towels must be filled with each cleaning. Also refill soap 
dispensers when required. (supplied by the Centre). The napkin dispenser in the 
Public Ladies washroom must be emptied and replaced with each cleaning.   2. 
Floors must be waxed once every 2 to 3 months or sooner if required or 
requested.  The floors must be buffed and remain clean and shiny at all times 
and the rugs always left in a clean condition.  All fabric furniture must be cleaned 
and shampooed as requested.  Clean flooring according to instructions outlined 
in the maintenance instructions and assure the flooring is well maintained.    
  
Toilet bowls are to be descaled weekly using an approved descaling product. 
Dust and wash soap dispensers and paper towel dispensers when needed.  
  
Refuse receptacles shall be washed and disinfected once a month.   
  
Washroom walls shall be thoroughly cleaned once a month. Kitchen walls and 
outside of cupboards shall be washed thoroughly once every 3 months or sooner 
if required.    
  
Inside and outside windows and window ledges must be cleaned once a month 
or sooner if required.  All indoor windows and doors must be done when 
required, and always free of finger prints, smudges, etc.  Blinds must be dusted 
and washed on an ongoing basis to remain dust free.  
  
Filters in the refrigerator and freezer in the kitchen are to be cleaned as 
necessary and when required replaced with new filters.  
  
The Cleaner shall be responsible for a thorough cleaning of the Sister Kennedy 
Centre once a year, including stripping and waxing floors that require it, washing 
walls, outside of cupboards, vents, etc. or sooner if necessary.  The floors must 
be waxed and buffed at all times for the floor to be shiny at all times but remain 
slip free.  
  
All cleaning supplies must observe WHMIS guidelines.  
  
The Contractor will provide a list in writing of any other personnel other than 
himself/herself who will be performing the work.  The Contractor will notify the 
Manager of any changes of personnel.    
  
 
 
 
 
 
 


