Procedure 2.10
Hygiene, Security & Maintenance

Version dated: 19 September 2011

A. Purposes
To ensure the school is maintained in a safe, secure and hygienic condition.

B. Procedures
Buildings Inspections and Reporting

The Property Manager will carry out the inspections and make the reports required in the School Building System and Features Manual.
Cleanliness and Hygiene programme:

A regular programme of cleaning will be carried out as follows:
Daily cleaning tasks:

· daily checklist on health and hygiene

· clean all toilets and hand basins, wipe down with disinfectant solution

· clean benches, sinks and glass doors
· clean tops of pupil tables as necessary

· wet mop all toilet floors

· vacuum all carpet floor coverings

· sweep all vinyl floor surfaces - spot clean as necessary

· empty rubbish containers; clean out as necessary

· remove rubbish from grounds

· ensure soap, toilet paper and towels are available as required
Weekly

· complete playground checklist
Regularly as required:

· sweep pathways and hard court areas - keep free of loose debris

· wash and disinfect outside rubbish bins

· tidy and maintain outside areas.

· dust all window ledges, shelves, and other horizontal surfaces (including in offices)

· clean door frames and windows
· wash outside walls and windows
Each term:

· Organise an evacuation drill and complete the report to the Fire Service. See Procedure 2:08 Emergency Management & Evacuation
Term holiday cleaning tasks:

· All rooms and offices spring cleaned as per contract
1. Safety, Maintenance & Security Checks:

a. Regular checks will be carried out, and repairs made as necessary:

· furniture legs secure; no worn, or missing leg ends (to prevent wear and tear on floor coverings)

· power outlets all in excellent condition

· pathways and hard court areas free from broken or slippery surfaces 

· floor coverings sound and secure

· all glass panes sound

· heater vents free from obstruction

· doorways clear of obstruction

· rubbish disposed of

· buildings secured

· drains free from blockage

· all taps functioning well: no leakages

· light fittings all operating correctly
· emergency alarm power supply operating (including hand bells)
· electrical equipment in safe working order

· all hazardous materials stored safely

· first aid equipment checked

· spouting and down pipes free from obstruction

· foundation vents free from obstruction

· electric equipment checked by  certified electrician
· ensure the school heating systems heating system are turned off at the start of the holidays and are turned on at the start of each term

· fire equipment inspected and serviced as necessary: written report available

· trees and shrubs clear of buildings and spouting
Document title:
 2 10_hygiene_security_and_maintenance
Page 2 of 2
Last saved:
6/10/2011

