
 

 
 

 
 

 

CARETAKING SERVICES REQUEST FOR PROPOSALS 
 
 

 

Northwest Francophone Education Region 
(Herein referred to as NWFER) 

 
The Francophone Regional Authority of the Northwest Francophone Education Region (NWFER) serves an area 
that covers northwestern Alberta.  It offers quality French-language instruction from pre-kindergarten to Grade 

12 and operates three schools located in Falher, Grande Prairie and Peace River. 

 
Qualified Companies/Partnerships/Individuals are invited to submit Proposals (herein referred to as an 

RFP) for caretaking services in Grande Prairie. 

 
The “successful proposal” will be the one that clearly, concisely, and comprehensively illustrates to 

NWFER that it will provide the best quality of services for the best price. 

 
Since these criteria can sometimes be diametrically opposed the proposals shall be evaluated against a 

predetermined set of criteria. 

 

 

 

REQUEST FOR PROPOSAL:  CARETAKING SERVICES 

 
DATE OF INVITATION: June 7, 2021 

DATE OF RFP CLOSING: June 28, 2021 

PROPOSED BIDDER SELECTION DATE: July 06, 2021 

 CONTRACT START DATE: August 1,2021 

SERVICES BEGIN: August 1, 2021



 
 

1. SITE OF WORK 

▪ École Nouvelle Frontière, 11201 Pinnacle Boulevard, Grande Prairie, Alberta 
 

2. GENERAL INFORMATION 
▪ École Nouvelle Frontière is a PreK to 12 francophone school. 
▪ Approximatimately 206 students attend this school from September to June, and 30 staff 

members are in attendance daily.   
▪ The school is rented out to local groups on a weekly basis. 
▪ The building is 42 000 square feet.  

 
3. INSTRUCTIONS FOR BIDDERS 

▪ Bidders should carefully read this RFP prior to submitting a proposal and quotation. All terms, 
conditions and provisions of this RFP are deemed to be accepted by the Bidder and 
incorporated by reference in its proposal, except such terms and conditions as are expressly 
excluded in the proposal. 

 
▪ Proposed prices must be quoted in Canadian dollars, G.S.T. excluded (applicable G.S.T. will be 

added to quoted prices). 
 

▪ It is the sole responsibility of the Bidder to ensure that the proposal is received at 
the required time.  Each Bidder must submit its proposal by no later than: 

 
2:00 P.M., LOCAL TIME (MST), ON Monday, JUNE 28, 2021 

▪ Proposals must be signed by the Bidder or its employee, servant, or agent, who must be a 
person who has full and complete knowledge of all the matters set forth therein and who is 
duly authorized and responsible for the signing and approving of the proposal. 

▪ Each Bidder must submit their proposal by email in PDF format, by the closing cate. The email 
containing the proposal must be addressed as follows: 

Label:  RFP Caretaking ENF  
Email:  conseil@csno.ab.ca 
Attn:  Josea Gagnon 

▪ All questions regarding this RFP should be directed to: 
                                          Contact: Josea Gagnon 

Dep: Treasurer, Operations Manager 
Email: joseagagnon@csno.ab.ca 
Tel:  780-624-8855 

 
▪ Schedule A (Frequency Chart) and Schedule B (Site/Floor Plans) are enclosed for assistance in 

developing a proposal. 
 

 
 
 
 

 

 

mailto:conseil@csno.ab.ca
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4. ACCEPTANCE and REJECTION OF PROPOSALS 

▪ NWFER does not have any obligation to award a contract and reserves the right not to 
accept any or all proposals. Including the right to reject the lowest cost proposal or all 
proposals. 

▪ NWFER further reserves the right to eliminate any item that may be deemed undesirable 
or unnecessary, and to cancel orders not filled in a reasonable time. 

▪ No proposal will be considered unless submitted in writing electronically in accordance 
with the instructions, terms, conditions, and specifications governing this proposal. 

▪ This RFP should not be construed as a contract to order or purchase goods and services.  
NWFER will not be obligated in any manner to any bidder unless and until a written contract 
has been duly executed related to an approved proposal. 

▪ The issuance of this RFP does not constitute a commitment by NWFER to pay any costs 
incurred in the preparation of a response to this request. 

▪ An application by a Bidder to alter, amend or withdraw its entire proposal or any part or 
parts thereof shall be delivered to NWFER at the email address set out on page 1 prior to 
the Closing Date stipulated herein, and shall be labelled as a “Request to Withdraw or Alter 
a Proposal – Caretaking 2021” 

▪ Only written addenda or corrections issued by NWFER shall become a part of these 
conditions and instructions (other sources of addenda or corrections shall not be 
considered). 

 

5. SPECIFICATIONS OF THE EXPECTED DUTIES 
 
▪ NWFER will supply an auto-scrubber machine and swing machine. NWFER will supply all 

necessary consumables, caretaking tools and equipment.  The successful bidder must 
provide diligent maintenance and complete necessary maintenance tracking sheets on 
these items on the regular basis for the duration of the agreement. All these items must 
return in working condition at the end of the agreement. 

▪ The Bidder must also include written logs showing daily activity, submitted monthly.  

▪ All supplies and materials used by the successful bidder to perform the required services 
must be approved by NWFER. 

▪ The successful bidder shall provide adequate warning signage; devices, barricades or other 
necessary precautions shall be taken by the successful Bidder to give advice and 
reasonable protection, safety and warning to people concerned. 

▪ Complaints should be addressed within 24 hours of notifications. 

▪ Proposals not meeting all specified requirements are subject to rejection. 

▪ NWFER will, from time to time, perform random inspections for the sole purpose of assessing 
the successful Bidder’s performance. If the service is not satisfactory; the successful Bidder 
will have three (3) business days to remediate the situation. Should the successful Bidder fail 
to remedy any part of the rejected Services, following the second inspection, NWFER may 
make alternative arrangements for the rectification.  

 



6. PRODUCT USE 

▪ School must be cleaned using the specific products required in schedule A and all staff 
must be trained in these procedures. 

▪ All microfiber cloths to be cleaned weekly with the owner's laundry equipment. 

▪ The Bidder will be required to order the necessary products from the vendor as 
consumables become depleted and need to be replenished.  

 

7. PAYMENT TERMS 

▪ The Bidder acknowledges and agrees that, if delivery of the items or services proposed is 
completed by the Bidder in accordance with the terms and conditions of the RFP and 
contract between NWFER and the successful Bidder, payment for such items or services 
shall be made by NWFER. The successful Bidder must send an invoice to NWFER on the 15th 
of the current month of service for the annual fee divided by twelve. The monthly amount 
shall be paid on the 30th of the following month. 

 

8. INSURANCE 

▪ The successful Bidder will be required to obtain and maintain, at its own expense, insurance 
coverage for its operations under a contract of comprehensive or commercial general 
liability insurance, of not less than FIVE MILLION ($5,000,000.00) insuring against bodily 
injury, personal injury, and property damage, including loss of use thereof, including 
coverage for non-owned automobile and contractual liabilities. The successful Bidder will 
be required to supply copies of certificates of insurance to NWFER prior to starting work 
under this RFP. 

▪ The successful Bidder accepts full responsibility for any damage caused by the successful 
Bidder, or its employees, workers, equipment or subcontractors to any part of the school’s 
property and will immediately remedy any such damage in accordance to NWFER written 
request. (Nothing in the previous sentence is to be construed to permit the successful 
Bidder to use subcontractors without the consent of NWFER). The successful Bidder’s 
supervisor will notify the representative of NWFER in writing within 48 hours, concerning 
all damage and breakage as noted during cleaning, whether caused by their employees or 
not. The successful Bidder shall replace and repair damages, in accordance with the building 
standard, should there appear to be reasonable proof the incident was caused by the 
successful Bidder’s employees. 

 

9. CONTRACT TERMINATION 

▪ The parties, by mutual agreement in writing, may terminate this contract in full or in part. 

▪ The agreement may be terminated in writing by the Successful Bidder on 30 days prior 
notice to NWFER or if NWFER terminates the agreement on 30 days prior written notice to 
the Successful Bidder. 

▪ Without limiting any others rights or remedies available to NWFER, at law or in equity 
NWFER may terminate this contract immediately, with notice to the successful bidder, if: 

o Successful bidder is in breach or default of this contract, and such breach or 
default has continued unrectified for thirty Business Days following NWFER’s 
provision of written notice detailing such breach; 

o the Successful bidder ceases to carry on its business; or, 

o one or more of the following occurs: 



 

1) the Successful bidder voluntarily enters into proceedings in 
bankruptcy or insolvency 

2) the Successful bidder is adjudged to be bankrupt or insolvent; 

3) the Successful bidder makes an assignment for the benefit of its 
creditors; 

4) the Successful bidder files a petition or makes a proposal under the 
Bankruptcy and Insolvency Act (Canada), or similar legislation of any 
applicable jurisdiction; 

5) the Successful bidder is the subject of a receiving order or a petition 
filed under the Bankruptcy and Insolvency Act (Canada), or similar 
legislation of any applicable jurisdiction, and where the Successful 
bidder does not contest such receiving order or petition in good faith; 

6) the Successful bidder makes an application under the Companies’ 
Creditors Arrangement Act or similar legislation of any applicable 
jurisdiction; 

7) the Successful bidder is subject to any distress or execution levied on its 
rights under this contract; 

8) the Successful bidder is subject to an appointment of any receiver, 
manager, receiver-manager, liquidator or trustee, pursuant to the 
terms of a court order or security arrangement or similar instrument. 

9) Any violation of health, safety and environmental rules and 
regulations, unless promptly corrected as direction by NWFER’s 
designee shall be ground for termination 

 

10. LIABILITY FOR ERRORS 

▪ While NWFER has used considerable efforts to ensure an accurate representation of 
information of this RFP, the information contained in this RFP is supplied solely as a 
guideline for Bidders. The information is not guaranteed or warranted to be accurate nor 
is it guaranteed or warranted to be comprehensive or exhaustive. Nothing in this RFP is 
intended to relieve Bidders from forming their own opinions and conclusions in respect of 
the matters addressed in this Request for Proposal. 

 

11. NEGOTIATION OF THE CONTRACT 

• NWFER shall not be obligated in any manner to any Bidder whatsoever until a written 
contract has been duly executed relating to an accepted proposal. Provisions of this RFP 
and the representations made by the Bidder in its proposal are deemed to be incorporated 
into the contract. NWFER may, at its sole discretion, negotiate additional terms of the 
contact with the successful Bidder. 

• If a written contract is not duly executed within fourteen (14) days of notification to the 
successful Bidder, NWFER may, at its sole discretion, terminate negotiations with that 
Bidder and negotiate a contract with another Bidder of its choice. 

• The Bidder shall not assign, transfer, or subcontract any of its rights, burdens, duties, or 
obligations under this contract without the prior written permission of NWFER.



 

12. CONFIDENTIALITY OF THE RFP 
 

▪ This RFP document remains the property of NWFER and is provided to Bidders for the 
exclusive purpose of preparing and submitting a quotation. 

▪ Reproduction and/or distribution in whole or in part of this RFP is forbidden, except for the 
purpose of responding to this RFP. All information of NWFER or any third party which is 
acquired because of participating in this RFP process must be kept in strict confidence by 
all participating Bidders. 

 

13. FIRM PRICING 

• Prices quoted in the proposals shall remain firm and open for acceptance by NWFER for 
ninety (90) days after the Closing Date. 

• This contract is a one year term. 

• Provided that the bidder is not in default of the contract and as per NWFER’s discretion, it 
is renewable for up to two more consecutive one year terms upon the same terms and 
conditions as the original contract. 

• To ensure consideration, all bidders will keep prices firm, for a period of three (3) years 
from the official award of the RFP. No price should include GST. 

 

14. OWNERSHIP OF PROPOSALS 

• All documents submitted to the Owner become the property of NWFER. 

 

15. COMPLIANCE WITH LEGISLATION 

• When applicable, the successful Bidder, at the quoted price, shall give all notices and obtain 
all licenses and/or permits required for performing the work specified. The successful 
Bidder shall comply with all legislation applicable to the performance of the Contract, 
including legislation related to Occupational Health and Safety, Workplace Hazardous 
Material Information System, and Transportation of Dangerous Goods. 

• The Bidder must be registered with the Workers’ Compensation Board (“the WCB”) and 
have satisfied all assessment requirements as of the date the proposal is submitted. If 
successful, the Bidder’s registration number and evidence of compliance and good standing 
with all WCB requirements must be provided forthwith to the maintenance and operations 
department, prior to the effective date of the commencement of the contract. 

 

16. CONFIDENTIALITY OF BIDDER RESPONSES 

• The Bidder acknowledges that the Freedom of Information and Protection of Privacy Act 
(“FOIP”) applies to all information and records relating to, or obtained, generated, collected, 
or provided under or pursuant to the terms of this RFP or any contract generated as a result 
thereof. 

• The Bidder shall abide by the requirements of FOIP insofar as applicable to its operations 
and the information the Bidder has access to, collects, or uses because of carrying out its 
obligations to NWFER. 



• FOIP imposes an obligation to protect the privacy of the individuals to whom information 
relates. 

• The Bidder shall protect the confidentiality and privacy of an individual’s personal 
information accessible to the Bidder or collected pursuant to this proposal and any 
subsequent contract, in accordance with FOIP. 

• The Bidder consents and has obtained consent of any individuals identified in the proposal, 
to the use of their information in the proposal by the Board of Trustees of NWFER, its 
employees, and any individuals or organizations chosen by NWFER to assist in the 
evaluation of Bidder proposals. 

• All documents submitted to NWFER are subject to the protection and disclosure 

provisions of FOIP. While this Act allows the right of access to records in NWFER’s custody 
or control, it also prohibits NWFER from disclosing the personal or business information 
where disclosure would be harmful to the business interests or would be an unreasonable 
invasion of personal privacy as defined in sections 16 and 17 of the Act. Applicants are 
encouraged to identify what portions of their submissions are confidential and what harm 
could reasonably be expected from its disclosure. 

• The records stipulated in this RFP as being required to be maintained or submitted by the 
Bidder may be subject to the protection and access provisions of FOIP. Should the NWFER 
receive a request for any of these records, it would be the Bidder’s responsibility to provide 
the records, at the Bidder’s expense, to NWFER within three (3) calendar days from official 
notification by a representative of NWFER’s schools. 

• The successful Bidder agrees to retain all records respecting this procurement for at least 
two years after the contract expires or is terminated. 

 

17. CONTRACTED EMPLOYEES 

• The successful Bidder will furnish sufficient qualified, trained, experienced and preferably 
French speaking personnel to perform the obligations under this RFP. The personnel 
employed by the successful Bidder at École Nouvelle Frontière will always remain the 
employees of the successful Bidder. All employees of the successful Bidder assigned to 
duties at the schools earlier in this proposal must be acceptable to NWFER. 

• The successful Bidder must provide current Criminal Record Checks (vulnerable children’s 
sector) for all staff performing services under the terms of this proposal at its sole expense. 
Criminal Record Checks must be provided to the Operations Manager, prior to any staff 
commencing work under the terms of this proposal. NWFER reserves the right to deny the 
use of any person based on information that might be contained in the Criminal Record 
Check for the individual. 

• All contracted employees of the successful Bidder must be able to work within the security 
systems and practices of NFWER. 

• Caretaking personnel are required to always have visible company identification such as 
ID card, uniform or PPE with company logo while working on site. 

• The successful Bidder shall employ a dedicated Supervisor who will oversee the 
operations to be carried out for NWFER and to act as a liaison between their firm and 
NWFER staff. The supervisor shall be fluent in written and spoken English. 



• The successful Bidder must provide a list of personnel who will be responsible for the 
schools account, including their names, contact information and provide back-up contacts. 
This contact list should include names, titles, e-mail addresses, phone numbers (office and 
cell), as well as emergency (after hours) contacts. 

• If any person employed in the work of this contract is, in the opinion of the NWFER, 
intemperate, disorderly, incompetent, willfully negligent or dishonest in the performance of 
his/her duties, he/she shall, on request from NWFER, be forthwith replaced, and the 
successful bidder shall not permit them to remain on site and be allowed to return.  

• The successful Bidder will be required to carry out a comprehensive staff-training program 
that meets the federal and provincial legislative and operational needs of the building. The 
minimum requirements of this training program shall be: 

o   New hire orientation 

o   Job specific skills 

o   Worksite safety training including WHMIS. 

o   Personal Protective Equipment (PPE) training 

o   Cleaning for Health 

o   Supervisory training as appropriate 

o   Equipment inspection and operations 

• Records of all training should be kept available to NWFER for review at any moment’s 
notice. 

• All personnel working at École Nouvelle Frontière shall be equipped with proper 
Personal Protective Equipment (PPE). 

• A full complement of staff must be provided on each workday. 

 

18. SHUTDOWN PERIOD TIMELINES 

• All work to be performed during shutdown periods (Christmas holidays, spring break and 
summer holidays) must be completed prior to the commencement of instructional services. 
NWFER agrees to give a reasonable notice to the successful bidder to accommodate any 
construction projects in the school during the shutdown period. If it is impossible for the 
Bidder to clean the school during specific days, the successful Bidder will have to change 
his schedule at no additional fee to perform the work required during shutdown. 

 

19. EVALUATION CRITERIA 

The following criteria will be considered in the evaluation of proposal submitted in response to this 
RFP: 

• Company profile showing expertise and qualifications of the firm relating to caretaking 
services in school jurisdictions and/or educational institutions, and organizations of 
comparable size and complexity. Ability to meet proposed deadlines. Bidder’s 
methodology/approach (i.e., possibility of implementing various shifts and the ability to 
provide necessary staffing on an ongoing basis). 

• Qualification and expertise of staff to be assigned (i.e., education, position, years and type 
of experience will be considered). 



 

• Communication skills, both orally (English and French) and in writing (English). A higher 
score will be awarded to the bidder that can provide services in French. 

• Annual fee for the quoted term and ability to provide additional services that may be 
required and hourly rates to be charged for such services. 

• Reference must be provided. 

• For purposes of selecting the contracted caretaking firm, the fees quoted will be 
deemed to include only caretaking services. Any gratuitous non-caretaking services 

will not be considered for selection purposes. The evaluation process is designed to award 
the acquisition, not necessarily to the lowest price bid, but rather to the Bidder with the best 
combination of attributes based on the evaluation criteria. 

• NWFER reserves the right to seek clarification of proposal material with any or all Bidders 
while conducting the evaluation process. 

 

20. SELECTION PROCESS 

                   The following is the process that will be followed for selection of the successful Bidder: 

 
Review of Submissions: 

• Following the Closing Date, a selection committee will review all submissions to ensure 
compliance with the requirements of the RFP. 

• The acceptability of any deviation will be determined by the selection committee. After the 
proposal has passed the initial screening, the selection committee will then analyze the 
details of the proposal. 

 

Recommendations: 

• Recommendations from the selection committee will be made to Administration. 

 
Appointment: 

• Administration will appoint the contracted caretaking firm, subject to the terms and 
conditions of the Request for Proposal, and conditional on the Owner and the successful 
Bidder entering into a written contract. 

● The selection of the caretaking contractor is expected to be completed by July 06, 
2021. 

● All those submitting proposals should be notified of the successful contractor within 
five (5) days of Administration’s decision. 



 

21. PROPOSAL REQUIREMENTS 

 
▪ A PDF copy of each proposal is required. 

▪ To simplify the review process and to obtain the maximum degree of 
comparability, Bidders are asked to organize their proposals in a manner similar 
to the following outline: 

 
a) Title Page 

Show the request for proposal subject, the name of the Bidder’s firm, local 
address, telephone number, name of contact person, and the date. 

b) Table of Contents 

Include a clear specification of the material by section and by page number. 
 

c) Letter of Transmittal 

Limit to one or two pages. 

Briefly state the Bidder’s understanding of the work to be done and make a 
positive commitment to perform the work within the specific time period. 

Give the names of the persons who will be authorized to make representations 
for the Bidder, their titles, addresses and telephone numbers. 

 

d) Details of the Bidder’s Plans, Including the Following: 

Partners, managers, and supervisors who will work on the caretaking services. 
Background information for each person are to be submitted and include: 
o Formal education. 

o Experience in caretaking in general, with specific reference to experience in 
providing caretaking services for public organizations and/or in the 
educational environment. 

o Oral communication –language spoken of caretakers in school. 
o A copy of the working alone policy on a separate page 

o An indication of the approach the firm will take regarding caretaking 
services for the school. 

o Plans for the use of equipment to facilitate the required services. 

o Plan for dealing with startup and familiarization time, if appointed 

o Plans for keeping administration informed of the circumstances relating to 
caretaking services.   

o A copy of the Insurance Certificate and WCB clearance letter. 

 
e) Pricing Arrangements 

The fee proposal should include the following: 

o Hours per day and week for each entity by category (i.e., partners, 
managers, supervisors, other staff). 

o Total annual fee per school stated for each year of the term (excluding 
supplies). 

o Monthly fee per school stated for each year of the term (excluding 
supplies) 

o Any adjustments that would apply during the quoted term. 



o Hourly rate to be charged for any additional services of caretaking 
that may be required (emergency, weekend rental). 

 
(f) Reference 

o The respondent must provide at least two (2) reference contacts related 
to caretaking services from within the past three (3) years.  These should 
include:  

▪ Contact Name 

▪ Telephone Number(s) 

▪ E-mail address 

 

o If the respondent has provided caretaking services for NWFER in the recent 
past, the Operations Coordinator must be listed as a reference. 

o References from parents, students, or employees of NWFER (teachers, 
others) and Trustees will not be accepted, with the exception of a 
reference from the Operations Coordinator. 

 o References shall be weighted and/or scored as evaluation criteria of the 

RFP. 

22. FORMS 

● The Bidder will be required to complete the “Acknowledgement Form” 

● The Bidder will be required to complete the ‘’Authorized signature form’’ 

 

23. BID INELIGIBILITY 

● Proposals which are incomplete, conditional, or obscure, or which in any way fail to 
conform to the requirements of the RFP document, or which contain alterations, 
erasures or irregularities of any kind may be rejected. 

 

24. PRICING 

● The Bidder agrees to supply the services for the cost set out within the proposal, for 
the entirety of the term of the contract. The prices quoted shall be in Canadian dollars, 
exclusive of the Goods and Services Tax. 

 

25. CONTRACTUAL WARRANTIES 

● Claims made in the Bidder’s proposal shall constitute contractual warranties. Any 
provisions in the proposal may be included in the contract as a direct provision thereof. 



 

AUTHORIZED SIGNATURE FORM 

The Undersigned Individual/Company/Partnership represents and warrants that it is authorized to carry on 

business of this nature and that it is not disabled from performing the Agreement if awarded by any law of Canada 

or of the Province of Alberta. 

The Undersigned acknowledges receipt, understanding, and has taken into consideration all the information 

presented in the Request for Proposal. 

The Undersigned further confirms and agrees the person whose name is set out below is fully authorized to 

represent the Individual/Company/Partnership and to bind it to this response and agreements awarded pursuant 

to it and in all matters relating to or arising out of the subject matter of this response. 

The Undersigned authorizes The Northwest Education Region to contact any of the listed references submitted in 

their proposal response. 

The Undersigned acknowledges that The Northwest Education Region reserves the right to accept or reject in 

whole or in part any or all proposal responses. 

 
 
 

Individual / Company / Partnership 
 

 
Name and Title (Please Print) 

 

 
Authorized Signature 

 

 
Date 

 

 
A duly signed copy of this form must be included with your proposal. 

 

 

 

 

 

 

 

 

 

 

 

 



ACKNOWLEDGMENT FORM 
 

I/We have read the terms and conditions noted in this Request for Proposal for Caretaking Services 
for École Nouvelle Frontière, and I/we agree thereto and have stated herein the prices at which 
I/we will provide facilities operations and maintenance services as specified. I/We certify that the 
prices quoted herein have been independently determined. 

 
 
 
 
 

Name Title Signature 
 
 
 

 

Witness 
 
 
 
 
 
 

Name Title Signature 
 
 
 

 
Witness 

 
 
 
 
 
 

Company Name :    

Address:   

Phone no.:              

Email:               

Date:               

 

 



 
 
Northwest Francophone Education Region Evaluation Point Weighting  

           Caretaking : École Nouvelle Frontière 
 
 

Criteria Pt. Weight 
    

Company profile 25     

Expertise & 
Staff 
Qualificatio
ns 

20     

Communication 
skills 

5     

Fee Proposal* 40     

Reference 10     

Total 100     

 
* Fee Proposal Pt. Weighting Calculation:  Lowest Fixed Fee  X 40 



 

 

 

SCHEDULE A 

Caretaking services for École Nouvelle Frontière 
 
 
Details and schedule of the caretaking services 

 

NWFER expects that the following maintenance and cleaning services will be provided to its schools from August 

15 to June 30 of each year, by qualified and competent staff. The frequencies indicated below are the minimum 

frequencies required for the services mentioned. 

The Contractor must be able to be present on the site of the school from 2:30 pm to 9:30 pm Monday through 

Friday. 

When the gymnasium or/and a classroom are rented to a group, the Contractor must be present on the site 

from 5:30 pm until 10 pm. The Contractor must then ensure that the entrance doors are unlocked before 

each event and locked after the event. In addition, the Contractor must ensure that accessibility to other 

areas than the gymnasium is minimized by following the procedures of each school. The Operations Manager 

and the principal will provide the Contractor with a rental schedule. 

 

Maintenance duties to be   

performed  

Daily Weekly As needed Non- teaching 
days* 

Outdoor work must be performed one 

hour before 8:40 bell time. 

    

Sweep exits and steps. X    

Collect waste on the site, including on the 
grounds and along the fences. X 

   

Visually inspect the playgrounds and repair. X  X  

Visually inspect the outside of the building 
for vandalism.  Repair any damage.  

X 
 

  

Inspect the drainage wells and the general 
condition of the asphalt. 

 
 

X  

Rake leaves and maintain flower beds  
 

X  

Waste management     

Check to see that the garbage containers. 

have been collected and contact the 
company if necessary. 

  
X 

 
 

 

Transfer the garbage and recycling bags into 
the garbage and recycling bins.  

X   

Building maintenance 
 

   

 Use the plunger and the plumbing snake to 
unblock drains and remove foreign bodies.  

 X  

 Replace battery in plumbing fixtures 
 

 X  

Insure proper functioning of bathroom 
fixtures and installations X 

   

 Help prepare the gymnasium room for       
special events.  

 X  



Ensure proper functioning and adjust water 
fountains   

 X  

Do any reasonable and minor plumbing 
repairs  

 X  

Inspect all rooms for leaks, breaks, repairs. 
X 

   

Minor paint touch ups 
 

 X  

Ensure proper functioning of heating systems X  

 
 
 

 

Do small minor electrical repairs: clocks, 
emergency lighting, switches, plugs, 
appliances, light bulb replacements 

  X  

Do any reasonable minor mechanical repairs   X  

Install boards, frames, posters etc.    X X 

Small carpentry work and repairs: door 
hardware, baseboards, bathroom partitions, 
or as asked for by the principal. 

  X X 

Perform other maintenance tasks as assigned 
by school principal. 

  X  

Cleaning duties to be   performed Daily Weekly As needed Non-teaching 
days 

Indoor work 
    

Classrooms (must be done after the last bell 
of the day) 

    

Empty the garbage cans  X   

Empty the pencil sharpeners  X   

Securing doors and windows  X   

Disinfect student desks and workstations 
X    

Clean black and white boards and rails    X 

Mop the floor X    

Vacuum the carpets  X   

Clean the floors with a damp mop   X  

Clean the sinks and accessories X    

Disinfect the telephones and their receivers.  X   

Wash dirt stains on walls and windows   X  

Wash the walls    X 

Wash light switches and door handles X    

Clean the exterior windows.    April to October 

Clean the stains on the carpets   X  

If the students eat at their desks, clean the 
surface of the students’ desks and work. 
stations. 

  

X 

  

Wash empty bottle/can bins.  X   

Washrooms and locker rooms     

Clean the sinks and plumbing accessories. 

 

X    



Clean the urinals and plumbing accessories. 

 

X    

Clean the toilets and plumbing accessories. 

 

X    

Clean the showers and plumbing 
accessories 

 
X   

Empty the garbage cans  X   

Mop, wash or scrub the floors. 

 

 X   

Clean and fill dispensers with hand paper, 
toilet paper and soap  
 

X 
 

X  

Wash the light switches and door handles X    

Clean up damage   X  

Wash the mirrors and sinks. X    

Cleaning duties to be performed Daily Weekly As needed Non-teaching days* 

 

Wash the partitions  X   

Wash the walls    X 

Wash the spots of walls (if necessary)   X  

Fill the floor drains with water.    X 

Gymnasium     

Wash the door handles X    

Mop the floor 

 

 X   

Wash the floor with a damp mop   X  
Stairs and hallways     

Wash the light switches and door handles X    

Clean the floor with a machine-scrubber X    
Strip, wax and polish the floor with shiny 
finish using the  polisher 

   August 

Disinfect the water fountains X    
Wash the dirt stains on the walls and 
windows 

  X  

Spot check lockers and clean the lockers    X 

 Wipe down locker handles X    

Mop, wash or scrub the floors X    
Dust the lockers, cornices, and window glass.    X 
Disinfect the stair rails. X    
Clean the school’s glass windows or 
recessed light fixtures. 

   X 

Administrative offices and staff room     

Clean the exterior windows. 

 
   May to Oct 



Clean the doors. 
X    

Clean the cover and the hood of the stove. 

 
X    

Clean the ventilation grids.    X 

Wash the light switches and door handles X    

Empty the garbage cans  X   

Mop the floor  x   

Secure doors and windows  X   

Empty the pencil sharpeners  x   

Clean the sinks x    

Clean the furniture and equipment    X 

Disinfect the telephones and receivers x    

Clean the chairs, tables and counters. x    

Cleaning duties to be  performed Daily Weekly As 
needed 

Non-teaching 
days* 

Common items     

Wash the light switches and door handles X    
Vacuum the carpets  X   
Clean the stains on the carpets  X   
Clean the carpets using steam    x 
Wash dirt stains on walls and windows  X   
Dusting – to a height of 2 metres.    X 
Dusting – to a height of more than 2 metres.    x 
Washing off graffiti with a non-abrasive 
cleaner. 

 X   

Install, clean and put away the tables for 
lunch. X    

Wash the woodwork, doors and frames. X X  x 
Clean the janitor’s closets.           x 
Clean and empty the dust collection bin in 
wood working lab. 

   
        x 

Evening User Group Supervision (Mon to     
Friday and some weekends) 

 X X  

Reorder cleaning supplies as needed.   X  

    

 

 

*Non-teaching day: The Contractor must make sure that he has completed the duties mentioned in 

the table above, night shift only. 

 



Christmas Holidays 

During the weeks of Christmas holidays (must follow the school calendar), the following duties must be 

performed, in order of priority: 

1. Wash (1) the floors in all the hallways of the building (furniture must be moved and put back). 

1. Clean the furniture, walls, shelves, windows, and frames in the hallways. 

2. Clean all the shoe racks in the building. 

3. Wash and disinfect washrooms (walls, toilets, partitions, sinks, mirrors, dispensers, etc.) 

4. Disinfect all student desks, chairs and tables, staff rooms and administrative offices. 

5. Clean the furniture, walls, shelves, windows, and frames other than in the hallways. 

6. Wash the walls in the classrooms. 

7. Clean all interior windows. 

8. Perform all other duties requested by the maintenance coordinator related to cleaning and maintenance 
services. 

 
The schedule can be changed within a reasonable time frame by the representative of NWFER to coordinate 

the Christmas cleaning and any construction projects in the school. In the event that it is impossible for the 

contractor to clean the school during certain days, the contractor will have to change his schedule at no 

additional fee. The Contractor must be present on the site of the school from 7 am to 3 pm, Monday to Friday, 

during the Christmas Holidays (except on public holidays). 

 
Spring break 

During the week of spring break, the following duties must be performed, in order of priority: 

1. Clean furniture, walls, shelves, windows, and frames in all schools. 

2. Clean all the shoe racks in the building. 

3. Perform the tasks of non-teaching days mentioned in the schedule above. 

4. Wash and disinfect washrooms (walls, toilets, partitions, sinks, mirrors, dispensers, etc.). 

5. Disinfect all student desks, chairs and tables, staff rooms and administrative offices. 

6. Clean the furniture, walls, shelves, windows, and frames other than in the hallways. 

7. Wash the walls in the classrooms. 

8. Clean all interior windows. 

9. Participate in Centre-Nord trainings 

10. Perform all other duties requested by the maintenance coordinator related to cleaning services. 



 
The schedule can be changed within a reasonable time frame by the representative of NWFER to coordinate 

the spring cleaning and any construction projects in the school. In the event that it is impossible for the 

contractor to clean the school during certain days, the contractor will have to change his schedule at no 

additional fee. The Contractor must be present on the site of the school from 7 am to 3 pm, Monday to Friday, 

during spring break. 

 
Summer Cleaning 

NWFER expects that the following cleaning and maintenance services will be provided to its schools between 

July 1st and August 15th, by qualified and competent staff. This schedule may be modified within a reasonable 

time by the representative of NWFER in order to coordinate the construction projects on site and the Summer 

cleaning. In the event that it is impossible for the contractor to clean during certain days, the contractor will 

have to change his schedule at no fee. 

 

The following duties shall be performed in the following order: 

1. Clean furniture, walls, shelves, windows and frames in all classrooms. 

2. Wash (once) and wax (3 layers) all floors in the building (furniture must   be moved and put back). 

3. Wash and disinfect bathrooms. 

4. Disinfect all students’ desks, chairs, tables; staff desks and administrative offices’ desks. 

5. Clean the outside and the inside of the lockers. 

6. Clean the shoe racks of the building. 

7. Clean carpets with steam 

8. Clean furniture, walls, shelves and other surfaces. 

9. Clean all interior and exterior windows. 

10. Flower beds and minor  

11. Any other duties requested by the representative of the NWFER. 
 

Maintenance Duties 

▪ NWFER expects that maintenance will respond to the immediate needs that involve the safety and 

security of the school occupants, and that the response will be within a reasonable time limit.  For 

this reason, maintenance personnel need to be available, by telephone, if the need should arise 

during day that they need to be on the premises or for consultation. 

▪ The tasks, unless otherwise approved, will not interfere with the normal operations of the school 

day. 

▪ The necessary materials will be purchased/ordered and billed to NWFER for payment. 

▪ When professional services are required such as an electrician, plumber, etc.  The request shall be 

approved by the Corporate Treasurer. 

▪ The bidder will supply the necessary tools to complete the tasks and will remain his property. 

 

 

 

 

 



 

SCHEDULE B 

École Nouvelle Frontière Total Area: 42 000 Square Feet 

 

 


