
JOB DESCRIPTION – MUNICIPAL CLEANING CONTRACT EMPLOYEE 

Cleaning services for the Township of Killaloe, Hagarty and Richards and consists of 
the following locations: 

 Municipal Building located at 1 John Street in Killaloe; 

 Medical Centre located at 45 Mill Street in Killaloe; 

 Killaloe Courthouse located at 47 Mill Street in Killaloe; 

 Killaloe Fire Hall located at 7 Civic Street in Killaloe; 

 Round Lake Fire Hall located at 2995 Round Lake Road in Round Lake; 

 Visitor Information Centre located at 177 Queen Street in Killaloe; and 

 Works Department located at 16370 Highway 60. 

Cleaning areas of the above locations consists of; 

 The Municipal Offices consisting of, but not limited to seven (7) offices, 
four (4) washrooms, front foyer and hallway, council chambers, Ontario 
Works Office and hallway, library and related office space, and the 
basement once every two (2) months (or when requested); 

 The Medical Centre consisting of but not limited to foyer and stairs leading 
down to the basement area, cleaning of office space and bathroom 
upstairs in the Medical Centre. This does not include the space leased by 
Dr. Tiedje; 

 The Killaloe Court House consisting of but not limited to office space, 
bathrooms and general area; 

 The Visitor Information Centre consisting of annually washing all walls, 
floors, doors, ceilings and windows (inside and outside surfaces); 

 The Fire Halls consisting of but not limited to office space, bathrooms and 
general areas; and 

 The Works Department consisting of but not limited to office space, 
lunchroom, bathrooms and general areas. 
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Time Allotment and Work Frequencies 

1. Hours of work 

Any time after 4:30 p.m. weekdays and on weekends. As municipal meetings are 
frequently scheduled after 4:30 p.m., a municipal representative may contact the 
Contract Employee to ensure that they change their scheduled work to another 
day.  The Contract Employee also has access to meeting schedules posted in 
the municipal office and on the municipal website.  The Killaloe & District Public 
Library is open on Saturdays as well as weekdays therefore, cleaning schedules 
must be coordinated to accommodate their hours. 

2. Duration of Contract: 

One year, but may be extended by consent of both parties. 

Storage Space 

Space will be provided for storage of cleaning equipment and supplies at the 
municipal office site. 

Cleaning Functions 

3. Interior 

a) high ledges, tops of partitions and other high areas where dust collects, to 
be dusted as needed, but at a minimum, four (4) times per year (i.e. 
January, April, July, October); 

b) ceiling air diffusers, heating convectors and other metal work, to be 
cleaned three (3) times per year (i.e. April, August, December); 

c) all entrance and cupboard doors and frames, to be kept free of all marks 
at all times; 

d) coat space, shelves for hats, boots, shoes, etc., to be cleaned weekly; 

e) all doors and door frames, to be kept clean and free of all marks at all 
times; 

f) all fabric, brick, plaster, ceramic, painted surfaces, wood panel walls, to be 
kept free of all marks at all times; 

g) walls, to be washed twice yearly (i.e. April, October); 

h) moldings, ledges, cupboards, wall fixtures, open shelves and book 
shelves, to be dusted weekly; and 

i) all window sills, frames, doors and baseboards, to be dusted weekly. 
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4.  Entrances and Lobbies 

a) floors, to be swept and/or vacuumed a minimum of twice weekly, with 
increased frequency if conditions warrant; e.g., mud, sand, salt; 

b) floors including corners, to be washed twice weekly; 

c) mats, to be vacuumed twice weekly, with increased frequency if conditions 
warrant, for example, mud, sand, salt; 

d) glass doors, to be cleaned twice weekly on both sides; 

e) glass windows around entrances, to be washed once weekly on both 
sides; and 

f) clean and dust trophy case as required, including cleaning glass doors 
and inside shelves. 

5. Stairs 

a) hand railings, to be dusted weekly and washed twice monthly, or more 
often if conditions warrant. 

6. Floors 

a) all carpets, to be vacuumed twice weekly (i.e. Wednesday, Saturday); 

b) all other flooring, to be swept twice weekly and washed as necessary, at 
least once weekly; 

c) all spots, to be removed using the appropriate cleaner.  Spots which 
cannot be removed by normal means shall be reported to the Township; 
and 

d) floors in offices shall be waxed as required but at a minimum of once 
yearly. 

7. Walls 

a) all finger marks, smudge marks, splash marks, cobwebs, etc. are to be 
removed weekly. 

8. Washrooms 

a) floors, to be swept a minimum of twice weekly and washed weekly with 
mild detergent; 

b) toilet seats, bowls and wash basins, cleaned and disinfected a minimum of 
twice weekly; 

c) body contact points such as water taps, receptacles and dispensers, door 
plates, toilet seats and flush valves, to be wiped with damp cloth and 
disinfected a minimum of twice weekly; 

d) flush tanks, dispensers, receptacles, mirrors, shelves and all exposed 
piping, to be dusted and cleaned twice weekly; 
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e) wastepaper baskets, to be emptied, washed and disinfected twice weekly; 
and 

f) liquid soap containers, toilet paper and paper towels, to be replenished as 
necessary. 

9. Kitchen/Lunchroom 

a) all dishes and utensils left in sink or thereabouts, must be washed and 
stored in the appropriate locations; 

b) floors, to be vacuumed or swept or washed a minimum of twice weekly; 

c) body contact points such as water taps, receptacles and dispensers, to be 
washed and disinfected twice weekly; 

d) waste, to be removed from receptacles twice weekly; 

e) liquid soap containers and paper towels, to be replenished as necessary; 

f) waste baskets, to be washed and disinfected weekly; and 

g) fridges, stoves and all cupboards, thoroughly washed twice yearly (i.e. 
April, October). 

10. Furniture 

a) cleared office furniture, horizontal surfaces to be dusted twice weekly; 

b) cleared desks and counter tops, to be washed and polished as required; 

c) desk tops, to be damp wiped twice weekly and washed weekly; 

d) exposed vertical surfaces, to be dusted weekly; 

e) chrome edges and legs, to be and washed weekly; 

f) vertical and horizontal surfaces on all boardroom, executive office furniture 
and furniture in council chambers, to be dusted twice weekly and kept free 
of finger marks at all times; 

g) council chamber furniture and executive office furniture to be cleaned and 
polished four (4) times per year (i.e. January, April, July, October); 

h) filing cabinets and empty shelving, to be dusted twice weekly; 

i) telephone and communication instruments, to be damp wiped twice 
weekly; 

j) book cases, to be dusted twice weekly (books shall not be removed); and 

k) upholstered furniture, to be vacuumed and all finger marks removed twice 
weekly, damp wiped once per month. 
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11. Wastepaper Baskets 

a) to be emptied twice weekly; 

b) to be washed inside and outside monthly; 

c) recycling to be placed in front of the municipal building for pick-up as per 
municipal recycling schedule; and 

d) kitchen type garbage bags to be placed in all wastepaper baskets, and 
may be reused if not soiled. 

12. Light Fixtures 

a) all light fixtures, to be washed once per year as follows: 

- incandescent fixtures, remove cover, vacuum and wash interior, 
wash cover glass and replace cover; 

- fluorescent fixtures, remove shield, wash exposed panel, wash 
acrylic shield using an anti-static procedure, replace cover; 

b) report in writing and leave at the front desk any lamp burnt out bulbs 
including exit light bulbs and tubes as they occur; and 

c) bulb replacement will be supplied by the owner. 

13. Windows 

a) all exterior windows and doors, to be washed thoroughly twice yearly in 
the spring and again in the fall; 

b) all interior glass, to be cleaned thoroughly once monthly and kept free of 
fingerprints and dirt at all times; and 

c) glass doorways, to be cleaned as per Item 4(d). 

14. Waste 

a) waste shall be sorted into recyclable and landfill waste and placed in the 
appropriate container/bag (supplied by the Township) and placed in a 
location directed by the Township for municipal pickup. 

15. Drapes and Blinds 

a) all blinds and window coverings, to be removed once per year and 
thoroughly cleaned by the appropriate means. 
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16. Visitor Information Centre 

a) Once per year: 
Wash all walls, floors, ceilings, doors (inside and outside surfaces of inner 
and outer doors) and windows (inside and outside surfaces) prior to the 
Visitor Information Centre opening for the season. 

All provisions under the heading “Cleaning Functions” and outlined in Section 3 – 16 of 
these Specifications, are interpreted to be the minimum standard of cleaning functions 
required.  If conditions warrant additional cleaning, e.g. spills, or other unexpected 
occurrences, or if conditions warrant it, the Contract Employee shall ensure that the 
additional cleaning is done as quickly as possible. 


