
Areas to be cleaned Detailed rooms/ areas Room number

Space 

measurement 

in Square 

Meter

Early 

cleaner 1

Early 

cleaner 2
Day cleaner Tasks to accomplish How often

Estimated duration of task (in 

minutes)

Average duration 

per day

Monday to Friday

DC Maintaining cleaning supplies daily 0:25 0:25:00

Basement Big storage room B.014 35,31 EC1 wet clean the floor 1x month 0:10 0:00:24

Classroom 6 B.016 30,05 EC1 floors, bin, tables and chairs + cleaning the floor 1x week 0:05 0:01:00

Basement halls (front, right, left) B.004 + B.008 +B.017 61,13 EC1 clean the floor daily 0:07 0:07:00

Wheelchair accessible WC B.010 4,13 EC1 DC morning cleaning (incl. emptying all bins) 1x daily 0:05 0:05:00

Women's toilet B.007 17,7 EC1 DC morning cleaning, afternoon refreshing (incl. emptying all bins) 1x daily 0:05 0:05:00

Men's toilet B.009 16,82 EC1 DC morning cleaning, afternoon refreshing (incl. emptying all bins) 1x daily 0:05 0:05:00

old teacher's room B.029 64,82 EC1 empty bins, Vaccum clean the floor 1x week 0:07 0:01:24

Post room B.011 47,74 EC1 empty bins, Vaccum clean the floor (+ wet clean once a week) 1x week 0:07 0:01:24

Ground floor Reception G.008 14,59 EC1 empty bins, wet clean the floor daily 0:05 0:05:00

Entrance hall + lobby G.002 + G.003 70,54 EC1 empty bins, wet clean the floor daily 0:07 0:07:00

Auditorium G.004 109,75 EC1 empty bins, Vaccum clean the floor (+ wet clean once a week) daily 0:07 0:07:00

First floor Library kitchen 1.005 5,91 EC1 DC empty bins (early cleaners), clean the floor daily 0:05 0:05:00

Library main space floor (study space, reception, entrance hall) 1.006 202,48 EC1 empty bins, Vaccum clean the floor (+ wet clean once a week) daily 0:07 0:07:00

Library Unisex WC 1 1.007 1,97 EC1 DC morning cleaning, afternoon refreshing (incl. emptying all bins) daily 0:05 0:05:00

Library Unisex WC 2 1.008 1,92 EC1 DC morning cleaning, afternoon refreshing (incl. emptying all bins) daily 0:05 0:05:00

Library Study Centre 1.010 43,27 EC1 floors, bin, tables and chairs + cleaning the floor daily 0:05 0:05:00

Cloak room 1.011 2,78 EC1 clean the floor daily 0:05 0:05:00

small Library breakout room (left side) 1.012 43,27 EC1 empty bins, clean the floor daily 0:05 0:05:00

Library meeting room 1.013 13,27 EC1 empty bins, clean the floor daily 0:05 0:05:00

small Library breakout room (right side) 1.014 22,14 EC1 empty bins, clean the floor daily 0:05 0:05:00

Second floor Classroom 1 2.004 49,98 EC2 floors, bin, tables and chairs + cleaning the floor daily 0:05 0:05:00

Teacher's room 2.005 24,7 EC2 floors, bin, tables and chairs + cleaning the floor daily 0:05 0:05:00

Classroom 3 2.006 48,46 EC2 floors, bin, tables and chairs + cleaning the floor daily 0:05 0:05:00

Classroom 4 2.012 43,82 EC2 floors, bin, tables and chairs + cleaning the floor daily 0:05 0:05:00

Classroom 5 2.014 44,3 EC2 floors, bin, tables and chairs + cleaning the floor daily 0:05 0:05:00

Unisex WC 1 2.008 1,48 EC2 DC morning cleaning, afternoon refreshing (incl. emptying all bins) daily 0:05 0:05:00

Unisex WC 2 2.009 1,44 EC2 DC morning cleaning, afternoon refreshing (incl. emptying all bins) daily 0:05 0:05:00

Wheelchair accessible WC 2.010 4,23 EC2 DC morning cleaning, afternoon refreshing (incl. emptying all bins) daily 0:05 0:05:00

Second Floor Lobby (including WChall) 2.007 47,52 EC2 Clean floor daily 0:05 0:05:00

language course secretariat 2.013 22,03 EC2 Vaccum clean the floor 1x week 0:05 0:01:00

Head of Exams' office (including little hall) 2.018 22,85 EC2 Vaccum clean the floor 1x week 0:05 0:01:00

Office room (on the main stairs) 2.015 13,79 EC2 Vaccum clean the floor 1x week 0:05 0:01:00

Third floor Kitchen 3.004 6,01 EC2 DC empty bins (morning cleaner), clean the floor, load and empty dishwasher daily 0:05 0:05:00

Office Head of Language 3.005 19,5 EC2 Vaccum clean the floor 1x week 0:05 0:01:00

Office PA to Director 3.006 12,24 EC2 Vaccum clean the floor 1x week 0:05 0:01:00

Office Head of Information & Library 3.007 12,08 EC2 Vaccum clean the floor 1x week 0:05 0:01:00

Mail cupboard 3.009 1,92 EC2 clean the floor 1x week 0:01 0:00:12

Printing room 3.010 5,16 EC2 DC empty bins, clean the floor 1x week 0:05 0:01:00

Office Head of Programmes 3.011 20,85 EC2 Vaccum clean the floor 1x week 0:05 0:01:00

Office Programme Department 3.012 49,19 EC2 Vaccum clean the floor 1x week 0:07 0:01:24

Third floor Lobby (incl. WChall) 3.013 56,69 EC2 Vaccum clean the floor daily 0:07 0:07:00

Men's WC 3.014 4,38 EC2 DC morning cleaning, afternoon refreshing (incl. emptying all bins) daily 0:10 0:10:00

Women's WC 3.015 5,15 EC2 DC morning cleaning, afternoon refreshing (incl. emptying all bins) daily 0:10 0:10:00

Office Information & Library Department 3.017 43,56 EC2 Vaccum clean the floor 1x week 0:07 0:01:24

Office Director of Institute 3.018 20,76 EC2 Vaccum clean the floor 1x week 0:05 0:01:00

Office Educational Department (BKD) 3.019 44,6 EC2 Vaccum clean the floor 1x week 0:07 0:01:24

Meeting Room Educational Department (BKD) 3.020 13,78 EC2 Vaccum clean the floor 1x week 0:03 0:00:36

Fourth floor Kitchen 4.021 5,41 EC2 DC empty bins (morning cleaner), clean the floor, load and empty dishwasher daily 0:07 0:07:00

Fourth Floor Lobby 4.010 + 4.011 58,14 EC2 Vaccum clean the floor daily 0:07 0:07:00

Archive/ Printers' room 4.012 18,35 EC2 Vaccum clean the floor 1x week 0:03 0:00:36

Women's WC 4.013 5,66 DC morning cleaning, afternoon refreshing (incl. emptying all bins) daily 0:10 0:10:00

Men's toilet 4.015 2,46 DC morning cleaning, afternoon refreshing (incl. emptying all bins) daily 0:10 0:10:00

Office Engineer/ caretaker 4.016 13,59 EC2 Vaccum clean the floor 1x week 0:05 0:01:00

Office HR 4.018 13,61 EC2 Vaccum clean the floor 1x week 0:05 0:01:00

Office Financial Director 4.019 18,13 EC2 Vaccum clean the floor 1x week 0:05 0:01:00

Office Accounting 4.020 42,7 EC2 Vaccum clean the floor 1x week 0:07 0:01:24

Guestroom 1 4.003 17,37 DC change bedding, clean the room, toilet 2x week 1:00 0:24:00

Guestroom 2 4.005 12,9 DC change bedding, clean the room, toilet 2x week 1:00 0:24:00

Guestroom 3 4.007 13,27 DC change bedding, clean the room, toilet 2x week 1:00 0:24:00

Self contained  Residency Flat 4.024 81,22 DC change bedding, clean the flat, toilet 1x week 2:00 0:24:00



Stairs Main stairs - EC1 Vaccum clean the main stairs' carpet floor 1x week 0:20 0:04:00

Escape stairs - EC1 Clean the escape stairs (wet cleaning) 1x month 0:30 0:01:12

Saturdays

ECS

* Day cleaners Duties:

 - Restocking WCsupplies all floors, 

- Cleaning toiltes 

- Vaccuming the floor (all 4 floors) 

- Vaccuming main stairs

- Cleaning auditorium 1x week 2:00 00:24

Terrace / outside areas Terrace 1 G.017 DC cleaning from leaves, jet washing and general sweeping (check the rail on Saturdays) 1x week 0:20 0:04

Terrace 2 G.017 DC cleaning from leaves, jet washing and general sweeping (check the rail on Saturdays) 1x week 0:20 0:04

Basement area outside (Exhibition Road) - DC cleaning from leaves, jet washing and general sweeping (check the rail on Saturdays) 1x week 0:30 0:06

Basement area outside (Princes Garden) - DC cleaning from leaves, jet washing and general sweeping (check the rail on Saturdays) 1x week 0:30 0:06

DC Other on call daily duties (preparing coffee for events, clearing up after events) 4:00:00

Window cleaning 55 outside windows (Basement to 4th floor) whole institute - 1x month

Early cleaner 1 1:37:24

Early cleaner 2 1:50:00

Day Cleaner 7:59:00

Early cleaner (Saturday) 2:00:00

Daily Total 11:26:24

Weekly Total 59:12:00

* Saturday Minimum cleaning – only wipe obvious stains and spills. Empty bins, clean toilets and re-stock. Tidy and create an appearance of welcome in the following areas:

all toilets

all classrooms

terrace/ outside areas

clean the bins after emptying them


