RFx: 3_____________                                                                                        Janitorial Services for LDWF HQ: Specifications T-Number:  
BOD:  
 
RFx: 3_____________                                                                                        Janitorial Services for LDWF HQ: Specifications T-Number:  
BOD:  
 
	Attachment B – Specifications		

RFx No.: 3000026140                                	Title: *Mand Site Visit* Janitorial Svcs - LDWF

Office: LA Dept. of Wildlife and Fisheries, Headquarters 
Address: 2000 Quail Drive  
City: Baton Rouge 70808 
94,292 Sq. Feet of Building Area 
 
Agency Point of Contact (POC):   
Ernest “Kim” Prevost  
Facility Manager 
225-765-2816 or 225-245-2369 eprevost@wlf.la.gov  
 
Scope of Work: 
 
The purpose of this solicitation is to establish janitorial services for LDWF Headquarters in Baton Rouge, LA, as specified above. The intent is to establish a flat monthly fee for servicing the Headquarters building (4 stories plus penthouse) of 68,215 sq. ft., Annex of 22,777 sq. ft., and the Bunk House of 3,300 sq. ft., totaling 94,292 sq ft of area as per the specifications.  
 
Services below will be performed between 6:00 AM – 2:30 PM. Janitorial staff must be present during these hours.  
The Agency will provide access to the building. 
 
Frequency Schedule/Quality Control
Daily Services (Monday – Friday)  
1. Clean all glass doors & framework at the first floor main entry and rear entry. 
2. Clean all interior glass where needed. 
3. Dust mop, then damp mop all hard floors. 
4. Sweep exterior entries. 
5. Empty inside and outside trash cans and remove trash to a collection point. Trash removal shall take place after 1:00 pm and as needed. Replace liner and wipe receptacle, in all occupied rooms, offices, kitchens, lobbies, and bathrooms daily or as needed.   
6. Clean dining areas; wipe tables, chairs and vending machines. Check walls, cabinets, appliances for splash/spill marks and remove as necessary. Clean and disinfect sinks and counters. 
7. Restrooms: Clean & disinfect restroom fixtures, sinks, mirrors, toilets & urinals.  Empty trash cans and clean receptacles.  Refill dispensers (soap and towels) as needed. Sweep & wet mop floors with disinfectant.  Spot clean walls & partitions, remove splash marks. 
8. Clean all sinks; some are not in designated dining or bathrooms. 
9. Refill all soap, hand sanitizers, and paper dispensers as needed.  
10. Clean licensing and trip tickets windows.  
11. Wipe down walls inside elevators. Wipe down elevator doors. 
Three Times Weekly (M-W-F) 
1. Vacuum carpet in hallways and common areas. 
2. Dust mop and damp mop stairwells: landings and stairs. 
3. Clean and polish water fountains 
Two Times Weekly (Tu-Th) 
1. Spot clean carpet 
2. Wipe down all hard wood benches 
3. Disinfect door knobs and pulls 
Weekly Services 
1. Clean glass display cabinets  
2. Sweep and mop patios on the third and fourth floors 
3. Vacuum carpet in offices 
Monthly Services 
1. Clean all large glass & framework in lobbies & entrances that can be reached without special equipment. 
2. Dust baseboards, windowsills, & all other trim; remove marks from light switches and doorframes. 

Two times Per Year 
	 	Dust Blinds 
Note 
1. The contractor is to supply all labor, equipment, and cleaning supplies and SDS’s. 
2. Customer is to supply restroom supplies (hand soap, toilet tissue, hand towels, trashcan liners). 
3. When an office is closed due to a weather event, etc., monthly billing will still apply. 
4. These specifications are based on those agreed upon by the customer and contractor. 
5. These specifications should be used for an inspection report for internal control purposes and for communicating cleaning issues to the customer. 
Other:  
The customer agrees to the following: 
1. To provide lockable storage for all equipment and supplies. 
2. To provide parking for two vehicles during cleaning hours. 
3. Assign one employee as liaison to the contractor. 
 
Requirements: 

Staffing 
The Contractor shall provide enough staffing to maintain optimum conditions of cleanliness as specified.  If the level of cleanliness at any time is considered to be unacceptable to the Agency, then the Contractor will be required to increase the number of staff onsite or take whatever measures are necessary to meet the requirements of these specifications at no additional cost to the Agency.   
Determination of the total number of employees needed to complete the required tasks is the responsibility of the Contractor.  The Contractor shall increase or decrease the number of employees on site as needed to ensure all planned tasks are completed as scheduled.  A pool of at least two employees shall be available for the sole purpose of emergencies that may occur or replacement/relief janitorial staff to ensure that each assignment is performed daily regardless of employee absenteeism or dismissal. 
Onsite Supervision 
Based on the required minimum staff for fulfillment of this contract, the contractor shall designate one of the staff as a Lead Worker.  The Lead Worker must be onsite during all janitorial services performed by the staff of the Contractor.  The term “Lead Worker” means the person designated by the Contractor who has full authority to act on behalf of the Contractor on a day-to-day basis at the worksite.  Supervision shall not be considered a responsibility of the Agency. 
The Lead Worker shall be designated by the contractor for each shift worked and shall have full responsibility for directing the entire custodial crew working on his/her shift.  The Lead Worker must be authorized to act for the Contractor and shall be the liaison between the contracted employees and the Agency Point of Contact (the POC).  Issues such as late arrival, early departure, improper or unsafe cleaning practices, etc. will be brought to the attention of the onsite Lead Worker.   
Issues that are not resolved by the Lead Worker / Contractor, will be reported to the Office of State Procurement through an official complaint.  See the Non-Performance section of this specification for further details. 
 
Scheduling, Arrival and Departure 
The Contractor’s employees shall arrive onsite by 6AM each day, Monday through Friday as scheduled.   
Janitorial staff are expected to remain on property for the full service period each day (6:00 AM – Services for the Annex shall be performed between 9:00 AM and 1:00 PM. All personnel assigned to the Annex must remain onsite for the duration of their scheduled shift unless otherwise approved by the Agency POC. ; however, in the event an employee must leave the premises during their scheduled shift, they must inform the Lead Worker when they vacate the premises and when they return to work.  
Daily services shall conclude each weekday at 2:30 PM; Annex should conclude at 1PM.   Any deviations to the normal work schedule must be approved by the Agency POC in advance and schedule changes should be kept to a minimum.  Assigned staff will be provided a Task Checklist for tasks to be completed in accordance with the contract specifications.  The Task Checklist should be acknowledged by Contractor staff daily as to what tasks they have completed by initialing by the task on the checklist.  On a weekly basis, the Lead Worker shall sign off on the Checklist that the work has been completed for the week.  
NOTE:  All employee bags / packages or other items brought into, or out of the facility are subject to search. 
Services shall not be performed on a State holiday, both those observed in accordance with Louisiana Revised Statute 1:55 and those that are proclaimed throughout the year by the Governor.  Per Louisiana Revised Statute 1:55, the State observes the following holidays: 
 
· New Year’s Day – January 1st 
· Martin Luther King, Jr.’s Birthday – 3rd Monday in January 
· Mardi Gras – Tuesday before Ash Wednesday 
· Good Friday – Friday before Easter 
· Independence Day – July 4th 
· Labor Day – 1st Monday in September 
· Veterans Day – November 11th 
· Thanksgiving Day – 4th Thursday in November 
· Christmas Day – December 25th 
 
It is the Contractor’s responsibility to communicate with the Agency POC as to whether the Governor has proclaimed a State holiday.  As well, during times of severe weather or emergency situations, the Contractor must contact the POC to verify that services are to proceed as scheduled or will be postponed. 
 
Inspections 
The Agency POC or their designee will examine the Contractor's work on a periodic basis.  All inspections by the Agency shall be made in such a manner as not to unduly delay the work or time of departure from the facility.  Deficiencies must be corrected prior to departure that day or before the end of services on the following shift, whichever is noted by the Agency inspector. 
The intent of this contract is to receive acceptable, quality, complete, and uniform custodial services throughout each area on a daily basis. The Agency POC will choose the area(s) to be inspected, the dates of inspection, and the number of inspections to be performed. The Agency will be the sole judge of the quality of services and the required frequency of the services.

Non-Performance
Rating System: There are four grades of quality considered for each element; "Excellent", "Good", "Fair", and "Poor".

1. “Excellent” (10 points) signifies that the quality of work or services is as good as or better than the required standard.
1. "Good" (8 points) signifies that the quality of work or service in the particular element is similar to set the quality control standard required and is acceptable.
1. "Fair" (6 points) indicates that the set quality is below the standard required and needs improvement. 
1. "Poor" (4 points) indicates the quality of work is unacceptable.

The Contractor will keep the grades at or above "good" (8 points) in all elements on a daily basis. The standard has been predetermined and entered for each element, as noted in the Frequency Schedule/Quality Control section of this document.

The Agency POC will prepare a Quality Control Form during the inspection routine noted above and will provide copies of the report with findings and grades after inspections.

The Office of State Procurement will notify the Contractor of reported performance issue(s) submitted by the Agency. The Contractor will respond to the reported performance issue(s), in writing to the Office of State Procurement, as instructed in the notice. The Contractor's failure to respond to the Agency's complaint of deficiencies in performance, or failure to satisfactorily respond to the Office of State Procurement notice of performance issues within the required number of days specified in each notice will constitute grounds for placing the Contractor in default.

The Agency will submit to the Office of State Procurement written documentation of non-performance issues and any attempts made by Agency or Contractor to resolve the performance issue(s). Copies of all supporting documentation will always be forwarded to the Office of State Procurement for placement in the contract file as well as the Contractor's vendor file.

Incidents of unsatisfactory cleaning performance, shortage of hours, or failure to comply with other terms of the contract will constitute grounds for placing Contractor in default and may result in contract termination.
 
Employee Conduct 
All Contractor personnel are expected to work in a manner that will maintain the security and best interests of the Agency.  The Agency reserves the right to require the Contractor to dismiss any employee deemed incompetent, careless, insubordinate or otherwise objectionable or any person whose actions are deemed to be contrary to public interests or inconsistent with the best interest of the Agency. The Contractor agrees that the Contractor and its employees will conduct themselves in a careful and prudent manner and that he will not permit the facility placed at his disposal to be used for purposes other than those specified herein. 
The Contractor shall not allow any person less than 18 years of age or any person that is not on the Contractor's payroll into or on the grounds of the facility at any time.  The Contractor will be responsible for compliance with all Agency policies, security measures, and vehicle regulations and will be directly responsible for any and all damages to Agency buildings and/or their contents caused by Contractor employees. 
Contractor shall be responsible for maintaining satisfactory standards of employee competency, conduct, appearance, and integrity and shall be responsible for taking such disciplinary action with respect to his employees as may be necessary. The Contractor is also responsible for ensuring that his employees do not disturb papers on desks, open desk drawers, or cabinets, or use Agency computers, fax machines, telephones, copy machines, including any and all State owned property, materials, or supplies except as authorized. 
Drug Tests and Background Checks 
All employees of the Contractor that will be onsite to perform the contracted services, must have passed a drug test and a background check prior to beginning work at the Agency.  Background checks and drug screens will be performed at no additional cost to the State. The screen report shall identify the drugs/metabolites tested for, whether positive or negative, as well as indicate the date and time of specimen collection, the date received by the laboratory and the date and time reported.  Drug testing must include testing for the presence of marijuana, opiates, cocaine, amphetamine/meth-amphetamine and phencyclidine (PCP). 
Screening result reports must be kept on file by the Contractor and supplied to the Agency or the Office of State Procurement no later than seventy-two hours of request. 
Training and Experience 
Custodial personnel shall be trained, and experienced cleaning personnel that exhibit the ability to perform the services with minimal supervision.  The Contractor should have in place training and development programs to ensure custodians are properly trained to perform the scheduled cleaning and sanitization tasks.  The designated Lead Worker should be knowledgeable of the office / building complex and contract specifications in order to supervise work of staff assigned to the facility.  Training should include at a minimum blood borne pathogens education, safety training, safe use, handling and disposal of all product, chemicals and application devices, and customer service. The Contractor should be able to provide training attendance documents for those employees assigned to the Agency’s facility upon request. 
 
The Contractor shall meet with the Agency POC and/or their designee at a mutually agreed upon date and time prior to the start of the Contract to review the requirement of the specification, including the daily/weekly checklists, storage location(s) and a tour of each location to be serviced.  On an ongoing basis, the contractor and Agency POC should have a weekly stand-up call (15 min maximum) to discuss any issues or problems 
identified with services or staff at the facility.  If there are no problems, this will be a short call. 

Security Clearance Requirements/Standards of Conduct  
The State reserves the right to request drug testing/screening at no additional cost to the State, for all janitorial/custodial employees by a certified laboratory of drug testing for each employee, (certified according to Substance Abuse and Mental Health Services Administration (SAMHSA) guidelines). The report shall identify the drugs/metabolites tested for, whether positive or negative. The report shall also indicate the date and time of specimen collection, the date received by the laboratory and the date and time reported.
The State reserves the right to request additional drug screens for janitorial staff for reasonable cause. Any janitorial staff that tests positive on any drug screen(s) shall be immediately dismissed. 
If at any time a change in personnel is made the Contractor must provide the Agency information on new employee(s) before they may begin work. 
Contractor is to be responsible for all keys issued. Keys are not to be left in doors and Contractor is not to admit anyone to offices while work is in progress unless advised by the Agency POC. All doors are to be closed, locked, and checked before leaving the building. In the event of key loss, Contractor will reimburse Agency for replacement, or corrective measures, to include re-keying of affected locations.
All contract employees  will  be  required  to  enter  and  leave  the  premises  through  the lobby doors of the main building. All employee packages or other items brought into, or out of the facility will be subject to search.

OSHA Guideline Compliance 
The Contractor will be responsible for furnishing the Agency with all Material Safety Data Sheets applicable to the products and chemicals being furnished by him under this contract. All products and chemicals used to provide services in this contract must be used in accordance with the safety methods set forth on the Material Safety Data Sheets. All products, chemicals, and application devices must be disposed of and or cleaned in accordance with the methods set  forth on the Material Safety Data Sheets or as governed by Local, State or Federal laws.  The Contractor shall be responsible for the education and compliance of all employees in the safe use, handling, and disposal of all products, chemicals, and application devices as related to the Material Safety Data Sheets. Contractors found to be non-compliant with the safety methods set forth on the Material Safety Data Sheets will be referred by the Agency to local authorities for further investigation and action.  Negligent and irresponsible actions by the Contractor or his employees will place the Contractor in danger of default. 
Contractor shall comply with OSHA regulation 1919.1200, paragraph f, concerning the labeling of all chemical containers. 
Contractor shall use caution signs as required by OSHA regulation 1910.144 and 1910.145 at no additional cost to the agency. Cautions signs shall be on site on commencement of the contract. 
Contractor shall comply with the OSHA standard 29CFR1910.1030 blood borne pathogens as it pertains to the training, safety and equipment needed for all employees engaged in providing custodial services.
 
Communication and Contact Information: 
 
The Contractor must supply the Agency POC with a phone number that is monitored and/or has voicemail and a valid email address.  Responses to messages/emails are expected on the next business day. 
 
The Agency POC is Ernest Prevost and may be reached at (225) 245-2369 or EPrevost@wlf.la.gov 
 
 
Additional Specifications for 2000 Quail Drive, Baton Rouge, LA 70808 for Janitorial Services - Instructions, Conditions, and Requirements

Bidder Minimum Qualifications 
 Bidder must demonstrate they have been in business satisfactorily providing similar services for at least the last five years. 
Bidder shall provide, at a minimum, three comparable references of current work being performed, preferably at other public sector facilities. One reference must be for work comparable to this building(s)’ scope of work. 
Bidder must have one project of two thirds or more of the square footage of this project, under a comparable scope of work, in which janitorial services have been satisfactorily rendered, for a period of not less than two years. 
 
The references must be printed on the facilities letterhead, dated within the last twelve months, and should reflect the requirements listed above and must include the following: 
1. Name of person, title, and telephone number to contact. 
2. Type of facility. 
3. Square footage of facility. 
4. Length of period employed at facility. 
5. Types of services performed by bidder at this facility.  
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