








I. GENERAL
It is important that Departments occupying new or newly renovated space receive required housekeeping services in a timely manner.  This Facilities Services Standard Practice (FSSP) establishes procedures to ensure that housekeeping requirements are coordinated with the appropriate Departments and that Housekeeping staff members have access to areas requiring services.  It is the responsibility of the Housekeeping Services management team to ensure compliance with this FSSP.

II. PROCEDURES
A. Upon receipt of Notice of Occupation from the Project Manager for the applicable new construction or renovation, the Housekeeping Services Manager responsible for that area will contact the Department that will take occupancy to determine and coordinate housekeeping requirements for the space.

B. For those spaces to be cleaned during the evening shift, the Department will provide Housekeeping Services access to those spaces by either issuing keys directly, or referring them to the Facilities Service Center, through the submission of a work order request, to obtain keys.  For the Health Sciences Campus, Housekeeping Services will obtain keys through the Facilities Maintenance Office using the Key Request Form.

C. In the event the Department taking occupancy does not issue nor authorize keys for the area to be cleaned, an alternate method must be established between the Housekeeping Services management staff and the Department that takes occupancy, for an acceptable time for Housekeeping Services to provide cleaning for that area.

D. When a new/renovated building or space receives notice to occupy, the responsible Housekeeping Services Manager will secure activation of the pest management process immediately.  This can be accomplished through the Director of Housekeeping Services.  In all instances such as this, it shall be a standing practice to have pest control implemented without fail.  
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