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Terms of Reference
Cleaning Skills Training for House and Office Keepers 

[bookmark: _GoBack]Requisition# 4122264


1. Objective  

World Vision Sudan is committed to build the capacity of its employees. The primary goal of this terms of reference is to build the capacity of House and Office keepers to maintain hygiene, safety, and operational standards based on industry benchmarks. 

2. Scope
· The training cover both new hires and existing staff (4 people) 
· Operational Areas: Office spaces, restrooms, kitchenettes, high-traffic corridors, glass, wooden furniture, bed rooms in the team house.  
3. Core Training Modules
· Cleaning Techniques: Instruction on the "7 stages of cleaning" (remove debris, rinse, apply detergent, inspect, sanitize, disinfect, and dry).
· Chemical Safety & Handling: Proper dilution ratios, use of detergents, and understanding Material Safety 
· Waste Management: Procedures for waste segregation, disposal, and handling of hazardous or medical waste where applicable.
· Health & Safety (OHS): Prevention of slips, trips, and falls; correct use of Personal Protective Equipment (PPE); and signage protocols. 
3. Training Deliverables & Methodology
· Standard Operating Procedures (SOPs): Clear checklists and step-by-step manuals for daily, weekly, and monthly tasks.
· Hands-on Instruction: Practical demonstrations followed by supervised practice and task-shadowing.
· Assessment: Final competency evaluation and issuance of a training certificate or "License to Clean". 
5. Implementation Schedule
A minimum of 3 hours of classroom and 40 hours (one week) hands-on training and supervision. Time 7am to 3pm
. Technical Proposal Submission 
The following technical evaluation criteria will be used to evaluate all eligible and participated service providers. Hence, participants are encouraged to prepare their proposals that could clearly show their capacity in terms of the listed technical criteria.
· Company profile or individuals CV that shows of experience of service providers (40%). 
· Experience: Trainers or supervisors should have at least 3 years of experience in corporate cleaning environments.
· Communication: Proficiency in Arabic and, basic English for reporting
· Certification/Education: Specialized certification in floor care or janitorial safety is highly recommended for trainers. 
· Technical equipment, teaching methodology, instruction curriculum. As per requirement mention in number 3. Teaching Methodology (30%)
· Testimonials - at least 2 recommendation letters from previous service delivery, preferably INGOs (20%)
·  Flexibility of off hours service delivery (10%)

4. Financial Proposal Submission 
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