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Green Cleaning Policy
Effective January 1, 2016
This policy meets the criteria of the LEED EBOM 2009 v3
I. Overview
This Green Cleaning Policy has been designed to implement a fully comprehensive green cleaning program for the University of Massachusetts Lowell (hereafter “UML”).  Used in conjunction with the attached “Exhibits”, it includes industry best-practices as well as green cleaning processes to ensure a healthy and safe environment for the people who visit or work in UML’s buildings.  

II. Required Green Cleaning Policies and Procedures

Green Cleaning Program Overview

To demonstrate its commitment to sustainable facilities, UML has invested in the “greening” of its custodial operations.  To achieve this end, this Green Cleaning Policy has been structured based on the LEED EBOM 2009 v3 rating system.  UML’s facilities abide by the green cleaning strategies described in this Policy in at least 90% of their useable space.

Purpose of Green Cleaning

Many custodial cleaning products have been shown to degrade indoor air quality, pollute the water, and negatively impact the health of sensitive occupants.   In effort to maintain a clean facility, service providers and facility managers often use harsh solutions that, while disinfecting the building, contaminate the indoor air.  It is UML’s desire to maintain both clean facilities and healthy environments for their occupants, and they are therefore committed to the green cleaning practices in this policy. 

Participation

UML recognizes that the participation of all custodians and supervisors is an essential component of a successful green cleaning program.  Therefore, UML includes the requirements associated with green cleaning in the custodial scope of work for all of its facilities on campus.  
The custodial team incorporates the following elements into its high-performance cleaning program: green products / supplies / equipment, standard operating procedures, hand hygiene, staff training, solution storage, dilution and safe handling, staffing models, quality inspections, occupant feedback and continuous improvement strategies. 
III. Purchase of Sustainable Cleaning Products and Materials

LEED EBOM: IEQ, Credit 3.3
The custodial team shall abide by the UML green cleaning product and material standards; the approved supply and consumables list is communicated to all employees in Exhibit A: Green Cleaning Tracker.  UML employees shall only use supplies and consumables on this list.  Any exceptions must be approved, in writing, by the Custodial Manager. 
UML shall purchase general custodial products such as disposable paper products and trash bag liners that contain recycled material.  At least 75% of the total annual purchases of these products (by cost) shall meet at least one of the following sustainability criteria:

1. The cleaning products meet one or more of the following standards for the appropriate category:

a. Green Seal GS-37, for general-purpose, bathroom, glass and carpet cleaners used for industrial and institutional purposes;

b. Environmental Choice CCD-110, for cleaning and degreasing compounds;

c. Environmental Choice CCD-146, for hard-surface cleaners; and/or
d. Environmental Choice CCD-148, for carpet and upholstery care
2. Disinfectants, metal polish, floor finishes, strippers or other products not addressed by the above standards meet one or more of the following standards for the appropriate category:

a. Green Seal GS-40, for industrial and institutional floor care products; and/or

b. Environmental Choice CCD-112, for digestion additives for cleaning and odor control;

c. Environmental Choice CCD-113, for drain or grease trap additives;

d. Environmental Choice CCD-115, for odor control additives;

e. Environmental Choice CCD-147, for hard-floor care; and/or

f. California Code of Regulations maximum allowable VOC levels for the specific product category
3. Disposable custodial paper products and trash bags meet the minimum requirements of one or more of the following programs for the applicable product category:

a. EPA comprehensive procurement guidelines for custodial paper and plastic trash can liners;

b. Green Seal GS-09, for paper towels and napkins;

c. Green Seal GS-01, for tissue paper
d. Environmental Choice CCD-082, for toilet tissue;

e. Environmental Choice CCD-086, for hand towels; and/or
f. Custodial paper products derived from rapidly renewable resources or made from tree-free fibers
4. Hand soaps meet one or more of the following standards:

a. No antimicrobial agents (other than as a preservative) except where required by health codes and other regulations (e.g., food service and health care requirements);

b. Green Seal GS-41, for industrial and institutional hand cleaners;

c. Environmental Choice CCD-104, for hand cleaners and hand soaps;

UML shall use the attached Exhibit A: Green Cleaning Tracker to track all supply and consumable purchases, including metrics for sustainable vs. non-sustainable costs.  
To the extent practical, no cleaning or disinfecting products should contain ingredients that are carcinogens, mutagens, or teratogens.  These include chemicals listed by the U.S. EPA or the National Institute for Occupational Safety and Health on the Toxics Release Inventory (40 CFR, Section 372, Subpart D).  If such products containing these toxic chemicals must be used (cleaning solutions for specific equipment, etc.), only the minimum amounts should be used and the product must be disposed of properly.  On the Toxic Release Inventory, a complete list of toxic chemicals is maintained by the U.S. EPA and can be found at www.epa.gov/tri/chemical.  

UML shall document the type, volume and concentration of all chemicals used in the cleaning process.  UML’s Green Cleaning Policy also includes a plan for handling of hazardous spills or mishandling incidents.

IV. Purchase of Sustainable Cleaning Equipment
LEED EBOM: IEQ, Credit 3.4
The custodial team shall abide by the UML green cleaning equipment standards; the approved equipment list is communicated to all employees in Exhibit A: Green Cleaning Tracker.  UML employees shall only use equipment on this list.  Any exceptions must be approved, in writing, by the Custodial Manager. 
UML must implement an equipment program to reduce building contaminants with minimum environmental impact.  At least 40% of the total annual purchases of equipment (by count) shall meet at least one of the following sustainability criteria:
1. Vacuum cleaners meet the requirements of the Carpet & Rug Institute “Green Label” Testing Program – Vacuum Cleaner Criteria and are capable of capturing 96% of particulates 0.3 microns in size and operates with a sound level less than 70dBA. 

2. Hot water extraction equipment for deep cleaning carpets is capable of removing sufficient moisture such that the carpets can dry in less than 24 hours.  Extraction equipment is certified by Carpet and Rug Institute’s “Seal of Approval” Testing Program for deep-cleaning extractors.

3. Powered maintenance equipment including floor buffers, floor burnishers and automatic scrubbers are equipped with vacuums, guards and/or other devices for capturing fine particulates, and shall operate with a sound level less than 70dBA.

4. Propane-powered floor equipment has high-efficiency, low-emissions engines and operate with a sound level of less than 90dBA. 

5. Automated scrubbing machines are equipped with variable-speed feed pumps to optimize the use of cleaning fluids.  Automated scrubbing machines must use only tap water with no added cleaning products.

6. Battery-powered equipment is equipped with environmentally preferable gel batteries.

7. Where appropriate, active micro fiber technology is used to reduce cleaning chemical consumption and prolong life of disposable scrubbing pads.

8. Powered equipment is ergonomically designed to minimize vibration, noise and user fatigue.

9. Equipment has rubber bumpers to reduce potential damage to building surfaces.

UML shall use the attached Exhibit A: Green Cleaning Tracker to track all equipment purchases, including metrics for sustainable vs. non-sustainable costs and counts.  
UML shall maintain a log book (see tab in Green Cleaning Tracker) for all powered custodial equipment, to document the date of equipment purchase and all repair and maintenance activities.  The log book shall include vendor specification sheets for each type of equipment in use.
V. Standard Operating Procedures (SOP’s)
UML’s Task and Frequency Sets (Specifications)
UML cleans all buildings and spaces according to Exhibit B: UML Cleaning Specification.  In the cleaning specification, each task has an associated frequency shown to its right.  Frequencies indicate how many times per year the task is performed.  For example, tasks performed once per week have a frequency of 50.  Tasks performed daily (Monday – Friday) have a frequency of 250.  
UML custodians also abide by the safety and procedural SOP’s contained within Exhibit D: UML Training Modules.
Applying Green Cleaning to the Cleaning Specification

The green cleaning requirements in this Policy shall be applied to the UML Cleaning Specification.

For example, the task, “Clean door glass and other adjacent glass areas” must be performed using a chemical that meets the Green Seal GS-37 standard and microfiber technology in lieu of paper products when possible as set forth in the Green Seal GS-42 Standard. The task, “Fully vacuum all carpeted areas from wall to wall including walk-off mats and edges” shall be performed with a vacuum cleaner that captures 96% of particulates 0.3 microns in size and operates with a sound level less than 70dBA. 

Special Treatment of Carpets

Carpet can be a source of bio-pollutants, dust and volatile organic compounds (VOCs).  Pesticides and cleaning products (such as stain removers) that remain on the carpet after initial application can volatilize (rise up into the air) over time and contaminate the indoor air. The following carpet treatment guidelines will mitigate the need for carpet cleaning solutions through both preventative and prescriptive treatment.  

1. Prevent stains 

a. Clean up spills promptly using cold water and one or more blotting cloths

b. Make a spill kit available to occupants

2. Promptly clean and thoroughly dry carpets if they should become saturated with water

a. Quick action following a leak or other water damage may prevent carpet loss and the growth of mold and/or mildew.  (Do not attempt to clean a moldy carpet without proper protective equipment, clothing, respirators, and air filters. Special training may be required to adequately deal with a water-soaked carpet.) 

3. Avoid excessive use of carpet shampoos and bonnet cleaning products. Bonnet cleaning involves the use of cotton, rayon, and/or polypropylene pads and a rotary shampoo machine. Although these chemicals are usually mild, overuse makes more frequent extraction cleaning necessary.

4. Deep-clean when necessary
a. Periodically deep-cleansing of carpet is necessary to extract dirt, bio-pollutants, moisture, and embedded cleaning agents. 

b. A wet vacuum water extraction machine after dry vacuuming may be used. 

c. The Carpet and Rug Institute recommends rapid drying of the carpet, within 24 hours. 

d. Pre-sprays applied carefully and left on long enough can reduce the amount of chemicals needed. 

Reducing Microbial Growth through Proper Cleaning

The following are basic guidelines to minimize the need for antimicrobial products at UML:

1. Clean first and then apply disinfectant.
a. Most disinfectants are not cleaners, and are usually only effective on a clean surface.
b. Wait the recommended time before rinsing the antimicrobial solution from the surface (usually at least ten minutes, although some products are rapid-use and may only need one or two minutes) 
2. Use disinfectants only when and where required 
a. Ordinary detergents should remove more microbes than disinfectants  
3. Change mop heads and sponges daily 
4. Change cleaning water frequently (water used in mop-buckets, etc.)

a.  Do not waste water by overfilling mop buckets, etc. 

5. Intentionally clean areas where water collects and condenses 

a. Areas such as refrigerator and air conditioner pans as well as air cleaner/humidifier machines

6. Use a drain maintainer (containing enzymes) if drains clog or has an odor 

7. If there is a food preparation area in any of the subject buildings, UML employees that prepare food for customers must use antimicrobial soaps and/or disinfectants

Note: If a building uses antimicrobial products, it needs to document the specific antimicrobial used, the location, date and reason for use. 

VI. Hard Floor and Carpet Maintenance
Floor-care maintenance shall consistently be performed according to written protocols, without exception. QC checks shall be used to ensure 100% adoption.

Practices to Optimize Hard-Floor and Carpet Maintenance

The floor and carpet maintenance program at UML is designed to use few, or no, harmful chemicals; remove and eliminate irritating dust, dirt and other contaminants; and protect and preserve floors.  

UML employees shall follow the floor and carpet care instructions outlined in Exhibit D: UML Training Modules 7 – 10, according to the frequencies documented in Exhibit B: UML Cleaning Specification.  These requirements ensure a safe and healthy floor and carpet maintenance program for the custodians and occupants alike.

To minimize chemical use, UML has reduced the frequency of stripping or removing coatings to once per year in all area types, and is able to maximize the floor’s longevity, thereby conserving cleaning and floor restoration materials and minimizing occupants’ exposure to harmful chemicals.  Additionally, UML is converting many of its finished flooring to a “no-strip” finish that only requires mopping and auto scrubbing (no burnishing, scrub and recoat, or strip and refinish; thereby minimizing chemical usage, waste, and labor).
A written floor maintenance plan and log shall be maintained, which details the number of coats of floor finish being applied as the base and other applications (top coat), along with all relevant maintenance/restoration practices and the dates and duration of these activities. 

Floor and Carpet Care Schedule
UML shall use a Floor and Carpet Care Schedule to plan, document and track its restorative services.  This schedule shall be updated at least quarterly and shall indicate the estimated and actual dates for restorative work.  See the “Hard Floor and Carpet Schedule” in Exhibit A: Green Cleaning Tracker” for an example.
VII. Promotion of Hand Hygiene

UML will promote healthy hand hygiene by providing soap and soap dispensers in custodial closets, kitchen areas, bathrooms, break rooms and locker rooms.  Custodians are required to wash their hands on a routine basis while servicing the facility.  Alcohol-based hand sanitizers will be provided in public areas.  Where applicable, the buildings’ paper products should be dispersed from hands-free dispensers to eliminate levers and cranks that users share.  Hand soaps shall not contain anti-microbial agents (other than as a preservative system) unless required by health codes and other regulations.

VIII. Safe Handling and Storage of Cleaning Chemicals
Chemical Storage Guidelines  

Custodial team shall maintain a program that reduces the exposure of the building occupants to potentially dangerous chemical, biological, and particle contaminants which adversely impact air quality, health, and the environment. 

1. Any chemical stored in the custodial closets will have a locked container which encloses the liquid cleaning products and delivers out proper specified measurement for dilution.  

2. The solutions used by the custodial team will all be stored in the custodial closet(s) and the housekeeping staff must follow these guidelines:

a. Safety Data Sheets (SDS) must be available to all service providers

b. Service providers are trained on MSDS and Chemical Handling annually

c. All containers must be properly labeled to be easily identifiable

d. All cleaning products must be properly and safely stored  

i. No liquids will be placed on shelves above eye level

e. Custodians must use appropriate Personal Protective Equipment

f. Chemical dilution systems must be adhered to 

g. Unnecessary amounts of chemicals should not be stored in the custodial closet  

h. Only authorized employees will have access to the main storage room 

i. UML should install and maintain proper hot and cold water supplies and drain systems in custodial closets for the use of chemical dispensing and dilution

IX. Staffing and Training

Staffing

UML shall maintain an appropriate staffing plan that is consistent with the UML Cleaning Specification (Exhibit B).  Staffing levels are derived by multiplying the area’s net cleanable square footage by the specific production rates for each area type.  The Exhibit C: UML Workloading Tool shall be used to estimate staffing levels for new or renovated buildings.
Service Provider Training Requirements

UML will provide training of personnel in the hazards, use, maintenance and disposal of cleaning chemicals, dispensing equipment and packaging.  Documentation of the training sessions, attendees and topics covered shall be collected and maintained by the housekeeping manager.
UML shall track employee training hours via the Training Log Book (see template in Exhibit A: Green Cleaning Tracker).  At a minimum, each custodian shall receive eight hours of documented training, per year.  

UML uses the training modules included in Exhibit D: UML Training Modules.  Training topics shall include:
1. Basic Custodial Training

a. Custodians receive basic training, including the UML Cleaning Specification, and this UML Green Cleaning Plan.

2. Training Specifications

a. Safety data sheets (SDS).

b. Compliance with the green chemical, consumables and equipment standards
c. Use and wear of Personal Protective Equipment.
d. Service providers should be informed of UML’s product reporting requirements.
3. Communication

4. Environmental Health and Safety training

5. Blood-borne pathogen training

6. Asbestos awareness training

7. Appropriate chemical “hazard” communication training

8. Workplace safety training

9. Orientation to the area(s) being serviced

10. Life Safety training

X. Occupant Feedback and Continuous Improvement

Occupant Feedback

UML collects building occupant feedback on an ongoing basis in order to improve its custodial program.  Each year, UML has Sightlines conduct a formal custodial survey to discover and respond to building occupant ideas and complaints.  The custodial team operates with a “continuous improvement” mindset and will be open to new ideas, technologies, procedures and processes.  UML will document survey results, as well as the response to the survey.  See Exhibit E: Custodial Survey for more information.
Quality Control Measures

LEED EBOM: IEQ, Credit 3.2
UML is committed to maintaining its buildings in an environmentally preferable way that will benefit the health of the facility occupants, visitors, maintenance personnel and the natural environment.  To this end, UML routinely evaluates the successes and shortcomings of all employed practices and makes immediate alterations accordingly.  Building and site walk-throughs are completed routinely by UML supervisors and management to ensure adoption and proper application.  
As recommended by the U.S. Green Building Council, UML shall use a third-party to assess the quality of the custodial services, at least once per year.  The third-party inspectors shall inspect a random cross-section of at least 20% of the campus’s square footage, during normal usage hours.  Inspection data shall result in an overall score that can also be converted to an APPA appearance level.

Facility occupants are highly encouraged to report any outstanding custodial issues to the facility personnel.  New technologies for environmentally sensitive cleaning will be continuously monitored and assessed as they become available and adopted when they are applicable (see the “New Product Testing” tab in the Green Cleaning Tracker).  Similarly, this Policy will be updated as needed to ensure that current and successful procedures are being carried out.
Vulnerable Building Occupants
To protect vulnerable building occupants, such as pregnant women, children, asthmatics, elderly occupants, individuals with allergies and highly sensitive individuals, custodians shall use only low/no VOC cleaning products; they shall perform routine cleaning and floor restoration activities after working hours when the majority of occupants have left the building; the staff shall limit the number of cleaning chemicals used in the building; and they shall maintain a high level of cleanliness thus minimizing the presence of irritants.

XI. Indoor Chemical and Pollutant Source Control

LEED EBOM: IEQ, Credit 3.5
UML shall employ permanent entryway systems (grilles, grates, mats) at least ten feet long in the primary direction of travel to capture dirt and particulates entering the building at all public entry points.  These entryway systems and exterior walkways shall be appropriately cleaned (see UML Cleaning Specification).  Public entryways that are not in use or serve only as emergency exits are excluded from the requirements, as are private offices.  When possible, mats shall be fire resistant and have solid backing.  UML shall retain all product literature when purchasing new mats, grilles or grates.

Whenever possible, UML will install low-maintenance plants around the building’s entryways.  “Low-maintenance plants” are unlikely to produce fruit, flowers or leaves that are likely to be tracked into the building.  UML shall select plants that are based on an integrated pest management (IPM) approach to eliminate pesticide applications that could be tracked inside.

UML shall provide containment drains plumbed for appropriate disposal of hazardous liquid wastes in places where water and chemical concentrate mixing occurs for laboratory purposes. 
XII. Reporting and Documentation 

Reporting

UML shall provide documentation of its comprehensive green cleaning program upon request.  The primary method for documenting the adherence to this Green Cleaning Policy is the Green Cleaning Tracker (Exhibit A).  This tracker shall be updated on at least a quarterly basis.
XIII. Effective Date
This UML Green Cleaning Policy shall take effect immediately upon January 1, 2016 and shall remain in full effect until officially amended and/or replaced by a subsequent green cleaning policy.

XIV. Responsible Participants
The individuals below hereby agree to adhere to the Green Cleaning Policy as presented in this document:

NAME
TITLE
DATE                     SIGNATURE
XV. Exhibits
Exhibit A: Green Cleaning Tracker
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Exhibit B: UML Cleaning Specification


[image: image3.emf]UML Cleaning  Specification.doc


Exhibit C: UML Workloading Tool
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Exhibit D: UML Training Modules
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Exhibit E: Custodial Survey
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Green Cleaning Policy

Effective January 1, 2016

This policy meets the criteria of the LEED EBOM 2009 v3

I. Overview

This Green Cleaning Policy has been designed to implement a fully comprehensive green cleaning program for the University of Massachusetts Lowell (hereafter “UML”).  Used in conjunction with the attached “Exhibits”, it includes industry best-practices as well as green cleaning processes to ensure a healthy and safe environment for the people who visit or work in UML’s buildings.  


II. Required Green Cleaning Policies and Procedures


Green Cleaning Program Overview


To demonstrate its commitment to sustainable facilities, UML has invested in the “greening” of its custodial operations.  To achieve this end, this Green Cleaning Policy has been structured based on the LEED EBOM 2009 v3 rating system.  UML’s facilities abide by the green cleaning strategies described in this Policy in at least 90% of their useable space.


Purpose of Green Cleaning


Many custodial cleaning products have been shown to degrade indoor air quality, pollute the water, and negatively impact the health of sensitive occupants.   In effort to maintain a clean facility, service providers and facility managers often use harsh solutions that, while disinfecting the building, contaminate the indoor air.  It is UML’s desire to maintain both clean facilities and healthy environments for their occupants, and they are therefore committed to the green cleaning practices in this policy. 


Participation


UML recognizes that the participation of all custodians and supervisors is an essential component of a successful green cleaning program.  Therefore, UML includes the requirements associated with green cleaning in the custodial scope of work for all of its facilities on campus.  

The custodial team incorporates the following elements into its high-performance cleaning program: green products / supplies / equipment, standard operating procedures, hand hygiene, staff training, solution storage, dilution and safe handling, staffing models, quality inspections, occupant feedback and continuous improvement strategies. 

III. Purchase of Sustainable Cleaning Products and Materials


LEED EBOM: IEQ, Credit 3.3

The custodial team shall abide by the UML green cleaning product and material standards; the approved supply and consumables list is communicated to all employees in Exhibit A: Green Cleaning Tracker.  UML employees shall only use supplies and consumables on this list.  Any exceptions must be approved, in writing, by the Custodial Manager. 

UML shall purchase general custodial products such as disposable paper products and trash bag liners that contain recycled material.  At least 75% of the total annual purchases of these products (by cost) shall meet at least one of the following sustainability criteria:


1. The cleaning products meet one or more of the following standards for the appropriate category:


a. Green Seal GS-37, for general-purpose, bathroom, glass and carpet cleaners used for industrial and institutional purposes;


b. Environmental Choice CCD-110, for cleaning and degreasing compounds;


c. Environmental Choice CCD-146, for hard-surface cleaners; and/or

d. Environmental Choice CCD-148, for carpet and upholstery care

2. Disinfectants, metal polish, floor finishes, strippers or other products not addressed by the above standards meet one or more of the following standards for the appropriate category:


a. Green Seal GS-40, for industrial and institutional floor care products; and/or


b. Environmental Choice CCD-112, for digestion additives for cleaning and odor control;


c. Environmental Choice CCD-113, for drain or grease trap additives;


d. Environmental Choice CCD-115, for odor control additives;


e. Environmental Choice CCD-147, for hard-floor care; and/or


f. California Code of Regulations maximum allowable VOC levels for the specific product category

3. Disposable custodial paper products and trash bags meet the minimum requirements of one or more of the following programs for the applicable product category:


a. EPA comprehensive procurement guidelines for custodial paper and plastic trash can liners;


b. Green Seal GS-09, for paper towels and napkins;


c. Green Seal GS-01, for tissue paper

d. Environmental Choice CCD-082, for toilet tissue;


e. Environmental Choice CCD-086, for hand towels; and/or

f. Custodial paper products derived from rapidly renewable resources or made from tree-free fibers

4. Hand soaps meet one or more of the following standards:


a. No antimicrobial agents (other than as a preservative) except where required by health codes and other regulations (e.g., food service and health care requirements);


b. Green Seal GS-41, for industrial and institutional hand cleaners;


c. Environmental Choice CCD-104, for hand cleaners and hand soaps;


UML shall use the attached Exhibit A: Green Cleaning Tracker to track all supply and consumable purchases, including metrics for sustainable vs. non-sustainable costs.  

To the extent practical, no cleaning or disinfecting products should contain ingredients that are carcinogens, mutagens, or teratogens.  These include chemicals listed by the U.S. EPA or the National Institute for Occupational Safety and Health on the Toxics Release Inventory (40 CFR, Section 372, Subpart D).  If such products containing these toxic chemicals must be used (cleaning solutions for specific equipment, etc.), only the minimum amounts should be used and the product must be disposed of properly.  On the Toxic Release Inventory, a complete list of toxic chemicals is maintained by the U.S. EPA and can be found at www.epa.gov/tri/chemical.  


UML shall document the type, volume and concentration of all chemicals used in the cleaning process.  UML’s Green Cleaning Policy also includes a plan for handling of hazardous spills or mishandling incidents.


IV. Purchase of Sustainable Cleaning Equipment

LEED EBOM: IEQ, Credit 3.4

The custodial team shall abide by the UML green cleaning equipment standards; the approved equipment list is communicated to all employees in Exhibit A: Green Cleaning Tracker.  UML employees shall only use equipment on this list.  Any exceptions must be approved, in writing, by the Custodial Manager. 

UML must implement an equipment program to reduce building contaminants with minimum environmental impact.  At least 40% of the total annual purchases of equipment (by count) shall meet at least one of the following sustainability criteria:

1. Vacuum cleaners meet the requirements of the Carpet & Rug Institute “Green Label” Testing Program – Vacuum Cleaner Criteria and are capable of capturing 96% of particulates 0.3 microns in size and operates with a sound level less than 70dBA. 


2. Hot water extraction equipment for deep cleaning carpets is capable of removing sufficient moisture such that the carpets can dry in less than 24 hours.  Extraction equipment is certified by Carpet and Rug Institute’s “Seal of Approval” Testing Program for deep-cleaning extractors.


3. Powered maintenance equipment including floor buffers, floor burnishers and automatic scrubbers are equipped with vacuums, guards and/or other devices for capturing fine particulates, and shall operate with a sound level less than 70dBA.


4. Propane-powered floor equipment has high-efficiency, low-emissions engines and operate with a sound level of less than 90dBA. 


5. Automated scrubbing machines are equipped with variable-speed feed pumps to optimize the use of cleaning fluids.  Automated scrubbing machines must use only tap water with no added cleaning products.


6. Battery-powered equipment is equipped with environmentally preferable gel batteries.


7. Where appropriate, active micro fiber technology is used to reduce cleaning chemical consumption and prolong life of disposable scrubbing pads.


8. Powered equipment is ergonomically designed to minimize vibration, noise and user fatigue.


9. Equipment has rubber bumpers to reduce potential damage to building surfaces.


UML shall use the attached Exhibit A: Green Cleaning Tracker to track all equipment purchases, including metrics for sustainable vs. non-sustainable costs and counts.  

UML shall maintain a log book (see tab in Green Cleaning Tracker) for all powered custodial equipment, to document the date of equipment purchase and all repair and maintenance activities.  The log book shall include vendor specification sheets for each type of equipment in use.

V. Standard Operating Procedures (SOP’s)

UML’s Task and Frequency Sets (Specifications)

UML cleans all buildings and spaces according to Exhibit B: UML Cleaning Specification.  In the cleaning specification, each task has an associated frequency shown to its right.  Frequencies indicate how many times per year the task is performed.  For example, tasks performed once per week have a frequency of 50.  Tasks performed daily (Monday – Friday) have a frequency of 250.  

UML custodians also abide by the safety and procedural SOP’s contained within Exhibit D: UML Training Modules.

Applying Green Cleaning to the Cleaning Specification


The green cleaning requirements in this Policy shall be applied to the UML Cleaning Specification.


For example, the task, “Clean door glass and other adjacent glass areas” must be performed using a chemical that meets the Green Seal GS-37 standard and microfiber technology in lieu of paper products when possible as set forth in the Green Seal GS-42 Standard. The task, “Fully vacuum all carpeted areas from wall to wall including walk-off mats and edges” shall be performed with a vacuum cleaner that captures 96% of particulates 0.3 microns in size and operates with a sound level less than 70dBA. 


Special Treatment of Carpets


Carpet can be a source of bio-pollutants, dust and volatile organic compounds (VOCs).  Pesticides and cleaning products (such as stain removers) that remain on the carpet after initial application can volatilize (rise up into the air) over time and contaminate the indoor air. The following carpet treatment guidelines will mitigate the need for carpet cleaning solutions through both preventative and prescriptive treatment.  


1. Prevent stains 


a. Clean up spills promptly using cold water and one or more blotting cloths


b. Make a spill kit available to occupants


2. Promptly clean and thoroughly dry carpets if they should become saturated with water


a. Quick action following a leak or other water damage may prevent carpet loss and the growth of mold and/or mildew.  (Do not attempt to clean a moldy carpet without proper protective equipment, clothing, respirators, and air filters. Special training may be required to adequately deal with a water-soaked carpet.) 


3. Avoid excessive use of carpet shampoos and bonnet cleaning products. Bonnet cleaning involves the use of cotton, rayon, and/or polypropylene pads and a rotary shampoo machine. Although these chemicals are usually mild, overuse makes more frequent extraction cleaning necessary.


4. Deep-clean when necessary

a. Periodically deep-cleansing of carpet is necessary to extract dirt, bio-pollutants, moisture, and embedded cleaning agents. 


b. A wet vacuum water extraction machine after dry vacuuming may be used. 


c. The Carpet and Rug Institute recommends rapid drying of the carpet, within 24 hours. 


d. Pre-sprays applied carefully and left on long enough can reduce the amount of chemicals needed. 


Reducing Microbial Growth through Proper Cleaning


The following are basic guidelines to minimize the need for antimicrobial products at UML:


1. Clean first and then apply disinfectant.

a. Most disinfectants are not cleaners, and are usually only effective on a clean surface.

b. Wait the recommended time before rinsing the antimicrobial solution from the surface (usually at least ten minutes, although some products are rapid-use and may only need one or two minutes) 

2. Use disinfectants only when and where required 

a. Ordinary detergents should remove more microbes than disinfectants  

3. Change mop heads and sponges daily 

4. Change cleaning water frequently (water used in mop-buckets, etc.)


a.  Do not waste water by overfilling mop buckets, etc. 


5. Intentionally clean areas where water collects and condenses 


a. Areas such as refrigerator and air conditioner pans as well as air cleaner/humidifier machines


6. Use a drain maintainer (containing enzymes) if drains clog or has an odor 


7. If there is a food preparation area in any of the subject buildings, UML employees that prepare food for customers must use antimicrobial soaps and/or disinfectants


Note: If a building uses antimicrobial products, it needs to document the specific antimicrobial used, the location, date and reason for use. 


VI. Hard Floor and Carpet Maintenance

Floor-care maintenance shall consistently be performed according to written protocols, without exception. QC checks shall be used to ensure 100% adoption.


Practices to Optimize Hard-Floor and Carpet Maintenance


The floor and carpet maintenance program at UML is designed to use few, or no, harmful chemicals; remove and eliminate irritating dust, dirt and other contaminants; and protect and preserve floors.  


UML employees shall follow the floor and carpet care instructions outlined in Exhibit D: UML Training Modules 7 – 10, according to the frequencies documented in Exhibit B: UML Cleaning Specification.  These requirements ensure a safe and healthy floor and carpet maintenance program for the custodians and occupants alike.


To minimize chemical use, UML has reduced the frequency of stripping or removing coatings to once per year in all area types, and is able to maximize the floor’s longevity, thereby conserving cleaning and floor restoration materials and minimizing occupants’ exposure to harmful chemicals.  Additionally, UML is converting many of its finished flooring to a “no-strip” finish that only requires mopping and auto scrubbing (no burnishing, scrub and recoat, or strip and refinish; thereby minimizing chemical usage, waste, and labor).

A written floor maintenance plan and log shall be maintained, which details the number of coats of floor finish being applied as the base and other applications (top coat), along with all relevant maintenance/restoration practices and the dates and duration of these activities. 


Floor and Carpet Care Schedule

UML shall use a Floor and Carpet Care Schedule to plan, document and track its restorative services.  This schedule shall be updated at least quarterly and shall indicate the estimated and actual dates for restorative work.  See the “Hard Floor and Carpet Schedule” in Exhibit A: Green Cleaning Tracker” for an example.

VII. Promotion of Hand Hygiene


UML will promote healthy hand hygiene by providing soap and soap dispensers in custodial closets, kitchen areas, bathrooms, break rooms and locker rooms.  Custodians are required to wash their hands on a routine basis while servicing the facility.  Alcohol-based hand sanitizers will be provided in public areas.  Where applicable, the buildings’ paper products should be dispersed from hands-free dispensers to eliminate levers and cranks that users share.  Hand soaps shall not contain anti-microbial agents (other than as a preservative system) unless required by health codes and other regulations.


VIII. Safe Handling and Storage of Cleaning Chemicals

Chemical Storage Guidelines  


Custodial team shall maintain a program that reduces the exposure of the building occupants to potentially dangerous chemical, biological, and particle contaminants which adversely impact air quality, health, and the environment. 


1. Any chemical stored in the custodial closets will have a locked container which encloses the liquid cleaning products and delivers out proper specified measurement for dilution.  


2. The solutions used by the custodial team will all be stored in the custodial closet(s) and the housekeeping staff must follow these guidelines:


a. Safety Data Sheets (SDS) must be available to all service providers


b. Service providers are trained on MSDS and Chemical Handling annually


c. All containers must be properly labeled to be easily identifiable


d. All cleaning products must be properly and safely stored  


i. No liquids will be placed on shelves above eye level


e. Custodians must use appropriate Personal Protective Equipment


f. Chemical dilution systems must be adhered to 


g. Unnecessary amounts of chemicals should not be stored in the custodial closet  


h. Only authorized employees will have access to the main storage room 


i. UML should install and maintain proper hot and cold water supplies and drain systems in custodial closets for the use of chemical dispensing and dilution


IX. Staffing and Training


Staffing


UML shall maintain an appropriate staffing plan that is consistent with the UML Cleaning Specification (Exhibit B).  Staffing levels are derived by multiplying the area’s net cleanable square footage by the specific production rates for each area type.  The Exhibit C: UML Workloading Tool shall be used to estimate staffing levels for new or renovated buildings.

Service Provider Training Requirements


UML will provide training of personnel in the hazards, use, maintenance and disposal of cleaning chemicals, dispensing equipment and packaging.  Documentation of the training sessions, attendees and topics covered shall be collected and maintained by the housekeeping manager.

UML shall track employee training hours via the Training Log Book (see template in Exhibit A: Green Cleaning Tracker).  At a minimum, each custodian shall receive eight hours of documented training, per year.  


UML uses the training modules included in Exhibit D: UML Training Modules.  Training topics shall include:

1. Basic Custodial Training


a. Custodians receive basic training, including the UML Cleaning Specification, and this UML Green Cleaning Plan.


2. Training Specifications


a. Safety data sheets (SDS).


b. Compliance with the green chemical, consumables and equipment standards

c. Use and wear of Personal Protective Equipment.

d. Service providers should be informed of UML’s product reporting requirements.

3. Communication


4. Environmental Health and Safety training


5. Blood-borne pathogen training


6. Asbestos awareness training


7. Appropriate chemical “hazard” communication training


8. Workplace safety training


9. Orientation to the area(s) being serviced


10. Life Safety training


X. Occupant Feedback and Continuous Improvement


Occupant Feedback


UML collects building occupant feedback on an ongoing basis in order to improve its custodial program.  Each year, UML has Sightlines conduct a formal custodial survey to discover and respond to building occupant ideas and complaints.  The custodial team operates with a “continuous improvement” mindset and will be open to new ideas, technologies, procedures and processes.  UML will document survey results, as well as the response to the survey.  See Exhibit E: Custodial Survey for more information.

Quality Control Measures


LEED EBOM: IEQ, Credit 3.2

UML is committed to maintaining its buildings in an environmentally preferable way that will benefit the health of the facility occupants, visitors, maintenance personnel and the natural environment.  To this end, UML routinely evaluates the successes and shortcomings of all employed practices and makes immediate alterations accordingly.  Building and site walk-throughs are completed routinely by UML supervisors and management to ensure adoption and proper application.  

As recommended by the U.S. Green Building Council, UML shall use a third-party to assess the quality of the custodial services, at least once per year.  The third-party inspectors shall inspect a random cross-section of at least 20% of the campus’s square footage, during normal usage hours.  Inspection data shall result in an overall score that can also be converted to an APPA appearance level.


Facility occupants are highly encouraged to report any outstanding custodial issues to the facility personnel.  New technologies for environmentally sensitive cleaning will be continuously monitored and assessed as they become available and adopted when they are applicable (see the “New Product Testing” tab in the Green Cleaning Tracker).  Similarly, this Policy will be updated as needed to ensure that current and successful procedures are being carried out.

Vulnerable Building Occupants

To protect vulnerable building occupants, such as pregnant women, children, asthmatics, elderly occupants, individuals with allergies and highly sensitive individuals, custodians shall use only low/no VOC cleaning products; they shall perform routine cleaning and floor restoration activities after working hours when the majority of occupants have left the building; the staff shall limit the number of cleaning chemicals used in the building; and they shall maintain a high level of cleanliness thus minimizing the presence of irritants.


XI. Indoor Chemical and Pollutant Source Control


LEED EBOM: IEQ, Credit 3.5

UML shall employ permanent entryway systems (grilles, grates, mats) at least ten feet long in the primary direction of travel to capture dirt and particulates entering the building at all public entry points.  These entryway systems and exterior walkways shall be appropriately cleaned (see UML Cleaning Specification).  Public entryways that are not in use or serve only as emergency exits are excluded from the requirements, as are private offices.  When possible, mats shall be fire resistant and have solid backing.  UML shall retain all product literature when purchasing new mats, grilles or grates.


Whenever possible, UML will install low-maintenance plants around the building’s entryways.  “Low-maintenance plants” are unlikely to produce fruit, flowers or leaves that are likely to be tracked into the building.  UML shall select plants that are based on an integrated pest management (IPM) approach to eliminate pesticide applications that could be tracked inside.


UML shall provide containment drains plumbed for appropriate disposal of hazardous liquid wastes in places where water and chemical concentrate mixing occurs for laboratory purposes. 

XII. Reporting and Documentation 


Reporting


UML shall provide documentation of its comprehensive green cleaning program upon request.  The primary method for documenting the adherence to this Green Cleaning Policy is the Green Cleaning Tracker (Exhibit A).  This tracker shall be updated on at least a quarterly basis.

XIII. Effective Date

This UML Green Cleaning Policy shall take effect immediately upon January 1, 2016 and shall remain in full effect until officially amended and/or replaced by a subsequent green cleaning policy.


XIV. Responsible Participants

The individuals below hereby agree to adhere to the Green Cleaning Policy as presented in this document:


NAME
TITLE
DATE                     SIGNATURE

XV. Exhibits

Exhibit A: Green Cleaning Tracker

Exhibit B: UML Cleaning Specification




[image: image2.emf]UML Cleaning  Specification.doc




Exhibit C: UML Workloading Tool




[image: image3.emf]UML Workloading  Tool.xls




Exhibit D: UML Training Modules




[image: image4.emf]UML Training  Modules.zip




Exhibit E: Custodial Survey




[image: image5.emf]Custodial  Survey.pptx




14



_1508245057.xls

Academic Buildings


			Umass Lowell


			Academic Building Staffing Worksheet


			Building:


			Date:


			Input by:


			Building's Total Square Footage:			0


						Square Footage																																																												Fixture												Special Requirements															Comments


			Area Type			Corridors			Multi Purpose Rooms			Entrances & Lobbies			Lounges			Janitor Closets			Break / Kitchenettes			Medical / Childcare			Laboratories			Classroom			Dining			Library / 24 Hr Computer Areas			Library Carrels			Conference & Executive Areas			General Office Areas			Fitness Areas			Shop			Theater / Auditorium Areas			Locker Rooms			Receiving and Docks			Utility and Storage Areas			Elevators			Restrooms - Fixture Count			Restrooms - Shower Count			Stairwells			Weekend Duties			Floaters / Absentee Replacement			Day Portering / Policing			Other Special Requirements			DAILY TOTALS


			User Input (Square Feet or Fixture Count)			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0


			Staffing Need: Hours			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00															0.00


			Staffing Need: FTE's			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00


			Instructions:


			- User should only input data in cells highlighted in bright yellow; totals will automatically be calculated


			- Begin by inputing the building name, the date, the user name and the total square footage of the building (rows 4 through 7)


			- For Area Types listed under the "Square Footage" heading, user inputs the total square feet of each area type in the building being workloaded


			- For Area Types listed under the "Fixture" heading, user inputs the appropriate total fixture count of each area type in the building being workloaded


			For example, the user would input the total number of elevators in the "Elevators" area type, or the total number of restroom fixtures (toilets, sinks


			and urinals) in the "Restrooms - Fixture Count" area type


			- Complete the "Special Requirements" section as follows:


			Weekend Duties: Convert your total weekend hours into hours per day (just divide the total by 5) and type that number in this area. Example: 20 hours of weekend work equates to 4 hours per day (20 / 5 = 4)


			Floaters / Absentee Replacement: type in how many floater or absentee replacement hours per day are needed


			Day Portering / Policing: type in how many additional hours per day are need for day portering or policing duties


			Other Special Requirements: type in how many hours per day are needed for other special requirements that are unique to this building (example: bleacher or gym cleaning, special labs or high tech areas, etc.).  Be sure to explain those special requirements in the "Comments" section.


			- After completing the "Square Footage", "Fixture" and "Special Requirements" sections, the user will be able to see the total amount of hours and


			FTE's required for daily cleaning of the building (column AD).  Core recommends rounding up to the nearest half FTE to determine your final staffing


			level.  It is then the user's responsibility to determine how to use those resources.  For example, if the total calculated staffing level is 3.89 FTE, the


			user may want to staff with 4 full-timers, or perhaps 2 full-timers and 4 half-timers, etc.


			- Insert any special notes, comments or explanations in the "Comments" section at the end of the spreadsheet








Res Life


			Umass Lowell


			Resident Life Staffing Worksheet


			Building:


			Date:


			Input by:


			Building's Total Square Footage:			0


						Square Footage																																							Fixture												Special Requirements															Comments


			Area Type			Corridors, Carpet			Corridors, Hard Surface			Entrances & Lobbies			Lounges			Janitor Closets			Break / Kitchenettes			Laundry Rooms			Receiving			Primary Areas			General Areas			Fitness Areas			Trash Rooms / Trash Collection			Utility Rooms			Elevators			Gang Restrooms - Fixture Count			Gang Restrooms - Shower Count			Stairwells			Weekend Duties			Floaters / Absentee Replacement			Trash Collection			Other Special Requirements			DAILY TOTALS


			User Input (Square Feet or Fixture Count)			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0			0


			Staffing Need: Hours			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00															0.00


			Staffing Need: Full-Time Equivalents			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00			0.00


			Instructions:


			- User should only input data in cells highlighted in bright yellow; totals will automatically be calculated


			- Begin by inputing the building name, the date, the user name and the total square footage of the building (rows 4 through 7)


			- For Area Types listed under the "Square Footage" heading, user inputs the total square feet of each area type in the building being workloaded


			- For Area Types listed under the "Fixture" heading, user inputs the appropriate total fixture count of each area type in the building being workloaded


			For example, the user would input the total number of elevators in the "Elevators" area type, or the total number of residence restroom fixtures (toilets, sinks


			and urinals) in the "Residence Restrooms - Fixture Count" area type


			- Complete the "Special Requirements" section as follows:


			Weekend Duties: Convert your total weekend hours into hours per day (just divide the total by 5) and type that number in this area. Example: 20 hours of weekend work equates to 4 hours per day (20 / 5 = 4)


			Floaters / Absentee Replacement: type in how many floater or absentee replacement hours per day are needed


			Trash Collection: type in how many additional hours per day of trash collection is required (the workload already assumes 1 hour per 25,000 square feet; see formula under Trash Rooms).


			Other Special Requirements: type in how many hours per day are needed for other special requirements that are unique to this building.  Be sure to explain those special requirements in the "Comments" section.


			- After completing the "Square Footage", "Fixture" and "Special Requirements" sections, the user will be able to see the total amount of hours and


			FTE's required for daily cleaning of the building (column W).  Core recommends rounding up to the nearest half FTE to determine your final staffing


			level.  It is then the user's responsibility to determine how to use those resources.  For example, if the total calculated staffing level is 3.89 FTE, the


			user may want to staff with 4 full-timers, or perhaps 2 full-timers and 4 half-timers, etc.


			- NOTE: Student living areas are ommitted from this analysis, as those areas are only cleaned once per year during the summer turnover season.


			- Insert any special notes, comments or explanations in the "Comments" section at the end of the spreadsheet
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Module One:  Trash Removal 
 




 




Objectives: 




 




At the end of Section One:  Trash Removal, participants will be able to do the following: 




 




• Identify the materials and equipment needed for trash removal. 




• Complete trash removal set up procedures 




• Complete trash removal procedures for general office space, laboratories, rest rooms and 




elevator lobbies. 




• Complete recycling material removal procedures for general office space, mailrooms, copy 




rooms and common areas. 




 




Materials and Equipment:  




  




Large liners (for trash barrel) Brute barrel 




Small liners (for waste baskets) Scooper spoon 




White cloth Trash hamper  




All purpose cleaner Receptacle 




Recycling container Rubber gloves 




 




 




Trash removal is a part of the cleaning routine that consists of removing and dumping the trash 




from all designated areas, the cleaning and relining of dirty receptacles, removal and collection 




of recyclable materials and return of the receptacles to their original position. 




 




Trash removal requirements may vary from location to location, but the following are the most 




common areas that are included in trash removal: offices, copy machine rooms, elevator lobbies, 




kitchens, computer areas, cafeterias, and lab areas. 




 




In many locations, trash removal includes the collection and removal of recyclable materials 




such as office paper, newspaper, cardboard, cans and bottles. 




 




PROCEDURES 




 




Set Up 




 




• Take materials and equipment from the closet. 




• Stock the trash barrel with large and small liners. 




 




 




Procedures for Trash Removal 




 




• Move counter-clockwise through the space. 




• Bring the trash/recycling barrel at all times. 




• Pick up receptacle and empty trash. 
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• Compact the trash.  Do not push trash down with hands to avoid sharp objects or needles 




from puncturing skin.  Use an empty waste basket to push the trash down. 




• Examine receptacle for any spills, stains and leftover food. 




• Clean the receptacle. 




• Examine liner and replace as needed. 




• Place the receptacle back in its original position. 




• Pick up the recycling receptacle and empty it into the correct barrel. 




• Place the recycling receptacle back in its original position. 




• A piece of plastic (opened-up liner) must be placed on the floor before the trash bags are put 




down at the collection point to prevent carpet stains from leaks in the trash bags. 




• Empty the trash barrel, tie the bags and leave them at the collection point. 




• Empty the recyclable materials into the appropriate collection receptacle. 




• Return materials and equipment to the closet. 




 




CHECK ALL WORK 




 




Rest Room Trash Removal 




 




• Empty the towel dispenser trash receptacle. 




• Return the receptacle to its original position. 




• Empty trash barrel can. 




• Return materials and equipment to the closet. 




 




CHECK ALL WORK 
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Module Two:  Dusting/Surface Cleaning 
 
 
Objectives: 
 
At the end of Section Two:  Dusting/Surface Cleaning, participants will be able to do the 
following: 
 
• Explain what to dust and what not to dust. 
• Explain and understand the differences between complete dusting, light dusting and periodic 




dusting. 
• Identify the materials and equipment needed for dusting. 
• Complete dusting set up procedures. 
• Demonstrate use of the wool/poly duster. 
• Complete dusting procedures for chairs/chair bases, picture frames, venetian blinds, window 




glass and baseboards. 
• Demonstrate unequivocal understanding that no liquids or unknown substances are to be 




cleaned unless tested and approved by certified personnel, (i.e., Environmental Health & 
Safety).  




 
 
Materials and Equipment:  
  
Dry white cloths Duster (polyester or wool) 
Damp white cloths Twin pail 
All purpose cleaner Step ladder 
Water Treated dust cloths 
Glass cleaner Extension duster 
 
 
Dusting is one of the basic general cleaning functions performed in tenant and common areas 
and entails dusting and spot cleaning laboratory benches, furniture – desks, chairs, tables, 
bookcases, sofas, equipment such as vending machines, coffee machines, copy machines, 
telephones, computers (but not keyboards), typewriters and items such as picture frames, 
partitions, window sills, venetian blinds, ceiling vents and grills, overhead light fixtures, doors, 
door frames and door jambs, walls, baseboards and file cabinets. 
 
There are three types of dusting/surface cleaning 
 
1. Complete dusting:  everything is to be dusted, moving items, except personal items, work 




papers and keyboards, in order to dust and clean under them.  All items must be returned to 
their original location.  This procedure includes spot cleaning of desks and other surface. 




2. Light Dusting:  quickly dusting over surfaces, hitting the open spaces. 
3. Periodic dusting:  high dusting of ledges or other hard to reach places are done as frequently 




as is specified in the contract. 
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PROCEDURES 
 
Set Up 
 
1. Employees should never use a chemical without proper training. 
2. Chemical use at a location should never be changed without written approval from client 




and/or manager. 
3. Fill one side of twin pail with water. 
4. Store the remaining equipment in the other side. 
5. The duster is used to remove dust from all areas being cleaned. 
6. White cloths/rags are used with proper chemical to spot clean spills and stains. 
7. The white cloths are rinsed in the water in the twin pail. 
8. Glass cleaner is used to spot clean glass. 
9. All purpose cleaner is used to spot clean desks, counters, etc. 
10. Alcohol, bleach or other approved chemical (see client or lab requirement) is used to clean 




laboratory benches furniture – chair, desks, etc. 
11. Glass cleaner and all-purpose cleaner must be sprayed on to the cloth, not directly on the 




surface being cleaned. 
12. The step ladder is used to reach high areas, such as cabinet tops, ledges and light fixtures. 
 
 
Procedure for Dusting 
 
• Proceed counter-clockwise from the janitorial closet to the first desk, office or area.  Coming 




out of the janitorial closet, go to the left. 
• Always dust using a top to bottom and outward and away from the surface being cleaned 




using a back and forward movement. 
• Chairs should be cleaned from top to bottom using a horizontal and vertical motion. 
• Picture frames are fragile and require special care.  Hold the bottom of picture with one hand 




and clean with the other.  Start with the top of frame, then dust the sides and bottom.   
• NEVER DUST OR CLEAN A PICTURE OR FRAMED ARTICLE THAT IS NOT 




COVERED WITH GLASS. 
• Venetian blinds are cleaned with a top to bottom, side-to-side pattern. 
• Window glass is dusted top to bottom, side-to-side.  Remove fingerprints with glass cleaner 




sprayed on a rag. 
• Baseboards are cleaned by dusting the top first then the broad side. 
• Desk tops and credenzas are cleaned by a light motion with the point of the duster.  Hold 




personal items down with one hand and clean around them. 
• Glass partitions should be dusted with a top to bottom, side-to-side motion and spot cleaned 




as needed. 
• Telephones should be dusted first and then the receiver should be cleaned with all purpose 




cleaner/disinfectant. 
• Countertops, work stations, desk tops, cabinets and other furniture should be dusted 




thoroughly then spot cleaned as needed. 
 
CHECK ALL WORK 
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Module Three:  Vacuuming 




 
 
Objectives: 
 
At the end of Section Three:  Vacuuming, participants will be able to do the following: 
 
• Identify the materials and equipment needs for vacuuming. 
• Understand and explain the fives type of vacuuming. 
• Describe the upright or beater bar vacuum and complete set up procedures and full operating 




procedures for using the upright or beater bar vacuum. 
• Describe the light suction (edge) vacuum and complete set up procedures and full operating 




procedures for using the light suction vacuum 
• Describe the heavy duty suction vacuum and complete set up procedures and full operating 




procedures for using the heavy duty suction vacuum. 
 
Materials and Equipment: (*)  
  
Light suction vacuum (edge vacuum) Upright vacuum 
     with hose nozzle and attachments Belts 
     (crevice/upholstery) Beater bars 
Heavy duty suction vacuum  Brushes 
     with hose nozzle and attachments Vacuum bag 
 
Vacuuming is cleaning of debris from carpeted areas.  There are five types of vacuuming: 
 
1. Full Vacuuming – Vacuuming from wall-to-wall using an upright vacuum. 




 
2. Traffic Lane Vacuuming – Vacuuming traffic lanes and adjacent exposed areas. 
 
3. Spot Vacuuming – Vacuum only spots or small areas. 
 
4. Edge Vacuuming – Vacuum the carpet edges and areas inaccessible by an upright vacuum.  




Edge vacuuming should be done periodically depending on the needs to the customer.  Use 
an edge vacuum and attachments. 




 
5. Upholstery Vacuuming – Use an edge vacuum and crevice or upholstery tool to vacuum 




fabric covered chairs and sofas. 
 
To vacuum an office 
 
• Go behind the desk.  Pull out the chair and move wastebasket and other light items on the 




floor. 
• Vacuum the entire office using a “V” or “W” pattern for overlapping. 
• Start at the corners and move inward toward the center. 
• Vacuum behind the office door. 
• Replace chair and other items. 
To vacuum a hallway or an open area 
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• Vacuum from wall-to-wall using a “V” or “W” pattern for overlapping. 
 
Customer requirements and specifications for vacuuming may differ from one account to 
another.  The most common requirement for vacuuming is traffic lane vacuuming and spot 
vacuuming nightly and full vacuuming and edge vacuuming periodically or to follow supervisor’s 
instructions in order to meet the customer’s needs. 
 
 
PROCEDURES 
 
 
Procedure for using an upright vacuum (beater bar vacuum) 
 
The upright vacuum has four main parts: 
• Handle 
• Bag attachment 
• Vacuum 
• Cord 
 
 
Set Up 
 
• Never use a vacuum or extension cord with a missing ground prong to prevent electrocution. 
• Get the vacuum out of the closet. 
• Step onto the handle release pedal to lower handle from the upright position. 
• Plug the vacuum into the wall socket by holding the plug itself, not the cord.  Be sure the 




plug has an adapter or third (ground) prong. 
 
 
Procedure to Use the upright vacuum 
 
• Check the bag and empty if necessary. 
• Vacuum using a “V” or “W” pattern for overlapping. 
• Start at the corners and move inward toward the center. 
• Make sure the cord remains slack and stays behind so it does not get caught under objects on 




the floor or under the vacuum. 
• Walk backward or forward while holding onto the cord with one hand and vacuum handle 




with the other. 
• Check the bag and empty the vacuum bag into the trash if necessary. 
• When finished vacuuming, rewind the cord and return the vacuum to the closet. 
 
CHECK ALL WORK 
 
 
 
 
Procedure for using a backpack vacuum  (canister) 
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Set Up 
 
• Never use a vacuum or extension cord with a missing ground prong to prevent electrocution. 
• Get the vacuum out of the closet. 
• Attach crevice tool as needed.  Connect the hard plastic adapter to the vacuum.  Adapters 




vary from vacuum to vacuum.  In some cases, the hose hooks up simply by inserting the 
adapter end into the vacuum.  In others, the adapter must also be twisted to lock it into place.  
Connect any other metal or plastic tubes as needed.  Connect the crevice tool to the end of 
the tube. 




• Plug the vacuum into the wall socket by holding the plug itself, not the cord.  Be sure the 
plug has an adapter or third (ground) prong. 




 
 
Procedure to Use the Backpack Vacuum 
 
• Check the bag and filter and empty if necessary. 
• Vacuum using a “V” or “W” pattern for overlapping. 
• Start at the corners and move inward toward the center. 
• Make sure the cord remains slack and stays behind so it does not get caught under objects on 




the floor or under the vacuum. 
• Walk backward or forward while holding onto the cord with one hand and vacuum wand 




with the other. 
• Check the bag and empty the vacuum bag into the trash if necessary. 
• When finished vacuuming, rewind the cord and return the vacuum to the closet. 
 
CHECK ALL WORK 
 
 
Procedure to use the light duty suction vacuum or backpack (edge vacuum)  
 
• Attach crevice tool or upholstery tool as needed.  Connect the hard plastic adapter to the 




vacuum.  Adapters vary from vacuum to vacuum.  In some cases, the hose hooks up simply 
by inserting the adapter end into the vacuum.  In others, the adapter must also be twisted to 
lock it into place.  Connect any other metal or plastic tubes as needed.  Connect the crevice 
tool or upholstery tool to the end of the tube. 




• Use a backward/forward motion to get into corners with the crevice tool. 
• Use a side-to-side motion under desks and other hard to reach places. 
• Use a backward motion with the upholstery tool on chairs, sofas and partitions. 
 
CHECK ALL WORK 
 
 
Procedure to use the heavy-duty suction vacuum 
 
• The heavy-duty suction vacuum is used when there is excessive debris on the carpet or floor. 
• Use procedures similar to the edge vacuum. 
• Attach the crevice tool for hard to reach spots. 
• Use a backward/forward movement of the vacuum while walking forward. 
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CHECK ALL WORK 
 
 
Procedure to empty the vacuum bag (for Upright Vacuum) 
 
• The bag should be emptied at the end of every shift (or as often as needed) for the vacuum to 




operate effectively. 
• Unclip the vacuum bag spring from the cord retainer and unclip the bag adapter from the 




vacuum.   
• Slide the bag clip off the bag (note that the clip only moves one way because one end of the 




clip is closed-ended). 
• Place the top, open side of the bag into an empty small trash liner.  Keep the opening of the 




liner closed with the bag inside to avoid creating free dust when shaking out the bag. 
• When it is empty, replace the bag by clamping the bag adapter and bag back onto the bottom 




of the vacuum.  Lock it into place. 
• Resecure the bag spring onto the cord retainer. 
 
 
Procedure to empty the heavy-duty suction vacuum bag 
 
The heavy-duty vacuum requires that both its bag and a tank that is part of the vacuum be 
emptied regularly.  The tank collects large objects such as nails and paper clips while the bag 
collects regular carpet dirt.  The bag and the tank are emptied at the same time. 
 
• Unhook the spring on top of the bag from the bag holder. 
• Unscrew the fly nut beneath the bottom of the bag on the top vacuum snout. (Notice that 




there is a tube extending about 3 inches inside the bag.) 
• Grasp the bag and the short tube at the same time.  Twist to the left to release the bag from 




the vacuum. 
• Slide the plastic clip off the bag and place the open side of the bag into a large trash liner.  Be 




sure the bag is inside the liner and the liner opening is kept closed to ensure that free dust is 
not spilled.  Tie the trash liner and throw away. 




• Slide the plastic clip back on top of the vacuum bag and set it aside.  Unscrew the fly nut on 
the front snout of the vacuum and release the hose by twisting to the left to begin emptying 
the tank. 




• Lift the vacuum over a small (24”) office trash basket with a liner.  Tilt it forward into the 
trash basket and shake it out.  Discard the trash liner.  Replace with a new trash liner. 




• Reconnect the hose by inserting and twisting to the right.  Screw the fly nut back on. 
• Hold the vacuum bag by the tube and align with the top snout.  Twist to the right to lock it 




into place.  Screw the fly nut back on.  Hook the bag back onto the spring holder. 
 
 
 
 
 
Procedure to replace the beater bar brush and belt (Upright Vacuum) 
 
When the belt breaks or the brush is worn down, use the following procedure to replace. 
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• Unplug the vacuum at the outlet and lay it flat on the floor with brush side facing up. 
• Be careful. The internal shaft and other metal parts may be hot. 
• Remove the beater brush cover plate by unclipping the two clips that hold it in place.  Set it 




aside. 
• Remove the broken belt if it still remains.  If only replacing a worn brush, loosen the belt 




from the fan pulley. 
• Kneeling in front of the machine, place each thumb down inside in front of the beater bar 




brush.  Notice the position of the rubber fittings that hold the bar in place.  These need to be 
in the same position when the beater bar brush is replaced.  Notice also that the left side of 
the beater bar brush is longer than the right. Hold onto the plastic front of the vacuum with 
the remaining fingers on each hand.  This will help provide leverage to pull out the beater 
bar.    The long side must be on the left when the brush is replaced or the brush will operate 
backwards. 




• Put a new belt on the beater bar brush and insert the new beater bar and belt as described in 
the previous step.  Press down on the two rubber end fittings holding onto the front of the 
vacuum case for leverage. 




• Grasp the belt and twist hand to the left to be sure to align it properly.  Stretch the belt back 
over the fan pulley.  Notice that when the belt is in its correct place, it is aligned over the 
groove in the plastic below it. 




• Place the cover plate back over the beater bar brush/belt. 
• Insert the front of the plate into the two plastic holders on the front of the vacuum.  Place the 




cover plate back over the beater bar brush/belt.  Lock the two clips in place. 
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MODULE FOUR:  MOPPING 




 
Objectives: 
 
At the end of Section Four:  Mopping participants will be able to do the following: 
 
1. Understand and explain the differences between dry mopping, damp mopping and wet 




mopping procedures. 
2. Identify the materials and equipment needed for mopping. 
3. Complete the dry mop procedures to set up, to use and to change the dry mop head. 
4. Complete the wet mop procedures to set up, to use and to change the wet mop head. 
5. Demonstrate unequivocal understanding that no liquids or unknown substances are to be 




cleaned unless tested and approved by certified personnel, (i.e., Environmental Health & 
Safety).  




  
Materials and equipment:  
  
Floor detergent Broom 
Wet mop Dry mop 
Brute barrel Bucket and wringer 
Dust pan Counter brush 
Scraper “Wet Floor” signs 




 




 




 
Mopping is one of the basic general cleaning functions and entails cleaning all types of hard-
surface floors such as VCT (tile), ceramic tile, raised tile, linoleum, Pirelli, marble, wood/parquet 
floors, polished granite/granite and painted cement. 
 
There are three types of mopping:  dry mopping, damp mopping and wet mopping.  Dry 
mopping is a dry process of cleaning floors and requires a flat, short-string mop.  Damp mopping 
and wet mopping both require a loose, long-string mop. 
 
The condition of the floor will determine which type of mopping to use.  Dry mopping is 
generally used for picking up surface dirt or dust.  Damp mopping is used for light washing.  Wet 
mopping is used to wash floors with heavy soil build up.  Damp mopping requires that the mop 
be almost completely wrung out, while wet mopping requires use of a soaked mop that is wrung 
out only slightly. 
 
 
Dry mop set up procedure: 
 
• Take the materials and equipment out of the janitorial closet. 
• The dry mop is used for dry mopping. 
• The broom is used for sweeping hard-surface floors. 
• The dust pan and counter brush are used to pick up the pile of dirt and debris that is collected 




after dry mopping or sweeping. 
• The scraper is used to remove gum or similar substances from the floor surface. 
• The brute barrel is for disposing of the dirt that is picked up. 
Procedure to dry mop 
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Edges: 
 
• Start at the far corner and work backward toward the entrance. 
• Push dry mop straight forward along wall and baseboard edges. 
• Use a 45-degree angle around corners. 
• Shake out the mop and leave the dirt/dust in a pile to pick up later. 
 
Open areas: 
 
• Start at the far corner and work back toward the entrance. 
• Push the front of the mop forward. 
• Use a figure 8 pattern. 
• Do not lift mop off the floor. 
• Shake out the mop and leave the dirt/dust in a pile to pick up later. 
 
CHECK ALL WORK 
 
 
Procedure to change the dry mop head 
 
• Do not raise the mop head higher than waist level. 
• Disconnect the handle from the frame by pressing down on the clip that holds it onto the 




frame. 
• With the mop head in your hand, unsnap the button that holds the stainless steel frame in 




place. 
• Slip off the dirty mop, folding it over on itself so it will not create further dust when setting it 




aside. 
• Slide a clean mop head onto the frame.  Snap the button or tie as needed. 
• Reclip the handle to the frame. 
 
 
Damp Mop Set Up Procedure 
 
• Get supplies from janitorial closet. 
• Set up the “Wet Floor” signs in highly visible locations. 
• Fill bucket with water, add floor detergent according to manufacturer’s specifications. 
 
Procedure to damp mop: 
 
Damp mopping is used to clean floors where there is moderate daily traffic and moderate dirt 
build up. 
• Set out “Wet Floor” signs in highly visible locations. 
• Soak the mop in the water bucket and then place the mop inside the wringer.  Turn the mop 




clockwise with a twisting motion and push the wringer handle down two or three times to get 
a damp mop. 




• The mop should not be dripping when it is removed from the wringer. 
 
Edging: 
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• Start at the far corner and work back toward the entrance. 
• Walking sideways, run the damp mop along the bottom side of the baseboard, keeping the 




same side of the mop always facing in the same direction. 
• Wring out the mop after 8-10 passes or as needed. 
 
Open area: 
 
• Start at the far corner and work back toward the entrance. 
• Walk backward moving the mop in a figure “8” pattern. 
• Keep the width of the mop pass at about 5-6 feet. 
• A backward movement is required to keep from walking on the wet floor. 
 
CHECK ALL WORK 
 
 
Procedure to wet mop: 
 
Wet mopping is used to clean floors where there is heavy daily traffic and significant dirt build 
up. 
 
Wet mopping and damp mopping require the same tools and the same procedures 
 
• Set up the “Wet Floor” signs in highly visible locations. 
• Employees are never to use a chemical without proper training. 
• Mix water with proper amount and type of chemical.  




o The type of floor determines proper chemical and area employee is working in. 
o Manufacturer determines amount of detergent/chemical used.  See product label for 




instructions. 
• Chemical use at a location should never be changed without written approval from client 




and/or manager. 
• Soak the mop in the water bucket, place the mop inside the wringer, turn the mop in a 




clockwise twisting motion, press the handle down one time, then apply the mop to the floor 
• Start at the far corner and work backward toward the entrance. 
• Proceed to wash the floor in a figure “8” pattern. 
• Put the mop back in the bucket and rinse it off.  Place the mop in the in the wringer, wringing 




it as dry as possible. 
• Follow the same figure-8 pattern to pick up the excess water, turning the mop over to use 




both sides. 
• Continue in this manner until all of the excess water is removed from the floor surface. 
• At the end of the shift, wheel the bucket and mop back to the janitorial closet for final 




cleaning. 
• Empty the dirty water from the bucket.   
• Refill the bucket with clean water, place the mop in the bucket and wash the mop.  
• Wring out the mop until it is not dripping.   
• Empty the bucket one last time.   
• Leave the mop in the bucket with the mop head facing up or hang the mop to dry. 
 
CHECK ALL WORK 
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Procedure to Change the Wet Mop Head 
 
• Invert the handle so that the screw clamp base is at eye level.  Unscrew the fly-nut or screw 




until the mop will easily come out of the clamp. 
• Put this mop aside for cleaning or to be thrown away.  Take a clean mop head, being sure it is 




folded.  Put it in the clamp, checking to be sure it is on straight. 
• Firmly tighten the fly-nut or screw in a clockwise direction. 
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Module Five:  Restroom Cleaning 
 
Objectives: 
 
At the end of Section Five:  Rest Room Cleaning participants will be able to do the following: 
 
• Identify the materials and equipment needed for restroom cleaning. 
• Explain and understand each of the steps in the 10-step sequence of restroom cleaning. 
• Explain how to stock and use the janitorial cart and supplies. 
 
 
Materials and Equipment:  
  
Janitorial cart Waxed paper bags 
Liners Double-sided bucket 
Brute trash barrel Wool duster 
Clean white cloths Johnny mop 
Stainless steel cleaner Broom 
Glass cleaner Counter brush 
Non-acid bowl cleaner Scrubbing sponge 
All purpose cleaner Dust pan 
Paper towels Bucket on wheels 
Toilet tissue Wringer 
Sanitary napkins Wet mop 
Dispenser keys Step ladder 
Razor blade Wet Floor/Do Not Enter signs 
Crème cleanser Doorstops 
Germicidal cleaner Mask 
Hand soap Rubber or latex gloves 
 
 
Restroom Cleaning combines a number of General Cleaning functions and is conducted 
daily.  These functions include: 
 
• Removing trash from towel dispenser and trash receptacles 
• High and Low Dusting – light fixture, ceiling air vents/grills, mirrors, partitions/partition 




tops, walls, dispensers, bright work, counter tops, molding, door surfaces, baseboards 
• Washing Porcelain units – wash basins, urinals and toilets 
• Spot Washing walls 
• Cleaning mirrors 
• Polishing bright work 
• Restocking supplies 
• Sweeping floors 
• Wet mopping (floor) 
• Filling tampon/sanitary napkin dispensers 
• Emptying disposal receptacle units 
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PROCEDURES 
 
Set Up 
 
• Take materials and equipment out of the janitorial closet. 
• Materials and equipment are transported to a restroom in one of two ways: 




a) Supplies are tied off in a plastic liner and are attached to the handle of a brute barrel or 
placed in the bottom of the brute barrel.  The remaining equipment is pushed to the rest 
room. 




or 
b) Supplies are place on a janitorial cart that also carries equipment. 




 
 
Procedure for Restroom Cleaning 
 
Note:  The overall pattern to use in cleaning a restroom is top-to-bottom or high-to-low areas.  If 
the employee works from bottom-to-top, dust and dirt will settle back on areas that have already 
been cleaned. 
 
Employees must wear gloves when cleaning restrooms. 
 
Overall Sequence for Restroom Cleaning 
 
 
1. Set up the Wet Floor signs in highly visible locations. 
2. Knock at door and announce self prior to entering. 
3. Enter the restroom and prop the door open using a doorstop.  
4. Pre-spray disinfectant on toilets, urinals, sinks, and door handles. 
• Begin by squirting or spraying a germicidal cleaner on the toilet seats and in toilet bowls in 




every stall and every urinal, and the door handles and push plates.  Allow it to remain on the 
surfaces to kill germs while cleaning the other stalls and fixtures. 




5. Remove the trash and fill dispensers. 
• Unlock the towel dispenser/trash receptacle and leave it unlocked until paper towels are 




restocked. 
• Remove the trash receptacle from its casing and empty it inside the brute barrel.  Examine 




the trash receptacle for any spills, stains or dirt, removing these as needed with a cloth and 
All Purpose Cleaner.  Put the receptacle back in place.  Empty the trash bag into the Brute 
Barrel.  Examine the bag for any tears, spills, odors and replace the bag when necessary. 




• Empty the tampon containers in the women’s restroom. 
• Refill dispensers as needed. Toilet tissue, paper towel and hand soap dispensers vary in each 




building.  See building specifications for type and directions.  Also refill the tampon and 
sanitary napkin dispensers in women’s rooms. 
 




6. Check for high dusting to include lights and vents. 
 
7. Sweep the floor. 




Begin at the stall farthest from the door and sweep the floor, moving towards the door.  
Sweep all the dirt into the dustpan using a counter brush.  Empty the dustpan into the brute 
barrel. 
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8. Clean toilets, walls and stainless steel in each stall.  Check partitions and stall walls for 
graffiti. 




• If toilet seat is NOT soiled please use the step a), otherwise use step b): 
a) Wipe the toilet seat with a clean cloth, or  
b) (Flush the toilet.  Flip the seat up.  Put the Johnny mop in the toilet to wet the mop.  




Put crème cleanser on the Johnny mop and clean the bottom part of the seat. 
• Put the Johnny mop in the toilet to wet the mop.  Put crème cleanser on the Johnny mop.  




Wash the top, walls and hole of the bowl with the Johnny mop.   
• Flush the toilet and rinse it again with the Johnny mop while the water is running, proceeding 




from the bottom of the toilet seat to the top, walls and hole of the bowl.  Flush again, place 
the seat back down.  Spray cleaner on a cloth and wipe the wall behind the toilet.  Clean all 
the bright work.  Lift up the seat and dry underneath it.  Dry the top of the bowl and under it.  
Place the seat up.  Flush again. 




• Use a clean damp cloth and pass it over the top edge of all the partitions, making sure to get 
the side chrome edges.  Spray cleaner on the cloth and wipe all partition sides.  Make sure to 
remove all stains and graffiti from partitions, paying special attention to areas close to urinals 
and toilets. 
 




9. Clean the urinals and stainless steel, including surrounding walls. 
• Flush the urinal.  Put the Johnny mop in the urinal to wet the mop.  Apply crème cleanser to 




the mop.  Scrub from the top to the bottom.  Clean the lip and the sides of the urinal.  Flush 
the urinal to rinse the crème cleanser. 




• Squirt cleaner on a clean damp cloth and wipe the entire outside urinal surface, beginning at 
the top and working down the sides to the bottom underside. 




 
10. Clean sinks, clean sink skirts, clean fixtures and clean mirrors. 
• Use the duster to remove dust from the mirror surface, paying attention to the top of the 




mirror.  If the mirror is splashed or dirty, spray glass cleaner on a clean cloth and clean the 
mirror surface with a side-to-side motion.  If paint, tape or similar substance is on the mirror, 
use a razor blade to remove it.  Use a clean cloth and all purpose cleaner to clean wash basins 
and countertops. 




• Use a dry cloth to dry and polish clean the wash basin fixtures. 
• Use a dry cloth to dry and polish clean the wash basin fixtures.  Using the same dry cloth, 




polish the chrome piping under the counter.  Inspect the area under the counter for stains or 
build-up.  If the walls are dirty, wipe clean.  Make sure to pass the cloth over the tops of the 
baseboards. 




• Clean the dispensers with stainless stainless steel cleaner sprayed on a clean cloth.  Do not 
use too much product as this could cause unnecessary build-up and a greasy appearance.  
Also, do not spray directly onto the dispenser surface, as overspray could cause discoloration 
and a gummy build-up on walls or floors. 




 
11. Clean entrance door. 
• Use the duster to remove dust from the door surface, paying attention to the door jam, door 




frames, and ventilation louvers. 
• Use a dry cloth to dry and polish the door handles and push plate. 
• Squirt glass cleaner on a clean damp cloth and wipe metal kick plates on the door. 
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12. Fill the floor drain. 
• Once a week pour a half gallon of water down the floor drain to prevent odor or sewer gas 




from backing up through an empty drain into the restroom. 
 




13. Wash the floor. 
• Make sure the wet floor sign is in a visible spot outside the restroom door. 
• Put water and soap in the bucket according to manufacturer’s specifications or supervisor’s 




instructions. 
• Soak the mop in the bucket; wring it out 1-2 times, leaving it wet.   
• Start mopping the floor from the farthest stall and continue wetting mop as needed.  




Carefully push the bucket and wringer out of the restroom. 
 




14. Close the door. 
• Return all supplies and equipment to the janitorial closet.  Remove bags of trash for disposal. 
• Rinse wet mop and hang to dry. 
• Empty water from mop bucket. 
• Wash and rinse the bucket and wringer. 




 
CHECK ALL WORK 
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Module Six:  Laboratory/Hazardous/Infectious Waste Removal 




 
 
Objectives: 
 
At the end of Section Six:  Laboratory/Hazardous/Infectious Waste Removal (HIW), participants 
will be able to do the following: 
 
• Identify the materials and equipment needed for waste removal. 
• Understand and adhere to the safety rules and regulations regarding hazardous/infectious 




waste removal. 
• Complete the waste removal set up procedures. 
• Complete the waste removal procedures. 
 
 
Materials and Equipment:  
  
Leak-proof gown/apron (if required) Germicidal cleaner 
Red Liners Trash collection receptacle 
Disposable rags Rubber gloves 
Recycling container Safety glasses 
Goggles Mask (if required) 
Chemical/detergent (per specific laboratory specifications)  
 
Laboratory/Hazardous/Infectious waste removal (HIW) must be performed with strict 
adherence to safety rules and regulations.  These procedures should be rigidly enforced to protect 
the health and safety of all. 
 
 
PROCEDURES 
 
Set Up 
 
• Take materials and equipment out of janitorial closet. 
• Put on personal protective equipment including face mask, goggles, gloves and leak-proof 




apron or gown.  
• Employees must know what PPE to wear prior to entering any laboratory, production area or 




storage area. 
 
 
Procedure for HIW Removal 
 
• Always wear gloves, a mask and goggles when removing HIW from any waste container or 




receptacle.  Do not handle trash with bare hands. 
• Pick up debris from designated areas and place in bio hazardous waste receptacle. 
• Twist the top of the bag and tie a knot while the designated red biohazard liner is still in the 




receptacle.    If unsure, ask your supervisor 
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• Do not push trash down with hands to avoid sharp objects or needles from puncturing skin.  
Use an empty waste basket to push the trash down. 




• If any sharp object is noticed should notify your supervisor immediately.  The sharp should 
be removed and placed in a designated sharps container. 




• Remove the trash from the receptacle by picking it up by the knot.  Carefully handle any 
trash bag once it has been removed from the receptacle.  It should be carried away from the 
body to prevent injuries. 




• Clean the trash receptacle or container with germicide and a disposable rag using the 
standard procedure:  the outer surface from top to bottom, then the inside surface from top to 
bottom. 




• Place a new red biohazard liner in the receptacle or container. 
• Remove the trash and place it in the designated trash room.  Trash room doors should be kept 




closed and locked at all times. 
• Remove personal protective equipment and dispose properly. 
• Employees who transport trash throughout a building must make sure that the gloves they are 




wearing are removed as soon as the trash is at its destination.  Only elevators designated for 
HIW removal should be used.  Employees removing HIW are never to operate elevators or 
open doors with gloves on. 




 
CHECK ALL WORK 
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MODULE SEVEN:  HARD FLOOR CARE 
 
 
Introduction 
 
This module covers the care of Vinyl Composite Tile (VCT) and Restroom Ceramic Tile 
Floors and describes methods and procedures for scrubbing, stripping, sealing, finishing, 
spray buffing and spray buffing/recoating. 
 
A GFI Extension/Adapter must be used for each and every machine (rotary machine, high 
speed, wet vacuum, etc.) used in floor care at all times. 
 
SCRUB AND STRIP 
 
Hard Floor Care entails the cleaning and care of a variety of hard floor surfaces.  Two different 
methods are generally used:  scrubbing and stripping. 
 
Scrubbing is defined as the process to remove soil buildup from floor surfaces.   
 
Stripping is defined as the process used to remove completely sealer and/or finish from floor 
surfaces. 
 
The type and condition of each floor will determine the exact method and procedure to be used. 
 
 
SEAL AND FINISH 
 
Hard Floor Care also entails preparing a floor to have finish applied to it and then applying a 
final protective cover on the floor. 
 
Sealing is defined as an initial protective coating used to ensure better adhesion of the floor 
finish.  The sealer also allows the floor finish to last longer, because it acts as a buffer between 
the finish and the floor.  Finishing a floor refers to putting floor finish on the floor to achieve a 
final protective cover. 
 
 
SPRAY BUFF AND SPRAY BUFF/RECOAT 
 
Hard Floor Care also entails maintaining a good shine on the floor.  Two methods are used for 
this:  Spray Buff and Spray Buff/Recoat. 
 
Spray Buff is defined as the process used to maintain an existing shine by buffing the floor and at 
the same time applying a mixture of water/wax called Spray Buff.   
 
Spray Buff and Recoat is used when the floor has begun to lose its shine and that may be brought 
back by buffing it and then applying an additional one or two coats of finish. 
  
EQUIPMENT 
 
Buffing Machine (Low Speed:  175-375 RPM) 
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Description of Buffing Machine 
 
The Buffing Machine is made up of three parts:  handle, motor and scrub brush/pad drive. 
 
The handle has the following controls:  Off/On Switch, Safety Switch, Handle Release and 
connecting Electrical Cord. 
 
The OFF/ON SWITCH is actually a set of small grips located directed below handles used to 
control or direct the machine.   
 
The Safety Switch is usually located near the handles, although some older machines do not have 
a safety switch. 
 
The Handle Release is located at the bottom of the pole of the handle and is used to adjust the 
handle to a comfortable position.   
 
The Electrical Cord is found wrapped around the top part of the handle and its holder, which 
located on the lower half of the handle. 
 
The Motor sits on top of a round base.  Under this base is the attachment mechanism or motor 
clutch used to secure the Scrubbing Brush or Pad Driver in place. 
 
Surrounding the base is a rubber bumper.  In the back of the Motor are two wheels used for 
transporting the machine from one place to another. 
 
The Scrub Brush/Pad Drivers are circular-shaped discs ranging from 13” to 20” in diameter that 
are attached to the bottom of the machine.  The Scrub Brush is used for scrubbing floors. 
 
The Pad Driver is used to hold the pad which is used for Stripping. 
 
The Scrub Brush has a top and a bottom surface.  The top is flat, usually made out of wood, 
aluminum or hard rubber, with a three-prong opening in the middle.  The bottom is made up of 
stiff nylon bristle brushes.   
 
The Pad Driver has a top and bottom surface.  The top is flat and has a three-prong opening 
(Clutch Plate) in the middle.  The bottom is made of Velcro™ or short stiff bristles. 
 
 
 
Assembling the Buffing Machine 
 
• Make sure machine is unplugged from electrical outlet. 
• Tilt the buffing machine backwards so that it is lying on its handle, with the round motor 




base positioned vertically and facing toward employee.  At the bottom of the motor base is a 
three-pronged connector. 




• The scrub brush/pad drivers have a corresponding three-pronged opening for attachment to 
the buffing machine. 
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• Grasp the scrub brush/pad driver with the nylon/Velcro™ surface facing toward you and 
align it with the three-pronged connector.  Push it back into place.  When in place, the 
brush/driver will hold itself secure. 




• Give the scrub brush/pad driver a swift turn to the left in order to lock it.  If the scrubbing 
brush has been attached, the machine is ready for scrubbing use.  If the pad driver has been 
attached, attach a stripping pad to the bottom of the pad driver. 




• To do this, grasp the pad and center it, pressing it onto the Velcro™ or short bristles of the 
pad driver.  Another way to attach the pad is to lay the pad on the floor and line up the center 
of the pad driver with the center hole of the pad.  Then lower the buffing machine onto the 
pad. 




 
 
Wet Vacuum 
 
Description 
 
The wet vacuum is used in combination with the Buffing machine when scrubbing or stripping 
hard surface floors.  It is used for picking up water and cleaning chemicals from floors.  The wet 
vacuum can also be used in emergency flood conditions to extract large amounts of water from 
hard surface floors.  When used to pick up water or other non-flammable, non-corrosive, etc., 
liquids, be sure that the inside filter is removed from the machine before any liquids are 
introduced. 
 
The Wet Vacuum (Tank Vacuum) consists of three parts:  tank-motor, hose and t-shaped wand. 
  
• The tank and motor are part of the same unit, with the motor located above the tank.  Each is 




connected to the other and secured in place by two lock-clips.  The entire unit rests on four 
wheels so it can be moved from one place to another.  The electrical cord is attached to the 
casing that covers the motor.  Next to it is the off/on switch.  The handles for moving the 
machine are connected to the rear wheels directly behind the tank.  Usually the top part of the 
machine has handles. 




• The hose is usually 5-7 feet in length and is connected to the front of the machine. 
• The T-shaped wand is a wet vacuum tool combined with a 4 ½ foot tube. 
 
 
Assembling the Wet Vacuum 
 
Take the WET VACUUM to the area where it will be used and assemble as follow: 
 
• Make sure machine unplugged from any electric outlet. 
• Attach the hose to the front of the tank.  Notice that one end has a hard plastic adaptor that 




hooks up with the tank and the other end connects the hose with the T-Shaped Wand.   
• Check to see that the lock-clips are secure on the top of the machine and that the top is in 




place. 
• The vacuum will only operate if the top of the machine is properly placed, secure and the 




drain is tightly closed. 
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SCRUB – RESTROOM CERAMIC TILE 
 
 
Materials and Equipment:  
  
Buffing machine (Low Speed: 175-375 RPM) Stripping soap 
Wet vacuum Pad driver 
Neutralizer Dry mop 
Scrubbing brush Scraper 
Wet mop Steel wool/doodle bug 
Water bucket/wringer Wet floor sign 
Blue pad Counter brush 
Dust pan White rag 
Gloves Water 
 
 
PROCEDURES 
 
Set Up 
 
• Transport the materials and equipment to the area to be scrubbed. 
• Before starting, move all boxes, trash receptacles, chairs and light furniture out of the area or 




into one corner.  To pick up any large debris, sweep the floor.   
• Set up the Wet Floor signs in highly visible locations before laying down the Neutral 




Cleaner. 
 
 
Procedure to Scrub and Lay Down Neutral Cleaner 
 
• Fill one bucket with 4 gallons of cold water, the other with 2 gallons (half-way) of water.  




Use the bucket with 4 gallons of cold water to dilute Neutral Cleaner.  Use the other bucket 
with 2 gallons of clean water to wash residue after scrubbing. 




• Bring the two buckets to the area to be scrubbed.   
• Wheel the buffing machine and wet vacuum into the area to be scrubbed. 
• Dip the mop into the bucket with the neutral cleaner and put the neutral cleaner solution on 




the floor.  Do not use the wringer.   
• The exact amount will depend on the dirt buildup. 
• Start at the far corner and work back towards the entrance.  The Neutral Cleaner creates 




extremely slippery floor conditions and increases the chance of falling.  Be careful and make 
sure to maintain secure footing. 




• Place the mop back into the bucket and set it aside for use later, if needed. 
 
Procedure to clean corners and edges with Steel Wool or Doodle Bug and Scraper 
 
• Take a piece of steel wool or a doodle bug pad and scrub by hand all edges, corners and 




baseboards, using the scraper to reach into hard-to-reach places.  Use a side-to-side motion in 
applying the Steel Wool or Doodle Bug Pad to the edges and corners. 




• Start at one corner of the room and work around the entire area. 
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Procedure to Operate the Buffing Machine – General Guidelines: 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE BUFFING 
MACHINE 
 
Before starting the buffing machine, be aware of the hazards involved.  If the machine is not 
handled properly it can very easily damage furniture, walls, door, and injure anyone nearby.  In 
addition, the electrical cord of the machine should always be kept away from the moving parts of 
the machine.  The plug should always be kept dry and kept away from contact with the cleaning 
solution. 
 
• Attach the Pad Driver and Pad to bottom of the Buffing Machine.   
• Unwind the cord of the machine. Plug it into an electrical outlet making sure the outlet has a 




Ground Fault Interrupter (GFI) switch; if not, a GFI extension must be used to prevent 
electric shock. 




• Loosen the handle release in order to adjust the machine handle.  This is done by grasping the 
handle and pulling it up or pushing it down, depending on the machine. 




• Once the handle has been adjusted, lock the Handle Release back in place by moving the 
handle in the opposite direction.  The position of the handle is usually most comfortable and 
allows for easiest use of the machine when it is at waist level.  Keep in mind the Buffing 
Machine will suddenly jerk to one side or backwards when starting.  Hold it firmly. 




• Before starting, grasp the handles by placing one hand over each handle. Rest the handle on 
the top part of your thigh and secure the handle just below waist level. 




• Turn the machine on by gripping/pulling up the small handles.  Once the machine is on, it 
must be held in such a way that keeps it in balance or it will spin out of control.  To keep the 
machine in balance, lean into the machine and adjust your hands your hands so that the right 
hand pulls up and the left hand pushes down.  Keep this position constant. 




• When the machine is running in balance, holding the machine is fairly effortless.  If the 
machine is difficult to handle and requires considerable strength to control, the machine is 
being “muscled” and is being operated out of balance. 




• To move the machine to the left, push slightly down on the left or right handle, depending on 
the one that is most comfortable. 




• To move the machine forward or backward, walk slowly keeping the machine in balance.  
For removing excessive dirt or build-up, press down on the left or right handle to add extra 
force to the buffing action of the pad.  Using a side-to-side motion, scrub the edges before 
doing open areas. 




• Divide the whole floor into sections and complete each section before moving on to the next.  
When scrubbing open-areas, use a side-to-side motion, overlapping one or two times. 




 
 
Procedure to Operate the Wet Vacuum – (picking up dirt from the floor after being 
scrubbed) 
 
• Unwind the cord of the machine, plug it into an electrical outlet (making sure the outlet has a 




Ground Fault Interrupter (GFI) switch; if not, a GFI extension must be used to prevent 
electric shock) and start the wet vacuum.  . 




• Pick up the dirt/water/neutral cleaner by starting at the far corner of the area and working 
toward the front. 




• Draw the T-Shaped Wand backwards covering a 3-4 foot area of the floor. 
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• Repeat this backward, one-way pattern moving the T-shaped Wand to the area immediately 
next to this. 




• Repeat this pattern of vacuuming parallel areas until the whole area is complete. 
• Disconnect the electrical cord from the wall outlet.  Wrap the cord around the motor casing 




and set the Wet Vacuum aside. 
 
 
Procedure to Wet Mop the Floor to Remove Residue 
 
Start at the far corner and work towards the front. 
 
• Grasp the clean water bucket and wringer and using the mop, wash the Neutral Cleaner 




residue from the floor.  Use the same procedures and techniques for Edging and Open Area 
Mopping as outlined under the section on Wet Mopping. 




• Change the water in the bucket frequently in order to keep it clean.  
• Wait 10-15 minutes to give the floor enough time to dry. 
• Wash out the bucket and the mop after wet mopping the floor 
 
If the floor needs to be refinished, the procedures for applying floor finish are outlined at the end 
of this module. 
 
 
Procedure to Return Materials and Equipment 
 
• Wear gloves whenever touching chemicals.  
• Take all of the materials and equipment to the nearest janitorial closet. 
• Clean all mops by washing them out in the slop sink.  Begin by placing the mop under 




running water.  Let the water run through for a couple of minutes, twisting the mop until the 
water becomes clear.   




• Place the mop in the wringer, give it a half twist and wring it out. 
• Repeat these steps as needed for each mop and set each aside afterwards.  Be sure that all 




mops are thoroughly washed if they are to be used again.  Wash out all buckets and wringers 
and place them aside. 




• Empty the wet vacuum by unsnapping the clips that hold the top in place.  
• Dump the dirty water into the slop sink. 
• Fill the wet vacuum with 2-3 gallons of water and rinse out any remaining residue. 
• Wash all the pads that were used to complete the job by running them under hot water while 




rubbing them together 
• Hang the pad(s) up to dry. 
• Clean the Buffing Machine by wiping it down with a white cloth and All Purpose Cleaner.  




This includes the handle, the cord and the round base of the machine. 
• Bring all of the equipment and supplies back to the Main Storage Room and put them away. 
 
CHECK ALL WORK 
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STRIP VCT AND RESTROOM CERAMIC TILE 
 
 
Materials and Equipment:  
  
Buffing machine (low speed: 175-375 rpm) Stripping soap 
Wet vacuum Pad driver 
Neutralizer Dry mop 
Scrubbing brush Scraper 
Wet mop Steel wool/doodle bug 
Water bucket/wringer Wet floor sign 
Black pad Counter brush 
Dust pan White rag 
Gloves Water 
 
 
PROCEDURES 
 
Set Up 
 
Unlike other cleaning activities, stripping usually requires two employees to complete this work.  
In some instances, one employee can do the job if the floor area is small enough.  But more than 
one employee is needed when there are various jobs which need to be done at the same time. 
 
• Set up the Wet Floor signs in highly visible locations before laying down the Stripping Soap. 
• Take the materials and equipment out of the Main Janitorial Closet or Storage Area. 
• Before starting, move all boxes, trash receptacles, chairs and light furniture out of the area or 




into one corner.  To pick up any large debris then sweep the floor.   
 
 
Procedure for Stripping – Laying Down Stripping Soap 
 
Consult manufacturer’s instructions located on containers to determine whether hot or cold 
water should be used with stripping soap.  Products will only work successfully if mixed with 
water that is the correct temperature. 
 
• Fill two buckets with 4 gallons of water in each.  Use one bucket to dilute stripping soap.  




Use the other bucket with clean water to wash residue after stripping. 
Consult manufacturer’s dilutions located on container labels. 




• Bring the two buckets to the area to be stripped.   
• Wheel the buffing machine and wet vacuum into the area to be stripped. 
  
• Dip the mop into the bucket with the stripper and lay the stripper on the floor.  This is done 




by dipping the mop into the stripper and directly applying it to the floor.  Do not use the 
wringer.   




• The exact amount will depend on the dirt build-up.  Floors with excessive build-up will 
require more stripper. 
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• Start at the far corner and work back towards the entrance.  The stripper creates extremely 
slippery floor conditions and increases the chance of falling.  Be careful and make sure to 
maintain secure footing. 




• Place the mop back into the stripper bucket and set it aside for use later, if needed. 
• Wait five to ten minutes to let the stripper begin its stripping action on the floor.  Do not wait 




longer or it will dry and require more stripper to be put down.  (If necessary, a trigger bottle 
of ammonia and water will rejuvenate a floor with stripper that is drying). 




 
 
Procedure to clean corners and edges with Steel Wool or Doodle Bug and Scraper 
 
• Wear gloves whenever touching chemicals. 
• Take a piece of steel wool or a doodle bug pad and hand strip all edges, corners and 




baseboards, using the scraper to get into hard-to-reach places.  Use a side-to-side motion in 
applying the steel wool or doodle bug pad to the edges and corners. 




• Start at one corner of the room and work around the entire area. 
 
 
Teamwork Model for Stripping 
 
If more than one employee is to strip a floor, follow the same procedures listed above.  However, 
employees will trade off different jobs and at times perform various steps in this process at the 
same time.  For example, one person may go get clean water for the buckets while another is 
doing edges and corners.  Or, during the time when one person is stripping the floor with the 
Buffing machine, another person will come from behind to pick up the stripper with the Wet 
Vacuum and at the same time is washing the floor with clean water, changing the water as 
needed.  For the job to be performed efficiently, the employees have to work together as a team 
and determine a method that works best. 
 
CHECK ALL WORK 
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SEAL VCT AND RESTROOM CERAMIC TILE 
 
Sealing is the application of an initial protective coating on a floor surface to ensure a better 
adhesion of the floor finish.  Also, sealer is used to help prevent permanent stains or damage to 
floor surfaces because it ensures a harder surface.  It is used on VCT Floors and can be used on 
Restroom Ceramic Tile floors, though this is not a recommended practice. 
 
 
Materials and Equipment:  
  
2 Wet Mops Bucket/Wringer 
Wet Floor Sign Gloves 
 
 
Procedure for Sealing Floors 
 
• Put 1-2 gallons of sealer into a bucket.  The amount used depends on the size of the area to 




be sealed. 
• Place the mop into the bucket of sealer and follow product instructions for the thickness of 




application to provide an even coat to the floor surface. 
• Edge the floor out by carefully drawing a line with the mop parallel to the baseboard.  Do not 




apply sealer onto the baseboards or walls. 
• Proceed around all of the edges using additional sealer as needed.  More sealer is needed 




when the mop begins to dry and the floor area is not being covered uniformly with sealer.  
The mop will begin to drag when there is not enough sealer on the mop. 




• Mop the open area with sealer.  Use a figure-8 or use a side-to-side pattern depending on the 
floor conditions and overlap one pattern with another.  The width across the figure-8 pattern 
should be no more than 5-6 feet.  By passing the mop over the same area twice, the floor will 
be entirely covered with sealer. 




• Follow this procedure until the floor has been entirely sealed. 
 
Wait 10-15 minutes for the sealer to dry.  Apply another coat of sealer if so instructed by the 
supervisor. 
 
CHECK ALL WORK 
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FINISHING FLOORS 
 
 
Materials and Equipment:  
  
2 wet mops Bucket/wringer 
Wet floor sign Gloves 
 
 
Finishing a floor refers to the finish on the floor needed to achieve a final protective cover.  It is 
used on VCT floors and can be used on restroom ceramic tile floors, though this is not a 
recommended practice. 
 
Before applying the finish, double-check to be sure that the floor is completely dry.  If the floor 
has just been sealed and it is not dry, it will feel sticky or tacky. 
 
• Put 1-2 gallons of finish into a bucket.  The amount used depends on the size of the area to be 




sealed. 
• Place the mop into the bucket of finish and follow product instructions in the thickness of 




application to provide an even coat to the floor surface. 
• Edge the floor by carefully drawing a line with the mop parallel to the baseboard.  Do not 




apply finish onto the baseboards or walls. 
• Proceed around all of the edges using additional finish as needed.  More finish is needed 




when the mop begins to dry and the floor area is not being covered uniformly with sealer.  
The mop will begin to drag when there is not enough finish on the mop. 




• Mop the open area with finish.  Use a figure-8 or use a side-to-side pattern depending on the 
floor conditions, overlapping one pass with another.  The width across the figure-8 pattern 
should be no more than 5-6 feet.  By passing the mop over the same area twice, the floor will 
be entirely covered with finish. 




• Follow this procedure until the floor has been entirely done. 
• Wait until the floor is dry to the touch (usually 10-20 minutes) and then apply a second coat 




of finish. 
• Wait an additional 10-20 minutes for the second coat of finish to dry.  Prevent anyone from 




walking on the floor. 
• Return all light furniture, trash receptacles, etc. to their original places. 
 
CHECK ALL WORK 
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SPRAY BUFFING 
 
Spray buff is the process used to maintain an existing shine by buffing the floor and at the same 
time applying a mixture called Spray Buff to the floor. 
 
 
Materials and Equipment:  
  
Spray buff solution Pad driver 
Buffing machine  Neutral cleaner 
Buffing pad (Red or White) Spray Bottle with Trigger 
Wet mop Dry mop 
Water Scrapper 
Steel wool Wet floor sign 
Dust pan Counter brush 
Bucket/wringer Gloves 
 
 
There are two types of buffing machines which can be used:  Low Speed or High Speed. 
 
 
PROCEDURES 
 
Set Up 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE BUFFING 
MACHINE 
 
• Set up the Wet Floor signs in highly visible locations. 
• Before starting, move light furniture out of the way. 
• Thoroughly dry mop the entire floor. 
• Use the dustpan and the counter brush to pick up debris or dirt from the floor. 
• Fill the water bucket with 3 gallons of water and add Neutral Cleaner. 
• Thoroughly damp mop the entire floor.  Make sure to scrape up any gum or sticky 




substances. 
• Wait until the floor is dry. 
 
 
Procedure to Spray Buff 
 
• Place the red pad under the pad driver of the buffing machine. 
• Make sure the outlets to be used have a Ground Fault Interrupter (GFI) switch; if not, a GFI 




extension must be used to prevent electric shock.  
• Unwind the cord of the machine and plug it into the electrical outlet and start the machine.   
• Turn the buffing machine on and push it to the far corner of the room. 
• A side-to-side movement is used for buffing the floor.  The employee will need to control the 




buffing machine with one hand while applying the spray buff with the other. 
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• Spray buff one section at a time and stay as closely as possible to the baseboard without 
damaging it. 




• To apply the spray buff solution, use a spray bottle with trigger mechanism. 
• Adjust the trigger nozzle to spray a fine mist.  Use two-three squirts at a time. 
• Spray, then buff to a polish; spray again and buff to a polish.  Follow this procedure until the 




floor is completed. 
• If the buffing machine does not remove a scuff mark, use steel wool to remove it, and then 




rebuff the area. 
• Once floor is completed, dry mop the entire floor. 
• Return all light furniture, trash receptacles, etc. back to their original places. 
 
 
Procedure to Return Materials and Equipment to Storage Room 
 
• Wear gloves whenever touching chemicals. 
• Take all of the materials and equipment to the nearest janitorial closet. 
• Wash out the bucket, wringer, mop and pad.   
• Return all of the materials and equipment to the designated storage room. 
• Hang the pad up to dry. 
• Wipe clean the Buffing Machine. 
 
CHECK ALL WORK 
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SPRAY BUFF AND RECOAT 
 
Spray Buff and Recoat is used when the floor has begun to lose its shine and it is possible to 
bring the shine back by buffing and then applying an additional one or two coats of finish to the 
floor. 
 
 
Materials and Equipment:  
  
Spray buff solution Neutral cleaner 
Finish Buffing machine 
2 wet mops Dry mop 
Bucket/wringer Scraper 
Red/blue pad Steel wool 
Wet floor sign Dust pan 
Counter brush Spray Bottle with Trigger 
 Gloves 
 
 
There are two types of buffing machines:  Low Speed or High Speed. 
 
A high speed machine can be used to increase productivity because the pad driver will rotate at a 
higher speed than a low speed machine.  A high speed machine can be used to get the job done 
more quickly. 
 
 
PROCEDURES 
 
Set Up 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE BUFFING 
MACHINE 
 
• Set up the Wet Floor signs in highly visible locations. 
• Transport materials and equipment to the area to be buffed and recoated. 
• Move light furniture out of area. 
• Thoroughly dry mop the entire floor. 
• Use the dust pan and the counter brush to pick up debris or dirt from the floor. 
• Fill the water bucket with 3 gallons of water and add Neutral Cleaner. 
• Thoroughly damp mop the entire floor.  Make sure to scrape up any gum or sticky substance. 
• Wait until the floor is dry. 
 
 
Procedure to Spray Buff 
 
• Place the blue pad under the pad driver of the buffing machine.Make sure the outlets that will 




be used have a Ground Fault Interrupter (GFI) switch; if not, a GFI extension must be used to 
prevent electric shock. Unwind the cord of the machine and plug it into an electrical outlet. 
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• Turn the buffing machine on and push it to the far corner of the room. 
• A side-to-side movement is used for buffing the floor, though employee will need to control 




the buffing machine with one hand while applying the spray buff with the other. 
• Spray buff one section at a time and stay as closely as possible to the baseboard without 




damaging it. 
• To apply the spray buff solution, use a spray bottle with trigger mechanism. 
• Adjust the trigger nozzle to spray a fine mist.  Use two-three squirts at a time. 
• Spray, then buff to a polish. Spray again and buff to a polish.  Follow this procedure until the 




floor is completed. 
• If the Buffing Machine does not remove a scuff mark, use Steel Wool to remove it and then 




rebuff the area. 
• Pay special attention to black scuff marks or any sticky substance.  The reason for this is 




because once the floor is recoated, any dirt left behind will be visible beneath the fresh coat 
of finish. 




• When floor is completed, set this equipment aside.  
• Dry mop the entire floor a second time. 
 
 
Procedure to Recoat 
 
When recoating, it is very important to use a clean mop. 
 
• Put 1-2 gallons of finish into a bucket.  The amount used depends on the size of the area to be 




sealed. 
• Place the mop into the bucket of finish and follow product instructions in the thickness of 




application to provide an even coat to the floor surface. 
• Edge the floor by carefully drawing a line with the mop parallel to the baseboard.  Do not 




apply finish onto the baseboards or walls. 
• Proceed around all of the edges using additional finish as needed.  More finish is needed 




when the mop begins to dry and the floor area is not being covered entirely by sealer.  The 
mop will begin to drag when there is not enough finish on the mop. 




• Mop the open area with finish.  Use a figure-8 or use a side-to-side pattern depending on the 
floor conditions and overlap one pattern with another.  The width across the figure-8 pattern 
should be no more than 5-6 feet.  By passing the mop over the same area twice the floor will 
be entirely covered with finish. 




• Follow this procedure until the floor has been entirely coated. 
• Wait until the floor is dry to the touch (usually 10-20 minutes) and then reapply a second 




coat of finish. 
• Wait an additional 10-20 minutes for the second coat of finish to dry.  Prevent anyone from 




walking on the floor. 
• Return all light furniture, trash receptacles, etc. to their original places. 
 
 
Procedure to Return Materials and Equipment to Storage Room 
 
• Take all of the materials and equipment to the nearest janitorial closet. 
• WEAR gloves whenever touching chemicals.  Clean all mops by washing them out in the 




slop sink.  Begin by placing the mop under running water.  Let the water run through for a 
couple of minutes, twisting the mop until the water becomes clear.   
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• Place the mop in the wringer, give it a half twist and wring it out. 
• Repeat these steps as needed for each mop and set each aside afterwards.  Be sure that all 




mops are thoroughly washed if they are to be used again.  Wash out all buckets and wringers 
and placed them aside. 




• Wash all the pads that were used to complete the job by rubbing them together under hot 
water. 




• Hang the pad(s) up to dry. 
• Clean the Buffing Machine by wiping it down with a white cloth and All Purpose Cleaner.  




This includes the handle, the cord and the round base of the machine. 
• Bring all of the equipment and supplies back to the Main Storage Room and put these away. 
 
CHECK ALL WORK 
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  MODULE EIGHT:  CARPET MAINTENANCE 
 
 




There are many types of carpet maintenance.  The most commonly used are the following 
methods: 
 




• Rotary Shampoo 
• Extraction  
• Bonnet Cleaning 
• Encapsulating Shampoo 
• Spot Cleaning 




 
 
These methods fall into one of two categories:  surface cleaning and deep cleaning. Surface 
cleaning is used as an ongoing maintenance program and involves removing dirt only from the 
surface of carpets.  Deep cleaning is used for the periodic cleaning of carpets and involves 
removing dirt all the way into the backing of the carpet.  The following chart lists the four 
methods of cleaning: 
 
 Surface Cleaning Deep Cleaning 
Spot Cleaning X  
Rotary Shampooing / Extraction  X 
Bonnet Cleaning X  
Encapsulating Shampooing X X 
 
The type of carpet cleaning performed depends on the needs and request of the customer. 
 
A GFI Extension/Adapter must be used for each and every machine (rotary machine, 
extractor, carpet spotter, Host machine, Pile Lifter, etc.) used in floor care at all times. 
 
Types of Carpet Maintenance 
 
Spot Cleaning 
Spot cleaning is a surface cleaning of carpet that involves using spot remover, a brush and a 
cloth.  It is done by hand.  The dirt is loosened by brushing the spot remover into the carpet or by 
penetrating the spot remover into the carpet by hitting the area with a brush – a process called 
tamping.   The dirt is then picked up by blotting with a clean cloth.  This is a routine cleaning 
method used by nightly to remove all light carpet stains.  The system is also used in conjunction 
with rotary shampooing and extraction, or by bonnet cleaning and dry shampooing when difficult 
spots have to be removed. 
 
Rotary Shampoo and Extraction  
Rotary shampooing is a deep cleaning of a carpet using a rotary shampoo machine that uses a 
shampoo brush to loosen dirt.  An extractor is used to remove all the loosened dirt from the 
carpet. 
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Bonnet Cleaning 
Bonnet cleaning is a carpet surface cleaning method that uses a Buffing machine, pad driver, a 
bonnet pad and either a spray bottle or a 3-5 gallon garden sprayer with diluted carpet shampoo 
or bonnet shampoo.  Once the carpet has been sprayed with shampoo, the bonnet pad is used to 
remove any surface stains or dirt from the carpet.  Bonnet cleaning is a method for maintaining 
carpet on an ongoing basis; it is a type of spot cleaning used primarily for traffic areas. 
 
Encapsulation Shampoo 
Encapsulation shampooing is a surface/deep cleaning of carpet.  This method involves using an 
encapsulation shampoo that crystalizes soil particles into dry residue on contact.  Once the 
residue sprayed onto the carpet, the encapsulation machine agitates the carpet fibers with rotating 
brushes to loosen the dissolved dirt particles.  A beater bar vacuum is then used to agitate and 
pick up the loosened dirt from the carpet.  Encapsulation is a method for maintaining carpets on 
an ongoing and periodic basis, as well as for high traffic areas. 
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SPOT CLEANING 
 
Materials and Equipment:  
  
Spot remover Scraper 
Gum remover Hand brush 
Water White cloth 
Gloves  
 
 
PROCEDURES 
 
Set Up 
 
If the stain is fresh, saturate it with water and blot it out using a white cloth.  Fold the cloth and 
always changing sides so that a clean part of the cloth is used each time. 
 
If the stain is dry, spray the spot remover directly on the stain to saturate the entire spot.  Scrub 
the stained area with a hand brush using a circular motion.  Bear down on the brush.  Scrub about 
10-15 times over the stained area.  Blot the stained area by using a white cloth.  Fold the cloth 
and always change sides so that a clean part of the cloth is used each time.  Repeat the above 
procedure until cloth does not pick up anymore from the carpet stain.  For deep, difficult stains a 
cloth can be used over a brush and then scrubbed. 
 
 
Procedure to Remove Gum 
 
Spray gum remover directly on the gum until it turns white.  This will freeze the gum.  Let the 
frozen gum sit for 1-2 minutes.  Break up the gum by tapping with the sharp edge of the scraper.  
Use the scraper to remove the gum by running the sharp edge of the scraper over the gum 
repeatedly until the gum is completely removed. 
 
After the gum has been removed, spot cleaning might be required to remove any remaining gum. 
  
 
Procedure to Return Equipment and Materials 
• Dirty cloths are returned to the storage room for washing.  Return all other materials and 




equipment to the janitorial closet. 
 
CHECK ALL WORK 
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ROTARY SHAMPOO AND EXTRACTION  
 
Materials and Equipment:  
  
Materials Equipment 
Pre-spray solution rotary shampoo machine 
Water extraction machine 
Carpet shampoo scraper 
Spot remover hand brush 
Extraction shampoo upright vacuum 
Defoamer white rags 
Gum remover 2 x 2 carpet protectors 
Gloves  
 
 
Description of Rotary Shampoo Machine 
 
The rotary shampoo machine consists of four parts:  handle, motor, shampooing brush and water-
shampooing tank. 
 
The handle has the following controls:  off/on switch, safety switch, handle release, water-
shampoo release and connecting electrical cord. 
 
The off/on switch is actually a set of small grips located directed below handles used to control 
or direct the machine.   
 
The safety switch is usually located near the handles, although some older machines do not have 
a safety switch. 
 
The handle release is located at the bottom of the pole of the handle and is used to adjust the 
handle to a comfortable position.   
 
The water-shampoo release is usually located below the off/on switch on the right side of the 
machine.  The water-shampoo release is used to release water/shampoo. 
 
The electrical cord is found wrapped around the top part of the handle and its holder, located on 
the lower half of the handle. 
 
The motor sits on top of a round base.  Under this base is the attachment mechanism or motor 
clutch that secures the shampooing brush in place. 
 
Surrounding the base is a rubber bumper.  In the back of the motor are two wheels used for 
transporting the machine from one place to another. 
 
The shampooing brush is used for shampooing carpets.  It is a circular-shaped disc ranging from 
13” to 20” in diameter and is attached to the bottom of the machine.  The shampooing brush has 
a top and a bottom surface.  The top is flat, usually made out of metal with a three-prong or 
three-slot opening in the middle.  The bottom consists of soft, nylon brushes.   
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The water-shampooing tank is located on the front part of the handle.  It is held in place by two 
clamps.  The tank usually carries 3-4 gallons of water/shampoo solution.  A clear hose is 
connected to the base of the machine and is used to spray the solution on the carpet. 
 
Assembling the Rotary Shampoo Machine – Putting on the Brush and Filling the Tank 
 
• Tilt the shampoo machine backwards so that it is lying on its handle with the round motor 




base positioned vertically and facing toward you.  At the bottom of the motor base is a three-
pronged/slotted connector. 




• The shampoo brush has a corresponding three-pronged/slotted opening to receive the 
attachment to the shampoo machine. 




• Grasp the shampoo brush with the nylon surface facing you and align it with the three-
pronged/slotted connector.  Push it back into place.  When in place, the shampoo brush will 
be held in place. 




• Give the shampoo brush a swift turn to the left in order to lock it.   
• Stand the machine back up to a vertical position.  Fill the tank with 3-4 gallons of water.  




Add shampoo as according to the directions on the label of the solution. 
 
Extractor 
 
The extractor is made up of five parts:  motor and tanks (some may include a water heating 
element), extraction hose, spraying hose, wand and a grounded electrical cord. 
 
The motor and tanks comprise the main part of the Extractor.  All of the controls are usually 
located on the same side of the machine.  These include the off/on switch; pump switch, water 
drain, intake hose connector and spraying hose connector.  On top of the machine is a lid 
covering the dirty water tank.  Next to the lid there is a rectangular shaped opening that leads to 
the tank holding the clean water and extraction shampoo. 
 
The extraction hose is 12-15 feet long.  Both ends have hard plastic adaptors.  One end hooks to 
the extractor and the other to the T-shaped wand. 
 
The spraying hose has two metal adaptors, one male and one female.  One end hooks to the 
Extractor and the other to the wand. 
 
The wand is a usually a 5 ½ foot metal tube connected to a 9 inch metal base and is used to take 
water out of carpets. 
 
On the underside of the tube is a hose running from the top down to the metal base.  There are 
two or three sprayers on the bottom of the metal base.  At the top of the tube is the connector for 
the spraying hose.  Right below it is an off/on water release trigger.  On the front side of the tube, 
near the top, is a handle used for both applying pressure and controlling the wand. 
 
The electrical cord is connected to the opposite side of the machine’s controls and is coated with 
a heavy-duty plastic covering and a grounded three-prong plug. 
 
Assembling the Extractor 
 
• Check the machine to make sure that the water drain and the lid are closed.  If the lid is open, 




the machine’s suction will be greatly reduced. 
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• Connect the intake hose to the machine by grasping the hard plastic hose adaptor and 
twisting it into place.  (In some cases, the adaptor that connects to the machine is wider than 
the one connected to the T-shaped wand). 




• Connect the other end of the hose to the top of the T-shaped Wand by twisting it into place.   
• Connect the spraying hose to its adaptor by grasping the nozzle connector on the machine 




and pushing it in toward the machine.  At the same time, slide the male adaptor into the 
nozzle connector and then release the nozzle connector. 




• Connect the other end of the spraying hose to the T-shaped wand by pulling back on the 
Spraying Hose adaptor and pushing it into the T-shaped wand connector. 




• Fill the open tank with 3-4 gallons of water and add extraction shampoo according to 
manufacturer’s instructions. 




 
 
PROCEDURES 
 
Set Up 
 
• Transport the materials and equipment to the area to be shampooed. 
• Before starting, move all boxes, trash receptacles and light furniture out of the area or into 




one corner. 
• Vacuum the carpet. 
• Remove spots/stains and gum per the procedures for Spot Cleaning. 
• Spray heavily soiled with pre-spray solution. 
• Assemble the Encapsulation machine following proper procedures. 
 
Procedure to Use the Rotary Shampoo Machine – General Guidelines: 
 
First use the shampoo machine and then use the extractor. 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE ROTARY 
SHAMPOO MACHINE 
 
Before starting the Shampoo Machine, be aware of the hazards involved.  If the machine is not 
handled properly, it can very easily damage furniture, walls and doors and injure employees or 
anyone nearby.  In addition, the electrical cord of the machine should always be kept away from 
the moving parts of the machine.  The plug must have the ground (third) prong) and should 
always be kept dry and kept away from contact with the cleaning solution.  DO NOT USE A 
MACHINE WHOSE THIRD PRONG IS MISSING. 
 
• Make sure the outlet has a Ground Fault Interrupter (GFI) switch; if not, a GFI extension 




must be used to prevent electric shock. Unwind the cord of the machine and plug it into an 
electrical outlet and start the machine.   




• Loosen the handle release in order to adjust the machine handle.  This is done by grasping the 
handle and pulling it up or pushing it down, depending on the machine. 




• Once the handle has been adjusted, lock the handle release back in place by moving the 
handle in the opposite direction.  The position of the handle is usually set to the most 
comfortable position and to allow for easiest use of the machine when it is at waist level.  
Keep in mind the shampoo machine will suddenly jerk to one side or backwards when 
starting.  Hold the handles firmly. 
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• Before starting, grasp the handles by placing one hand over each handle. Rest the handle on 
the top part of your thigh and secure the handle just below waist level. 




• Turn the machine on by gripping/pulling up the small handles.  Once the machine is on, it 
must be held in such a way that keeps in balance or it will spin out of control.  To keep the 
machine in balance, lean into the machine and adjust your hands your hands so that the right 
hand holds up the left hand pushes down.  Keep this position constant.  These techniques are 
not difficult but take some practice. 




• When the machine is running in balance, holding the machine is fairly effortless.  If the 
machine is difficult to handle and requires considerable strength to control, the machine is 
being “muscled” and is being operated out of balance. 




• To move the machine to the left, push slightly down on the left of right handle, depending on 
the one that is most comfortable. 




• Shampoo the edges before doing the open areas. 
• Divide the carpet area into sections and complete one section at a time. 
• To move the machine to the left, push slightly down on one of the handles.  To move it to the 




right, push slightly up on one of the handles.  To move the machine forward or backward, 
walk slowly keeping the machine in balance. 




• Use an overall side-to-side motion, moving the machine a distance of approximately 6-8 feet 
across (3 or 4 feet to each side) and then coming back over the same area. 




• Release water-shampoo solution on the first pass, pulling up on the water-shampoo release 
handle and holding it. 




• Repeat the same side-to-side pattern, overlapping the carpet just shampooed by 2-3 inches.  
Do this until the carpet has been completed.  It may be necessary to spot clean tough stains 
not removed by the machine. Follow the procedures for Spot Cleaning. 




• Once the carpet is entirely cleaned, set the shampoo machine aside.  Caution should be used 
so that the carpet does not become saturated. 




 
Procedures to Use Extractor 
 
• Unwind the cord of the machine and plug it into an electrical outlet and start the machine.  




Make sure the outlet has a Ground Fault Interrupter (GFI) switch; if not, a GFI extension 
must be used to prevent electric shock. 




• Before turning on the extractor, be aware that it can cause damage to furniture, walls, doors, 
etc. 




• The plug MUST HAVE A GROUND (THIRD) PRONG and should always be kept dry and 
kept away from contact with the cleaning solution. 




• Pull the machine to the far corner of the area just shampooed. 
• Start the machine. 
• Extract the edges before the open areas, dividing the area into sections and completing one 




section at a time. 
• Grasp the top of the T-shaped wand with one hand right above the on/off water release 




trigger, placing the other hand a quarter of the way down the tube on its handle. 
• Using a 2-3 foot back-and-forth motion, press down on the handle to increase the suction.  




When going forward, use the water release trigger to spray clean water into the carpet.  When 
pulling back, let up on the trigger so no additional water is put down on the carpet. 




• Follow this procedure until the job is completed. 
• Disconnect the electrical cord from the wall outlet.  Wrap the cord around the motor casing 




and set the extractor aside. 
• Return all light furniture, trash receptacles, etc. back to their original places.  
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• Before leaving the area, place 2 x 2 inch carpet protectors under the wood/metal feet of all of 
the furniture to protect the carpet from being stained by rust. 




 
 
Procedure for Team Work Model for Rotary Shampooing and Extracting 
 
Teamwork Model for Shampooing 
 
If more than one employee will shampoo and extract carpets, follow the same procedures listed 
above.  However, employees will trade off different jobs and at times perform various steps in 
this process at the same time.  For example, one person may be working with the shampoo 
machine while another follows with the extractor.  For the job to be performed efficiently, the 
employees have to work together as a team and determine a method that works best for them.   
 
On large jobs, it is easier to use a 32 gallon Brute Barrel filled with clean water. 
 
 
Procedure for Returning Equipment to the Janitorial Closet 
 
• Take all of the equipment and materials to the nearest janitorial closet to drain and clean 




machines.   
• Disassemble the rotary shampoo machine and extractor, being sure to take the shampoo 




brush off the machine. 
 
Procedure for Draining the Rotary Shampoo Machine 
 
• Prepare to drain the rotary shampoo machine tank by disconnecting the clear hose from the 




base of the machine.   
• Pull it off and place the disconnected end of the hose inside a bucket or into slop sink. 
• To drain the shampoo machine tank, pull up on the water-shampoo release and hold it until 




the tank is completely empty. 
• Rinse tank with clean water 
• Reconnect the clear hose to the machine. 
 
 
Procedure for Draining the Extractor 
 
• Place a bucket under the water drain or place water drain into slop sink (if possible). 
• Lift the handle to open the drain. 
• Make sure that the bucket or slop sink does not overflow. 
• Close the drain as needed to empty the bucket. 
• Fill a bucket of water and empty it into the dirty water tank to flush it out, keeping the drain 




open. 
• Shut the water drain. 
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Procedure for Returning the Equipment and Materials to the Main Storage Closet 
 
• Take all equipment and materials to the main storage room. 
• Wipe off the rotary shampoo machine and extractor thoroughly. 
• Remove the shampoo brush from the shampoo machine for storage. 
• Return all of the equipment and materials to their proper places. 
 
CHECK ALL WORK 
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BONNET CLEANING 
 
Materials and Equipment:  
  
Materials Equipment 
Pre-spray solution Buffing machine (low speed) 
Bonnet shampoo Pad driver 
Gum remover Bonnet pad 
Spot remover Spray bottle with trigger 
 Scraper 
 Hand brush 
 Gloves 
 
 
Description of Bonnet Cleaning Machine 
 
The bonnet cleaning machine consists of four parts:  handle, motor, pad driver and water-
shampooing tank. 
  
The handle has the following controls:  off/on switch, safety switch, handle release, water-
shampoo release and connecting electrical cord. 
 
The off/on switch is a set of small handles located directed below handles used to control or 
direct the machine.   
 
The safety switch is usually located near the handles, although some older machines do not have 
a safety switch. 
 
The handle release is located at the bottom of the pole of the handle and is used to adjust the 
handle to a comfortable position.   
 
The water-shampoo release is usually located below the off/on switch on the right side of the 
machine.  The water-shampoo release is used to release water/shampoo. 
 
The electrical cord is found wrapped around the top part of the handle and its holder, which 
located on the lower half of the handle. 
 
The motor sits on top of a round base.  Under this base is the attachment mechanism or motor 
clutch that secures the shampooing brush in place. 
 
Surrounding the base is a rubber bumper.  In the back of the motor are two wheels used for 
transporting the machine from one place to another. 
 
The pad drivers are circular-shaped discs ranging from 13” to 20” in diameter and are attached to 
the bottom of the machine.   
The pad driver holds the bonnet pad. 
 
The pad driver has a top and bottom surface.  The top is flat and has a three-pronged opening 
(clutch plate) in the middle.  The bottom is made of Velcro™ or short, stiff bristles. 
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The water-shampooing tank is located on the front part of the handle.  It is held by two clamps.  
The tank usually carries 3-4 gallons of water/shampoo solution.  A clear hose is connected to the 
base of the machine and is used to spray the solution on the carpet. 
 
 
Assembling the Bonnet Cleaning Machine – Putting on the Bonnet Pad and Filling the 
Tank 
 
• Tilt the bonnet cleaning machine backwards so that it is lying on its handle with the round 




motor base positioned vertically and facing toward you.  At the bottom of the motor base is a 
three-pronged connector. 




• The bonnet pad driver has a corresponding three-pronged opening for attachment to the 
bonnet cleaning machine. 




• Grasp the bonnet pad drive with the Velcro™ or short, stiff bristles surface facing you and 
align it with the three-pronged connector.  Push it backwards into place.  When in place, the 
bonnet pad driver will hold itself secure. 




• Give the bonnet pad driver a swift turn to the left in order to lock it.   
• Attach the bonnet pad to the bottom of the pad driver, either by placing the pad on the pad 




driver or lowering the pad driver onto the pad. 
• Stand the machine back up in a vertical position.  Fill the tank with 3-4 gallons of water.  




Add shampoo as required by the directions on the label of the shampoo. 
 
 
PROCEDURES 
 
Set Up 
 
• Transport the materials and equipment to the area to be bonnet cleaned. 
• Before starting, move all boxes, trash receptacles and light furniture out of the area or into 




one corner. 
• Vacuum the carpet. 
• Check the carpets. 
• Spray high traffic areas and stains with pre-spray solution. 
• Assemble the bonnet cleaning machine following proper procedures. 
 
Procedure to Use the Bonnet Cleaning Machine – General Guidelines: 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE BONNET 
MACHINE 
 
Before starting the bonnet cleaning machine, be aware of the hazards involved.  If the machine is 
not handled properly, it can very easily damage furniture, walls, door, and injure employee or 
anyone nearby.  In addition, the electrical cord of the machine MUST HAVE A GROUND (OR 
THIRD) PRONG.  DO NOT USE THE MACHINE IF THE CORD IS MISSING THIS 
PRONG). The cord should always be kept away from the moving parts of the machine.  The plug 
should always be kept dry and kept away from contact with the cleaning solution.   
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• Make sure the outlet has a Ground Fault Interrupter (GFI) switch; if not, a GFI extension 
must be used to prevent electric shock.  Unwind the cord of the machine and plug it into an 
electrical outlet and start the machine.   




• Loosen the handle release in order to adjust the machine handle.  This is done by grasping the 
handle and pulling it up or pushing it down, depending on the machine. 




• Once the handle has been adjusted, lock the handle release back in place by moving the 
handle in the opposite direction.  The position of the handle is usually to the most 
comfortable position and allows for easiest use of the machine when it is at waist level.  
Keep in mind the shampoo machine will suddenly jerk to one side or backwards when 
starting.  Hold firmly. 




• Before starting, grasp the handles by placing one hand over each handle. Rest the handle on 
the top part of your thigh and secure the handle just below waist level. 




• Turn the machine on by gripping/pulling up the small handles.  Once the machine is on, it 
must be held in such a way that keeps in balance or it will spin out of control.  To keep the 
machine in balance, lean into the machine and adjust your hands so that the right hand holds 
up the left hand pushes down.  Keep this position constant. 




• When the machine is running is balance, holding the machine is fairly effortless.  If the 
machine is difficult to handle and requires considerable strength to control, the machine is 
being “muscled” and is being operated out of balance. 




• To move the machine to the left, push slightly down on the left of right handle depending on 
the one that is most comfortable. 




• Bonnet clean the edges before doing open areas. 
• Divide the carpet area into sections and complete one section at a time. 
• To move the machine to the left, push slightly down on one of the handles.  To move it to the 




right, push slightly up on one of the handles.  To move the machine forward or backward, 
walk slowly keeping the machine in balance. 




• Use an overall side-to-side motion, moving the machine a distance of approximately 6-8 feet 
across (3-4 feet to each side, coming back over the same area. 




• Release water-shampoo solution on the first pass, pulling up on the water-shampoo release 
handle and holding it. 




• Repeat the same side-to-side pattern at a slow pace, overlapping by 3-4 inches of the carpet 
just cleaned.  Do this until the carpet has been completed.  It may be necessary to spot clean 
tough stains that the machine will not remove. 




• Follow the procedures for Spot Cleaning. 
• If gum is visible while bonnet cleaning, use gum remover to freeze it then scrape the gum off 




the carpet. 
• Follow complete instructions for the Gum Remover. 
• At this rate, the amount of carpet that can be bonnet cleaned is 1500-2000 square feet per 




hour. 
• Areas that are heavily stained or have more furniture or other obstructions will take more 




time. 
• Return all light furniture, trash receptacles, etc. to their original places.  
• Before leaving the area, place 2 x 2 inch carpet protectors under the wood/metal feet of all of 




the furniture to protect the carpet from rust stains. 
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Procedure for Returning Equipment to the Janitorial Closet 
 
• Take all of the equipment and materials to the nearest janitorial closet to drain and clean the 




bonnet cleaning machine.   
• Disassemble the bonnet cleaning machine being sure to take the pad driver and bonnet pad 




off the machine. 
 
 
Procedure for Draining the Bonnet Cleaning Machine 
 
• Prepare to drain the bonnet cleaning machine tank by disconnecting the clear hose from the 




base of the machine.   
• Pull it off and place the disconnected end of the hose inside a bucket. 
• To drain the bonnet cleaning machine tank, pull up on the water-shampoo release and hold it 




until the tank is completely empty. 
• Reconnect the clear hose to the MACHINE. 
 
 
Procedure for Returning the Equipment and Materials to the Main Storage Closet 
 
• Take all equipment and materials to the main storage room. 
• Wipe off the bonnet cleaning machine thoroughly. 
• Remove the pad driver from the bonnet cleaning machine for storage. 
• Return all of the equipment and materials to their proper places. 
 
CHECK ALL WORK 
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ENCAPSULATION SHAMPOO 
 
Materials and Equipment:  
  
Materials Equipment 
Pre-spray solution Encapsulation machine 
Encapsulation shampoo Spray bottle with trigger 
Gum remover Scraper 
Spot remover Hand brush 
 Upright vacuum 
 Gloves 
 
Description of Encapsulation Machine 
 
The encapsulation machine is made up of four parts:  handle, motor, tank, and brushes 
 
The handle has the following controls:  off/on switch, the handle release and connecting 
electrical cord.  The off/on switch is located below the hand grips.  The handle release is located 
right above the motor and connects the handle to the machine.  The handle release is used to 
adjust the handle to a working position.  The electrical cord is usually found wrapped around the 
top part of the handle.  The handle’s holder is located on the lower half of the handle. 
 
The motor sits right above the brushes on the Encapsulation machine and is connected to the 
brushes by a pulley located to the side of the motor.   
 
The plastic tank sits on top of the motor with the spray nozzle at the front of the machine. 
 
The brushes are located at the bottom of the machine with a collection hopper located behind the 
brushes.  
 
 
PROCEDURES 
 
Set Up 
 
• Transport the materials and equipment to the area to be shampooed.   
• Before starting, move all boxes, trash receptacles and light furniture out of the area or into 




one corner. 
• Vacuum the carpet. 
• Remove spots/stains and gum per the procedures for Spot Cleaning. 
• Spray heavily soiled areas with pre-spray solution. 
• Assemble the Encapsulation machine following proper procedures. 
 
 
Procedure to Operate the Encapsulation Machine 
 
• Connect the electrical cord to an outlet. Make sure the outlet has a Ground Fault Interrupter 




(GFI) switch; if not, a GFI extension must be used to prevent electric shock 
• Pull the machine to the far corner of the area.  















  
Mod 8 - Carpet Care 15 




• Be aware of nozzle spray and body frame as they may cause damage to furniture, boxes, and 
electronics 




• Lower handle to a comfortable level by pressing the release lever (to clean under furniture, 
press the releaser lever a second time and lower handle to it's lowest position) 




• Lowering the handle releases the brush protectors and starts the machine 
• To turn off the motor lift handle back to upright postion.  This will lower the the brush 




protectors and turn OFF the motor 
• Brush the edges with the encapsulating machine before the open areas, dividing the area into 




sections and completing one section at a time. 
• Use push-pull strokes and move sideways in a V or W pattern as employee brushes with the 




Encapsulation machine. 
• When all of the area is brushed, turn and brush across the entire area in a crisscross pattern. 
• For best results, brush a third time in the original direction. 
• It may be necessary to spot clean tough stains not removed by the machine and earlier spot 




cleaning. Follow the procedures for Spot Cleaning. 
• Wait thirty to 45 minutes and then vacuum thoroughly. 
• Perform edge vacuuming when necessary. 
• On extremely soiled spots, repeat all the steps.   
• Follow this procedure until the job is completed. 
• Disconnect the electrical cord from the wall outlet.  Wrap the cord around the motor casing 




and set the extractor aside. 
• Return all light furniture, trash receptacles, etc. back to their original places.  
 
 
Procedure to Return Equipment and Materials 
 
• Take all of the materials and equipment to the main storage room. 
• Empty the collection hopper into a trash receptacle by removing it from the machine and 




returning after emptying it (make sure it clicks when reinstalling it) 
• To clean nozzle, remove tip guard and remove nozzle from the machine.  Rinse it under 




water and reinstall in machine (make sure not to loose the gasket and the tip guard)  
• Remove tank from machine and rinse with clean water 
• Remove tank filter valve assembly and rinse debris strainer with clean water 
• Leave a little clean water in the tank spray it once the tank is mounted back on the machine 




to clean the pump and nozzle sprayer 
• Lay machine on floor and pull the brush axle by pressing on the right side and sliding it from 




the left side and remove brushes 
• Check brush wear by comparing it to the brush indicator.  When brush bristles are the same 




length as indicator, replace brushes. 
• Check brushes for wear pattern and rotate after each use 
• Rinse brushes with clean water 
• Wipe under side of machine and axles with a clean dry cloth 
• Wipe exterior of machine with a damp cloth 
• Replace axles and snap into place (small diameter brush can only be placed in center 




position) 
• Return all equipment and materials to their proper places. 
 
CHECK ALL WORK 
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MODULE NINE:  AUTOMATIC SCRUBBING 
 
 




Objectives: 
 
At the end of Section Nine:  Automatic Scrubbing, participants will be able to do the following 
 
• Identify the floor surfaces that permit automatic scrubbing. 
• Identify the materials and equipment needed for automatic scrubbing. 
• Explain the different parts of the automatic scrubber. 
• Complete the set up and operating procedures for automatic scrubbing. 
• Remove and replace the brushes, pad driver and pad of the automatic scrubber. 
 
A GFI Extension/Adapter must be used for each and every used in floor care machine at all 
times. 
 
 
Materials and Equipment:  
  
Water Automatic scrubber 
Stripping soap Bucket/wringer 
Defoamer Mop 
Neutral cleaner Scraper 
Wet floor signs Scrubbing brushes 
 Gloves 
 
Automatic Scrubbing 
 
Automatic scrubbing is a hard floor maintenance system used in large accounts to maintain a 
floor properly with the least labor.  Automatic scrubbing is fast, saves labor and is an easy floor 
maintenance system to use.  An automatic scrubber is used for this procedure.  The scrubber is 
an expensive piece of equipment and because of its size and weight care must be taken to avoid 
damage to equipment or property or to injure a person. 
 
The automatic scrubber can be used on the following floor surfaces: 
 
Ceramic tile Polished granite Cement Marble 
Pirelli (rubber) Flame granite VCT Sealed terrazzo 
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Automatic scrubber models may vary, but the standard walk behind model will have the 
following parts: 




 
 
PROCEDURES 
 
Set Up 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE AUTOMATIC 
SCRUBBER 
 
• Unplug the battery charger by disconnecting it from the machine 
• Check the battery water levels.   
• If the water is low, refill all of the batteries and put the battery charger back on the machine.  




Do not use it immediately because the machine needs time to recharge.  Check the 
manufacturer’s instructions for the amount of time needed and plan accordingly.  Some 
batteries may be damaged if used after being only partially charged. 




• If the water level is satisfactory, place all of the caps back on each battery. 
• Bring the machine to the slop sink in the nearest janitorial closet so it can be filled with 




water, neutral cleaner or stripping soap. 
The automatic scrubber has two tanks.  The tank with the plastic cover is filled with water 
and proper amount of neutral cleaner or stripping soap as required.  Consult manufacturer’s 
dilutions located on container labels. 




• It should be filled to no less than three inches from the top. 
The other tank has a motor pump on the top and this tank is used for the dirty water that is 
picked up.  Put defoamer as required into this tank.  Consult manufacturer’s dilutions 
located on container labels. 




• The use of neutral cleaner or stripping soap will be directed by the supervisor. 
 
 
Procedures to Perform Automatic Scrubbing 
 
• Transport the machine to the area to be scrubbed. 
• Set up the Wet Floor signs in highly visible locations. 
• Look over the area to be scrubbed and use scraper to remove any gum or adhesive. 
• Turn the key switch to the “On” position. 
• Twist the control grips forward just until the machine starts to move forward.  This is slow 




speed.  To travel faster, twist the grips further forward.  This will put the machine in high 
speed.  For safety purposes, there is only one speed – slow. 




• Controls: 
o On/Off switch 
o Brush pressure meter 
o Brush release switch 
o Battery condition meter 
o Solution control handle 




• Batteries 
• Brushes 
• Handles/control grips 




• Body 
• Motor 
• Batteries 
• Water tanks 
• Squeegee and scrubber head 
• Front and back bumper wheels 
• Open outlet for charging batteries 
• Circuit breakers 
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• To stop, release the grips. 
• To travel in reverse, twist the grips backwards. 
• To run the machine left, push the machine to the right.  To turn right, push the machine to the 




left. 
• To scrub, depress the bottom side of the brush pressure switch and hold.  The scrubber head 




will lower to the floor.  Release the switch when desired position is reached. 
• Lower the squeegee by lifting and pressing to the right on the lift handle.  The vacuum motor 




will start automatically when the handle is placed in the lowest position. 
• Adjust the solution feed by pushing forward on the solution handle.  The further it is   




pushed, the more water will flow.  For normal scrubbing, set the handle about one third of the 
way forward. 




• To begin scrubbing, twist the handle grips forward.  The brushes will start automatically. 
• Check the needle position on the brush pressure meter.  It should be in the middle or lower 




portion of the green band.  If the needle indicates that the pressure is too low, press and hold 
the bottom side of the pressure switch until the desired pressure is achieved.  If the pressure 
is too high, press the top side of the switch until the desired pressured is achieved. 




• Transport the machine to the farthest corner of the area to be scrubbed. 
• Start by working around the outside of the area.  Get as close to the wall as possible without 




damaging the machine or the wall.  Keep the machine at low speed. 
• After the first lap is completed, continue in the same direction, overlapping the previous 




circles by 6 to 8 inches. 
• Keep going around and overlapping until the entire area is scrubbed.  Move from the outside 




to the inside of the area. 
• When the floor has been completed, move the machine to the side. 
• Lift the brushes by pressing the brush pressure switch into a forward position. 
• Pull the solution control toward  to stop the solution flow 
• Lift the squeegee by pushing the squeegee control handle to the right and down. 
• Let go of the handle to put the machine into a neutral position. 
• Run the key to the “Off” position. 
• Take the bucket/wringer and mop up any excess water from the floor. 
 
 
Procedure to Return Equipment and Materials 
 
• Transport the machine and equipment to the janitorial closet to empty and clean the machine. 
• To empty the machine, pull the drainage hose out.  Place the hose inside the sink and 




unscrew the cap at the end of the hose.  Let the dirty water empty into the sink. 
• To clean the tank, pour 1 to 2 gallons of water into the tank and let it drain through the hose.  




Once the tank is completely drained, recap the hose and put it back in place. 
• Transport the machine to the charger in the storage area. 
• Turn the machine completely “Off”. 
• Open the battery access cover.  Unscrew the battery caps and refill with water.  All batteries 




should be full leaving one inch from the top. 
• Grasp the charger plug and plug it into the open gray outlet located by the batteries of the 




machine.  Make sure the battery charger is plugged in. 
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Procedure to Remove/Replace Brushes 
 
To remove the brushes: 
 
• Insert a regular screwdriver into one of the holes found on the metal brush cover. 
• Push down and rotate the brush clockwise until the brush falls off. 
• Repeat this to remove the other brush. 
 
To replace the brushes: 
 
• Grasp the brush and place it underneath the brush cover. 
• Line up the brush with the three grooves in the brush cover. 
• Set the brush on the floor and remove your hands. 
• Lower the brush cover until it comes in contact with the brushes. 
• Turn the handles forward so that the brushes will spin and lock into place. 
 
 
Procedure to Remove/Replace the Pad Driver and Pad 
 
• Remove the brushes following procedure to remove the brushes. 
• Place the pad on the pad driver. 
• Line up the pad driver with the three grooves in the brush cover. 
• Set the brush on the floor and remove your hands. 
• Lower the brush cover until it comes in contact with the pad drivers. 
• Turn the handles forward so that the pads and pad drivers will spin and lock into place. 
 
THE PROCEDURES TO OPERATE AND MAINTAIN AUTOMATIC SCRUBBERS 
WILL VARY ACCORDING TO THE MAKE AND MODEL OF THE MACHINE.  
FOLLOW MANUFACTURER DIRECTIONS FOR THE PROPER OPERATIONS OF 
THE MACHINE. 
 
CHECK ALL WORK 
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MODULE TEN:  BURNISHING 
 
 




Objectives: 
 
At the end of Section Ten:  Burnishing, participants will be able to do the following 
 
• Identify what burnishing is and why it is used. 
• Describe the difference between burnishing (ultra-high speed buffing) and spray buffing. 
• Describe and assemble the burnisher (ultra-high speed:  1500-2500 rpm). 
• Identify the materials and equipment needed for burnishing. 
• Complete the set up procedures for burnishing. 
• Complete the procedures for burnishing 
• Complete procedures for returning equipment and materials. 
 
A GFI Extension/Adapter must be used for each and every machine used in floor care at all 
times. 
 
Materials and Equipment:  
  
Water Burnisher 
Neutral cleaner Burnishing pad 
Maintainer Dust mop 
White cloth Dust pan 
Steel wool Counter brush 
Bucket and wringer Wet mop 
scraper Wet floor signs 
 Gloves 
 
Burnishing 
 
Burnishing is an ultra-high speed buffing method used to maintain a high shine on a floor and to 
get a high production rate for the job.  It is used primarily in large areas where the use of other 
conventional methods, such as spray buffing, would take longer.  Burnishing is easier to perform 
than spray buffing, but it can cause damage to the floor, such as burning or melting the tile. 
 
 
Description of the Burnisher: 
 
The burnisher consists of three parts:  handle, motor and the pad driver.  The machine can be 
electric, battery or propane powered. 
 
The handle has the following controls:  off/on switch, safety switch, handle release and 
connecting electrical cord (if applicable). 
 
The off/on switch is a set of small handles located directed below handles used to control or 
direct the machine.   
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The safety switch is usually located near the handles, although some battery or propane-powered 
machines do not have a safety switch. 
 
The handle release is located at the bottom of the pole of the handle and is used to adjust the 
handle to a comfortable position.   
 
For electrically powered machines, the electrical cord is found wrapped around the top part of 
the handle and its holder, which located on the lower half of the handle. 
 
The motor sits on top of a round base.  Under this base is the attachment mechanism or motor 
clutch used to secure the pad driver in place. 
 
Surrounding the base is a rubber bumper.  In the back of the motor are two wheels used for 
transporting the machine from one place to another. 
 
A pad leveling adjustment is located in front of the motor and is used to increase or decrease 
pressure on the pad. 
 
The scrub brush/pad drivers are circular-shaped discs ranging from 17” to 20” in diameter and 
are attached to the bottom of the machine.   
 
The pad driver is used to hold the burnishing pad in place. 
  
The pad driver has a top and bottom surface.  The top is flat and has a three-prong/slotted 
opening (Clutch Plate) in the middle.  In some cases, the pad driver is secured directly to the 
machine.  The bottom is made of Velcro™ or short stiff bristles.  In the middle of the pad driver 
is a plastic cone used to secure the pad. 
 
 
Assembling the Burnisher 
 
• The pad driver comes already attached to the machine and does not need to be attached.   
• Tilt the burnisher backwards so that is lying on its handle with the round motor base 




positioned vertically.  Notice at the bottom of the motor base is a three-pronged/slotted 
connector. 




• Remove the plastic cone form the pad driver by pulling it out or unscrewing it. 
• Attach a burnishing pad to the bottom of the pad driver by pressing it onto the Velcro™ or 




short bristles of the pad driver and secure it with the plastic cone. 
 
PROCEDURES 
 
Set Up 
 
• Transport the materials and equipment from the storage area to the work area. 
• Set up the Wet Floor signs in highly visible locations. 
• Dry mop the entire floor. 
 
 
 
Procedure to Mop the Floor and Clean Corners and Edges 
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• Fill a bucket with cold water and proper amount of neutral cleaner as required.  Consult 




manufacturer’s dilutions located on container labels. 
• Bring the bucket and mop to the area to be mopped. 
• Soak the mop in the water bucket and then place the mop inside the wringer.  Turn the mop 




clockwise with a twisting motion and push the wringer handle down two or three times to get 
a damp mop. 




• The mop should not be dripping when removed from the wringer. 
 
Edging 
 
• Start at the far corner and work backwards toward the entrance. 
• Walking sideways, running the damp mop along the bottom side of the baseboard, keeping 




the same side of the mop always facing in the same direction. 
• Wring out the mop after 8-10 passes. 
 
Open Area 
 
• Start at the far corner and work backwards toward the entrance. 
• Walk backward moving the mop in a figure 8 pattern. 
• Keep the width of the mop pass at about 5-6 feet. 
• A backward movement is required to keep from walking on the wet floor. 
• The neutral cleaner creates extremely slippery conditions and increases the chance of falling 




on the wet floor.  Use extra care to maintain secure footing. 
• Clean the corners and the edges of the floor while damp mopping.  Use steel wool and a 




scraper to remove dirt build-up, gum or scuff marks.   
• Use a side-to-side motion in applying the steel wool to the edges and corners. 
 
 
Procedure to Apply Floor Maintainer 
 
Maintainer is a liquid that is used to bring a high gloss to the floor when burnishing.  It is also 
used to ensure that the correct amount of finish is on the floor at all times.  Maintainer is applied 
as needed and may not be required every time the floor is burnished. 
• Mix maintainer into a bucket of water.  Consult manufacturer’s dilutions located on 




container labels. 
• Place a mop into the bucket and apply a coat to the floor surface. 
• Edge the floor carefully by drawing a line with the mop parallel to the baseboard.  Do not 




apply the maintainer to the baseboards and walls. 
• Proceed around all of the edges using additional maintainer as needed.  More maintainer is 




needed when the mop begins to dry and the floor area is not being covered entirely by 
maintainer.  The mop will begin to drag when there is not enough maintainer on the mop. 




• Mop the open area with maintainer.  Use a figure-8 or side-to-side pattern depending on floor 
conditions and overlap one pattern with another.  The width of the patterns should be not 
more than 5-6 feet.  By passing the mop over the same area twice, the entire floor will be 
covered with maintainer. 




• Follow this procedure until the floor is completed. 
• Wait until the floor is dry to the touch (usually 10-20 minutes). 
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• Place the mop back into the bucket and set it aside until burnishing is completed and clean 
the equipment. 




 
 
Procedure to Burnish Floors 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE BURNISHER 
 
Before starting the burnisher, please be aware of the hazards involved.  If the machine is not 
handled properly, it can very easily damage furniture, walls, door, and injure employee or 
anyone nearby.  In addition, the electrical cord of the machine should always be kept away from 
the moving parts of the machine.  The plug should always be kept dry and kept away from 
contact with the cleaning solution. 
 
• Attach the pad driver and pad to bottom of the buffing machine.   
• Be sure that the pad leveling adjustment is set correctly or the machine will run off balance 




and damage the floor. 
• If it is an electrically powered machine, unwind the cord of the machine and plug it into an 




electrical outlet.  In addition, the electrical cord of the machine MUST HAVE A GROUND 
(OR THIRD) PRONG.  DO NOT USE THE MACHINE IF THE CORD IS MISSING THIS 
PRONG).  




• Make sure the outlet has a Ground Fault Interrupter (GFI) switch; if not, a GFI extension 
must be used to prevent electric shock. 




• Loosen the handle release in order to adjust the machine handle.  This is done by grasping the 
handle and pulling it up or pushing it down, depending on the machine. 




• Once the handle has been adjusted, lock the Handle Release back in place by moving the 
handle in the opposite direction.  The position of the handle is usually most comfortable and 
allows for easiest use of the machine when it is at waist level.  Keep in mind the Buffing 
Machine will suddenly jerk to one side or backwards when starting.  Hold it firmly. 




• Before starting, grasp the handles by placing one hand over each handle. Rest the handle on 
the top part of your thigh and secure the handle just below waist level. 




• Turn the machine on by gripping or pulling up the small handles.   
• Walk forward and at the same time move the burnisher.  Avoid side-to-side movements with 




the machine.  Keep as close to the wall as possible without touching the wall or baseboards. 
• Divide the floor into sections and complete each section before moving on to the next.  When 




doing open area scrubbing, use a side-to-side motion, overlapping one to two times. 
• Do not stand still with the burnisher in one place.  This could cause burning or melting of 




the floor. 
 
 
Procedure to Dry Mop Floors 
 
Once burnishing is completed, dry mop the floor a second time in order to pick up the dust that 
has accumulated during the burnishing. 
 
 
 
Procedure to Return Materials and Equipment 
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• Make sure to wear gloves whenever touching chemicals. 
• Take all of the materials and equipment to the nearest janitorial closet. 
• Shake out the dry mop in the closet and take a counter brush and brush excess dirt out of the 




dry mop. 
• Clean all mops by washing them out in the slop sink.  Begin by placing the mop under 




running water.  Let the water run through for a couple of minutes, twisting the mop until the 
water becomes clear.   




• Place the mop in the wringer, give it a half twist and wring it out. 
• Repeat these steps as needed for each mop and set each aside afterwards.  Be sure that all 




mops are thoroughly washed if they are to be used again.   
• Wash out all buckets and wringers and placed them aside. 
• Wash all the pads that were used to complete the job by running them under hot water while 




rubbing them together 
• Hang the pad(s) up to dry. 
• Clean the burnisher by wiping it down with a white cloth and All Purpose Cleaner.  This 




includes the handle, the cord and the round base of the machine. 
• Bring all of the equipment and supplies back to the Main Storage Room and put these away. 
 
CHECK ALL WORK 
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MODULE ELEVEN:  PRESSURE WASHING 
 
 




Objectives: 
 
At the end of Section Eleven:  Pressure Washing, participants will be able to do the following 
 
• Identify what pressure washing is and why it is used. 
• Describe and assemble the pressure washer. 
• Identify the materials and equipment needed for pressure washing. 
• Complete the set up procedures for pressure washing. 
• Complete the procedures for pressure washing. 
• Complete procedures for returning equipment and materials. 
 
 
Materials and Equipment:  
  
Water Pressure washer 
Soap “Wet Floor” signs 
Diesel Floor Squeegee 
Unleaded gasoline Water hose 
Oil Gloves 
 Rain suit 
 Boots 
 Goggles 
 
Pressure washing 
 
Pressure washing is an outdoor, high pressure stain removal system used to remove grease and 
dirt from garage floor surfaces, sidewalks, loading docks and entrance ways. 
 
The pressure washer is a dangerous machine because of the force of hot water when it is sprayed 
and its combination of gas and diesel fuel systems. 
 
The more powerful pressure washer puts out 3000 PSI (pounds per square inch) at 5 gallons per 
minute or 300 gallons an hour.  The water temperature of the water is 210 degrees Fahrenheit or 
just below boiling. 
 
The pressure washer weighs between 700-800 pounds.   
 
INFORMATION ON SPECIFIC PRESSURE WASHERS WILL VARY ACCORDING 
TO THE MAKE AND MODEL OF THE MACHINE.  FOLLOW MANUFACTURER 
DIRECTIONS FOR THE PROPER OPERATIONS OF THE MACHINE. 
 
 
 
 
 
Description of the Pressure Washer: 
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The Pressure Washer is made up of eight parts:   




1. Barrel 
2. Gas engine 
3. Pumping module 
4. Water hose 
5. Pressure gun 
6. Batteries 
7. Burner switch 
8. Portable frame 




 
1. Barrel 




• The barrel is used to heat water and store diesel fuel.   
• On the top of the barrel is a small, rectangular water float tank.   
• On the side of the water float tank is a nozzle to hook up a water hose.   
• On the lower side of the barrel is a soap hose. 
• Attached to the side of the barrel is a rectangular gas tank.   
• At the base of the barrel is a temperature selector with a nozzle extension used to 




connect the pressure gun. 
 
2. Gas Engine 




• The gas engine, located on top of the barrel, is used to run the water pump.  
• The ignition switch, that is used to run the pressure washer, is located on the front of 




the gas engine. 
• The choke is to the left of the ignition switch. 
• The throttle is located on the right. 
• One oil tank is on top of the engine, the other is located in the pumping module. 
 




3. Pumping Module 
• The pumping module, used to circulate water and is located next to the gas engine. 
• The red handle on the pumping module is used to turn off and on the soap. 




 
4. Water Hose 




• The water hose supplies water to the machine. 
 
5. Pressure Gun 




• The pressure gun is used to spray the surfaces clean. 
 
6. Batteries 




• The batteries, located below the barrel, are used to power the pressure washer. 
 
7. Burner Switch 




• The burner switch is used when heated water is to be used. 
• This switch is located in the rear of the machine behind the gasoline tank and the 




pumping machine. 
 
 
8. Portable Frame 




• The entire machine rests on a 4 wheel frame. 
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ACTUAL LOCATION OF PARTS ON SPECIFIC PRESSURE WASHERS WILL VARY 
ACCORDING TO THE MAKE AND MODEL OF THE MACHINE.  FOLLOW 
MANUFACTURER DIRECTIONS FOR THE PROPER OPERATIONS OF THE 
MACHINE. 
 
 
PROCEDURES 
 
Set Up 
 
• Check the oil gauge on the pump and the gasoline.  If the oil is low, add oil.  Consult 




manufacturer’s directions for type of oil to use. Overfilling the oil can damage the 
machine. 




• Check the diesel tank and gas tank.  If the tanks are low, fill the diesel tank with diesel fuel 
and the gas tank with unleaded fuel.   




• DO NOT PUT DIESEL FUEL IN THE GAS TANK or UNLEADED GAS IN THE 
DIESEL TANK AS THIS WILL CAUSE DAMAGE TO THE MACHINE. 




• Rest the pressure gun and the water hose on top of the barrel and wheel the machine to the 
area to be cleaned. 




• Set up the Wet Floor signs in highly visible locations. 
• Connect the water hose to the water hose nozzle on the float tank.  Connect the other end to a 




water spigot. 
• Connect the pressure gun to the temperature selector nozzle. 
• Turn on the water and before spraying the water make sure that the float tank is filled with 




water.   
• If soap is to be added to the water, open the red handle.  The handle is “on” when it is in line 




with the pipe. 
• Place the soap hose in a soap container. 
• Make sure that the temperature selector is always left at 210 degrees Fahrenheit. 
 
 
Procedures to Use the Pressure Washer 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE PRESSURE 
WASHER 
 
• Turn the key to the “On” position 
• Once the motor is on, let the motor warm up.  This may require adjustments to the choke and 




throttle so that the engine idles properly.  This is similar to a lawnmower. 
• Turn the burner switch “On” if using hot water.  If not using hot water, leave it in the “Off” 




position. 
• If using soap, make sure that the soap container does not run empty because this will cause 




the machine to loose pressure. 
• Use both hands to firmly hold the pressure gun at approximately 18”-24” from the ground. 
• Keep the gun pointed down because the force of the water pressure will cause the gun to 




suddenly jerk upwards when starting.  Use both hands to hold firmly. 
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• Use a side-to-side up-and-down motion to direct the spray of the gun or use whatever 
position is most comfortable. 




• Spray more closely to the surface to remove stubborn stains. 
• Move gun upwards near joints or near grass areas to prevent damage from the pressure. 
 
BECAUSE OF THE EXTREME FORCE OF THE SPRAY AND HEAT OF THE 
WATER, BE CAREFUL TO POINT THE GUN ONLY AT SURFACES TO BE 
CLEANED.  IF THE PRESSURE GUN IS MISDIRECTED THERE IS DANGER OF 
SERIOUS HARM OR INJURY TO PEOPLE AND PROPERTY. 
 
• For areas that are in poor condition use of an side-to-side machine, auto scrubber, or hand 




brush as well as more aggressive chemicals such as degreaser, or stone cleaner, may be 
needed to do a thorough job. 




• It is important to use smooth and even passes with the pressure washer to ensure an even 
look to the area cleaned. 




 
 
Procedure to Disassemble Pressure Washer 
 
• Turn the ignition to the “Off” position. 
• Disconnect the water hose. 
• Disconnect the pressure hose. 
• Shut off the soap valve.  Make sure the handle is not in line with the pipes. 
• Take the soap hose out of the soap container 
• To remove excess water from the float tank, make sure that the pressure hose is disconnected 




and turn the ignition to the “On” position. 
• Clean up any excess water on the surface with the floor squeegee after the water has drained 




out of the engine. 
 
 
Procedure to Return Materials and Equipment 
 
• Wheel the machine back to its designated area. 
• Make sure that the temperature selector is left at 210 degrees Fahrenheit. 
• If there are any problems with the machine make sure to contact the Service Department. 
• Return all other materials and equipment to the janitorial closet or storage area. 
 
CHECK ALL WORK 
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CUSTOMER SURVEY COMMENTS


Service has improved over the last 6 months….


Always pleasant and performs tasks requested promptly….


Keep up the good work.


Whenever we need something, they make it happen…


Building is kept incredibly clean and looks fantastic…


Housekeeping works hard and keep up the building a clean as possible


They are friendly and curious….


The housekeeping personnel does an excellent job keeping up the area


The Housekeeping staff is friendly and work hard…..


I think the housekeeping/custodial services does an excellent job.  I haven’t ever been asked for feedback, however, so other than thanking them personally, I don’t get the chance to let their supervisors know they are doing a good job.  I don’t even know who their supervisor is!


 ***************


It depends on who is working on your floor, there are many outstanding custodians on campus and there are many who need supervision….


Closing off bathrooms with signs indicating ‘cleaning’ for several hours, many hours….


Early AM conditions are excellent…by mid-day, things get worse…


Bathrooms do not look like they are cleaned every day….


My office is never vacuumed and my trash is never emptied…


Better than it was, but still work to do……
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Cleaning Specification


Last Updated: November 2015


UMass Lowell


CLEANING SPECIFICATION



Includes UML’s best-practice tasks and frequencies for each area type.  



			Frequency Chart


			





			Examples of Frequency Required


			Annual Frequency





			Five day service (daily) 


			250





			Four times weekly 


			200





			Weekly 


			50





			Monthly service


			12





			Quarterly service


			4





			Semi-Annual service


			2





			Yearly service


			1








UMass Lowell


Cleaning Specification 




Auditorium / Stage / Theater





Annual



Task Description
Frequency



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250



required. Remove trash to designated area.



Dust mop floors with a water-based chemically treated dust mop.
250



Spot clean carpet using approved carpet spotting equipment and supplies.
250



Spot clean entrance door glass to remove spots and streaks.
250



Spot clean all horizontal and vertical surfaces.
250



Clean dry eraser board.
250



Erase chalk board and wash.
250



Spot mop floors to remove visible dirt and spills.
200



Vacuum carpeted traffic lanes and spot vacuum personal work spaces.
200



Dust furniture and spot clean all horizontal and vertical surfaces.
50



Fully vacuum all carpeted areas from wall to wall.
50



Damp mop floors to remove dirt and spills.
50



Dust areas above shoulder level and below knee level.
50



Burnish finished floor using electric burnisher.
12



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12



Dust window treatments including horizontal and vertical blinds.
4



Vacuum fabric furniture.
4



Hot-water extract carpeted traffic areas using approved equipment and supplies.
4



Wash trash containers to remove soil and stains.
1



Completely strip and refinish floors, apply three coats of approved floor finish
1



and buff.



Machine scrub and recoat floors using approved floor finish.
1



Damp wipe light fixture exteriors to remove stains, dust and cobwebs.
1



Hot-water extract carpeted areas using approved equipment and supplies.
1



Break / Vend / Lounge / Kitchen





Annual



Task Description
Frequency



Dust mop floors with a water-based chemically treated dust mop.
250



Clean door glass and other adjacent glass areas.
250



Dust and damp wipe horizontal and vertical break room surfaces including appliances and
250



furniture.



Police break areas twice daily to spot clean, remove trash, and pick up debris.
250



Empty break room trash. Remove recycle to corridors. Replace liners and tie-off at corners,
250



clean obvious food and spills from exterior of trash container.



Spot mop floors to remove visible dirt and spills.
200



Using a backpack, spot vacuum carpets to remove visible dirt, dust and debris.
200



Damp mop floors to remove dirt and spills.
50



Dust areas above shoulder level and below knee level.
50



Spot clean carpet using approved carpet spotting equipment and supplies.
50



Fully vacuum all carpeted areas from wall to wall.
50



Burnish finished floor using electric burnisher.  Restore as required.
48



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4



Dust window treatments including horizontal and vertical blinds.
4



Vacuum fabric furniture.
4



Hot-water extract carpeted areas using approved equipment and supplies.
2



Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1



Machine scrub hard surface floors.
1



Cafeteria Dining / Serving





Annual



Task Description
Frequency



Dust furniture and spot clean all horizontal and vertical surfaces.
250



Empty cafeteria trash. Remove recycle to corridors. Replace liners and tie-off at corners,
250



clean obvious food from exterior of containers.



Dust mop floors with a water-based chemically treated dust mop.
250



Damp mop or autoscrub to remove soils.
250



Spot clean carpet using approved carpet spotting equipment and supplies.
250



Clean table tops in cafeteria using approved spray cleaner.
250



Fully vacuum all carpeted areas from wall to wall.
250



Dust areas above shoulder level and below knee level.
50



Burnish finished floor using electric burnisher.
48



Damp wipe trash containers to remove soil and stains.
12



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4



Dust window treatments including horizontal and vertical blinds.
4



Vacuum fabric furniture.
4



Hot-water extract carpeted areas using approved equipment and supplies.
2



Machine scrub hard surface floors.
2



Damp wipe light fixture exteriors to remove stains, dust and cobwebs.
1



Shampoo fabric furniture to remove soil and stains.
1



Wash non-fabric furniture.
1



Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1



Machine scrub and recoat floors using approved floor finish.
1



Classrooms / Labs





Annual



Task Description
Frequency



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
243



required. Remove trash to designated area.



Dust mop floors with a water-based chemically treated dust mop.
243



Spot clean carpet using approved carpet spotting equipment and supplies.
243



Spot clean entrance door glass to remove spots and streaks.
243



Spot clean all horizontal and vertical surfaces.
243



Rearrange furniture to standard arrangement.
243



Clean dry eraser board.
243



Erase chalk board and wash.
243



Using a backpack, spot vacuum carpets to remove visible dirt, dust and debris.
200



Spot mop floors to remove visible dirt and spills.
200



Clean erasers using approved equipment.
50



Fully vacuum all carpeted areas from wall to wall.
50



Damp mop floors to remove dirt and spills.
50



Damp wipe non-fabric furniture.
50



Burnish finished floor using electric burnisher.
48



Dust areas above shoulder level and below knee level.
12



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4



Hot-water extract carpeted areas using approved equipment and supplies.
2



Wash non-fabric furniture.
1



Completely strip and refinish floors, apply three coats of approved floor finish
1



and buff.



Wash trash containers to remove soil and stains.
1



Dust window treatments including horizontal and vertical blinds.
1



Conference Rooms





Annual



Task Description
Frequency



Dust furniture and spot clean all horizontal and vertical surfaces.
250



Spot clean interior partition and door glass.
250



Clean door glass and other adjacent glass areas.
250



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250



required. Remove trash to designated area.



Vacuum carpeted traffic lanes and spot vacuum personal work spaces.
200



Spot clean carpet using approved carpet spotting equipment and supplies.
50



Dust areas above shoulder level and below knee level.
50



Spot clean telephones and sanitize receivers.
50



Fully vacuum all carpeted areas from wall to wall.
50



Dust window treatments including horizontal and vertical blinds.
4



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4



Vacuum fabric furniture.
4



Hot-water extract carpeted areas using approved equipment and supplies.
2



Wash trash containers to remove soil and stains.
1



Shampoo fabric furniture to remove soil and stains.
1



Copy / Mail / Print Rooms





Annual



Task Description
Frequency



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250



required. Remove trash to designated area.



Dust mop floors with a water-based chemically treated dust mop.
250



Spot mop floors to remove visible dirt and spills.
200



Spot clean telephones and sanitize receivers.
50



Damp mop floors to remove dirt and spills.
50



Dust areas above shoulder level and below knee level.
12



Dust furniture and spot clean all horizontal and vertical surfaces.
12



Burnish finished floor using electric burnisher.  Restore as required.
12



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4



Dust window treatments including horizontal and vertical blinds.
4



Vacuum fabric furniture.
4



Damp wipe trash containers to remove soil and stains.
1



Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1



Machine scrub hard surface floors.
1



Corridors





Annual



Task Description
Frequency



Empty general trash, replace liners when soiled or torn. Spot clean as required. Remove
250



trash to designated area.



Dust corridor furniture, spot clean all horizontal and vertical surfaces including interior and
250



door glass.



Clean and polish drinking fountains.
250



Dust mop corridor or open areas with treated dust mop.
250



Spot clean carpet using approved carpet spotting equipment and supplies.
250



Spot clean interior partition and door glass.
250



Rearrange furniture as directed.
250



Vacuum carpeted matting at or near entrance doors.
250



Spot mop floors to remove visible dirt and spills.
200



Using a backpack, spot vacuum carpets to remove visible dirt, dust and debris.
200



Dust areas above shoulder level and below knee level.
50



Damp mop or autoscrub to remove soils.
50



Fully vacuum all carpeted areas from wall to wall.
50



Burnish finished floor using electric burnisher.  Restore as required.
48



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12



Hot-water extract carpeted areas using approved equipment and supplies.
2



Wash trash containers to remove soil and stains.
1



Completely strip and refinish floors, apply three coats of approved floor finish and
1



buff.



Dust window treatments including horizontal and vertical blinds.
1



Data Center / Server





Annual



Task Description
Frequency



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250



required. Remove trash to designated area.



Dust mop floors with a water-based chemically treated dust mop.
250



Spot mop floors to remove visible dirt and spills.
208



Damp mop floors to remove dirt and spills.
52



Damp wipe trash containers to remove soil and stains.
12



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4



Dry strip floor using approved dry strip method.
1



Elevator / Escalator





Annual



Task Description
Frequency



Clean elevator walls, doors, hard surface floors, ceiling and stainless steel.
250



Clean elevator walls, doors, carpets, ceiling and stainless steel.
250



Police elevator for litter and debris, spot clean.
250



Vacuum elevator track.
50



Hot-water extract carpeted areas using approved equipment and supplies.
2



Machine scrub hard surface floors.
2



Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1



Machine scrub and recoat floors using approved floor finish.
1



Entrances & Lobbies





Annual



Task Description
Frequency



Empty general trash. Remove recycle to corridor. Replace liners when soiled or torn. Spot
250



clean as required. Remove trash to designated area.



Clean door glass and other adjacent glass areas.
250



Vacuum carpeted matting at or near entrance doors.
250



Empty and clean ash urns.
250



Rearrange furniture as directed.
250



Fully vacuum all carpeted areas from wall to wall including edges.
250



Spot clean carpet using approved carpet spotting equipment and supplies.
250



Dust mop floors with a water-based chemically treated dust mop.
250



Spot mop floors to remove visible dirt and spills.
200



Dust areas above shoulder level and below knee level.
50



Dust furniture and spot clean all horizontal and vertical surfaces.
50



Damp mop floors to remove dirt and spills.
50



Burnish finished floor using electric burnisher.  Restore as required.
48



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12



Dust window treatments including horizontal and vertical blinds.
4



Vacuum fabric furniture.
4



Hot-water extract carpeted traffic lanes using approved equipment and supplies.
4



Damp wipe light fixture exteriors to remove stains, dust and cobwebs.
1



Wash trash containers to remove soil and stains.
1



Shampoo fabric furniture to remove soil and stains.
1



Completely strip and refinish floors, apply three coats of approved floor finish and
1



buff.



Machine scrub and recoat floors using approved floor finish.
1



Machine scrub hard surface floors.
1



Hot-water extract carpeted areas using approved equipment and supplies.
1



Fitness / Dressing Rooms





Annual



Task Description
Frequency



Remove dust and debris from hard floors.
250



Using an approved disinfectant, damp mop floors.
250



Apply approved disinfectant to exercise equipment contact surfaces, wipe dry.
250



Spot clean mirrors to remove fingerprints and smudges.
250



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250



required. Remove trash to designated area.



Police fitness areas and dressing rooms to spot clean, remove trash, and pick up debris.
250



Spot mop courts to remove visible dirt and spills.
200



Dust exercise equipment.
50



Damp mop or autoscrub courts to remove soils.
50



Damp wipe trash containers to remove soil and stains.
12



Machine scrub hard surface floors.
12



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4



Dust light fixtures to remove exterior dust and cobwebs.
1



Gym / Bleachers / Range





Annual



Task Description
Frequency



Empty general trash. Remove recycle to corridor. Replace liners when soiled or torn. Spot
250



clean as required. Remove trash to designated area.



Remove dust and debris from hard pool deck and wood court floors.
250



Clean and polish drinking fountains.
250



Spot clean mirrors to remove fingerprints and smudges.
250



Spot clean entrance door glass to remove spots and streaks.
250



Spot clean all horizontal and vertical surfaces.
250



Spot mop floors to remove visible dirt and spills.
150



Damp mop or autoscrub to remove soils.
100



Spot clean opened bleachers in gymnasium and return to closed position.
50



Dust furniture and spot clean all horizontal and vertical surfaces.
50



Dust areas above shoulder level and below knee level.
50



Damp wipe trash containers to remove soil and stains.
12



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12



Sweep under bleachers to remove paper and debris.
4



Hall of Fame / Gallery / Chapel





Annual



Task Description
Frequency



Dust mop floors with a water-based chemically treated dust mop.
250



Police hard floors to remove obvious litter and debris.
250



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250



required. Remove trash to designated area.



Spot mop floors to remove visible dirt and spills.
200



Vacuum carpeted traffic lanes and spot vacuum personal work spaces.
200



Spot clean carpet using approved carpet spotting equipment and supplies.
50



Dust furniture and spot clean all horizontal and vertical surfaces.
50



Fully vacuum all carpeted areas from wall to wall.
50



Damp mop floors to remove dirt and spills.
50



Apply restorer and burnish tile floors with electric-powered burnisher.
48



Dust areas above shoulder level and below knee level.
12



Vacuum under furniture, along edges and in corners with canister or backpack vacuum.
12



Dust window treatments including horizontal and vertical blinds.
4



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4



Vacuum fabric furniture.
4



Hot-water extract carpeted areas using approved equipment and supplies.
2



Machine scrub hard surface floors.
2



Wash trash containers to remove soil and stains.
1



Shampoo fabric furniture to remove soil and stains.
1



Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1



Janitor Closets





Annual



Task Description
Frequency



Clean janitors' room sinks and floors, organize shelves and inspect equipment.
250



Damp wipe trash containers to remove soil and stains.
12



Machine scrub hard surface floors.
1



Library Space





Annual



Task Description
Frequency



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250



required. Remove trash to designated area.



Police carpets to remove obvious litter and debris.
250



Vacuum carpeted traffic lanes and spot vacuum personal work spaces.
200



Spot clean carpet using approved carpet spotting equipment and supplies.
50



Empty pencil sharpeners and return.
50



Dust furniture and spot clean all horizontal and vertical surfaces.
50



Fully vacuum all carpeted areas from wall to wall.
50



Dust areas above shoulder level and below knee level.
12



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4



Vacuum fabric furniture.
4



Hot-water extract carpeted areas using approved equipment and supplies.
4



Damp wipe light fixture exteriors to remove stains, dust and cobwebs.
1



Shampoo fabric furniture to remove soil and stains.
1



Wash non-fabric furniture.
1



Wash trash containers to remove soil and stains.
1


Living Areas / Apartments





Annual



Task Description
Frequency



Provide additional services as required due to the unpredictable nature of campus and
365



student needs



Empty general and recyclable trash, replace liners when soiled or torn.  Remove trash to
1



designated area.



Clean kitchen including sinks, counters, cabinets and walls.
1



Dust and damp wipe refrigerator exterior.
1



Dust and damp wipe stove exterior.
1



Clean refrigerator interior using approved cleaner.
1



Clean stove interior using approved cleaner.
1



Fully vacuum all carpeted areas from wall to wall.
1



Dust mop hard and vinyl floors with a water-based chemically treated dust mop.
1



Dust furniture and spot clean all horizontal and vertical surfaces.
1



Dust areas above shoulder level and below knee level.
1



Vacuum fabric furniture. Wipe clean all hard surface furniture.
1



Damp wipe trash containers to remove soil and stains.
1



Perform all restroom cleaning procedures; apply germicidal cleaner to all fixtures, refill
1



dispensers, empty trash and replace liners, spot clean mirrors and partitions, wipe fixtures



clean, sweep and mop floors with germicidal cleaner.



Clean and disinfect tub & shower walls, fixtures, and other surfaces.
1



Hot-water extract carpeted areas using approved equipment and supplies.
1



Shampoo fabric furniture to remove soil and stains.
1



Completely strip and refinish all vinyl floors, apply three coats of approved floor finish and
1



buff.



Machine scrub hard surface floors to include restrooms.
1



Machine wash walls using approved cleaner.
1



Loading Dock / Receiving





Annual



Task Description
Frequency



Dust mop or sweep hard-surface floors.
250



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250



required. Remove trash to designated area.



Spot mop floors to remove visible dirt and spills.
200



Damp mop or autoscrub to remove soils.
50



Wash trash collection bins to remove soil and buildup.
4



Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1



Offices, General





Annual



Task Description
Frequency



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250



required. Remove trash to designated area.



Dust mop floors with a water-based chemically treated dust mop.
250



Spot clean carpet using approved carpet spotting equipment and supplies.
250



Spot mop floors to remove visible dirt and spills.
200



Spot clean telephones and sanitize receivers.
50



Damp mop floors to remove dirt and spills.
50



Dust furniture and spot clean all horizontal and vertical surfaces.
50



Fully vacuum all carpeted areas from wall to wall.
50



Dust areas above shoulder level and below knee level.
12



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12



Dust window treatments including horizontal and vertical blinds.
4



Vacuum fabric furniture.
4



Machine scrub hard surface floors.
2



Shampoo fabric furniture to remove soil and stains.
1



Damp wipe trash containers to remove soil and stains.
1



Completely strip and refinish floors, apply three coats of approved floor finish and
1



buff.



Machine scrub and recoat floors using approved floor finish.
1



Dust window treatments including horizontal and vertical blinds.
1



Hot-water extract carpeted areas using approved equipment and supplies.
1



Porch / Patio





Annual



Task Description
Frequency



Dust mop floors with a water-based chemically treated dust mop.
250



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250



required. Remove trash to designated area.



Dust furniture and spot clean all horizontal and vertical surfaces.
50



Wash trash containers to remove soil and stains.
1



Restrooms / Lockers / Showers




Annual



Task Description
Frequency



Perform all daily cleaning procedures; apply germicidal cleaner to all fixtures, refill/clean
250



dispensers, empty trash/replace liners, spot clean mirrors, walls, horizontals and



partitions, wipe fixtures clean, sweep and mop floors with germicidal cleaner.



Police restrooms; remove debris, spot clean fixtures, mirrors and floors, replenish supplies.
250



Clean and disinfect shower walls, fixtures, and other surfaces.
250



Spot clean carpet using approved carpet spotting equipment and supplies.
50



Clean floor drain surfaces, remove debris and pour water to flush drain.
50



With a germicidal cleaner, completely damp wipe restroom partitions including high/low
50



areas.



Dust and spot clean exterior of lockers.
50



Damp wipe trash containers to remove soil and stains.
12



Wash restroom walls with germicidal cleaner.
12



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12



Machine scrub restroom floors with germicidal cleaner.
4



Hot-water extract carpeted areas using approved equipment and supplies.
1



Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1



Wash locker interiors using germicidal cleaner.
1



Shop Area / Studio





Annual



Task Description
Frequency



Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250



required. Remove trash to designated area.



Dust mop floors with a water-based chemically treated dust mop.
250



Spot clean entrance door glass to remove spots and streaks.
250



Spot clean all horizontal and vertical surfaces.
250



Spot mop floors to remove visible dirt and spills.
200



Damp mop floors to remove dirt and spills.
50



Dust areas above shoulder level and below knee level.
12



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4



Burnish finished floor using electric burnisher.
4



Wash non-fabric furniture.
1



Completely strip and refinish floors, apply three coats of approved floor finish
1



and buff.



Wash trash containers to remove soil and stains.
1



Machine scrub and recoat floors using approved floor finish.
1



Dust window treatments including horizontal and vertical blinds.
1



Stairwells





Annual



Task Description
Frequency



Police stairs for litter.
250



Sweep and damp mop stairways, dust vertical and horizontal surfaces and spot clean.
50



Spot clean carpeted stairs using approved carpet spotting equipment and supplies.
50



Vacuum stairways, dust vertical and horizontal surfaces and spot clean.
50



Sweep or dust mop stairs, dust vertical and horizontal surfaces and spot clean.
50



Using a hot-water extraction system, fully clean carpeted stairs.
1



Scrub hard surface stairways.
1



Strip and refinish stairways.
1



Storage / Stock Areas





Annual



Task Description
Frequency



Dust or vacuum air vents to remove loose dust, soil and cobwebs.
2



Damp mop or autoscrub to remove soils.
2



Dust mop or sweep hard-surface floors.
2



Fully vacuum all carpeted areas from wall to wall.
2



Dust furniture and spot clean all horizontal and vertical surfaces.
2



Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1



Hot-water extract carpeted areas using approved equipment and supplies.
1



Trash Areas





Annual



Task Description
Frequency



Dust mop or sweep hard-surface floors.
250



Remove trash to designated area.
250



Spot mop floors to remove visible dirt and spills.
200



Damp mop floors to remove dirt and spills.
50



Machine scrub hard surface floors.
12



Machine wash walls using approved cleaner.
6



Damp wipe light fixture exteriors to remove stains, dust and cobwebs.
1



Weekend Services





Annual



Task Description
Frequency



Provide cleaning and policing services as required for dining halls, break areas, library,
100



fitness, restrooms and other assignments by supervision. 
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_1520757240.xls
Academic Buildings

		Umass Lowell

		Academic Building Staffing Worksheet

		Building:

		Date:

		Input by:

		Building's Total Square Footage:		0

				Square Footage																																								Fixture								Special Requirements										Comments

		Area Type		Corridors		Multi Purpose Rooms		Entrances & Lobbies		Lounges		Janitor Closets		Break / Kitchenettes		Medical / Childcare		Laboratories		Classroom		Dining		Library / 24 Hr Computer Areas		Library Carrels		Conference & Executive Areas		General Office Areas		Fitness Areas		Shop		Theater / Auditorium Areas		Locker Rooms		Receiving and Docks		Utility and Storage Areas		Elevators		Restrooms - Fixture Count		Restrooms - Shower Count		Stairwells		Weekend Duties		Floaters / Absentee Replacement		Day Portering / Policing		Other Special Requirements		DAILY TOTALS

		User Input (Square Feet or Fixture Count)		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Staffing Need: Hours		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00										0.00

		Staffing Need: FTE's		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		Instructions:

		- User should only input data in cells highlighted in bright yellow; totals will automatically be calculated

		- Begin by inputing the building name, the date, the user name and the total square footage of the building (rows 4 through 7)

		- For Area Types listed under the "Square Footage" heading, user inputs the total square feet of each area type in the building being workloaded

		- For Area Types listed under the "Fixture" heading, user inputs the appropriate total fixture count of each area type in the building being workloaded

		For example, the user would input the total number of elevators in the "Elevators" area type, or the total number of restroom fixtures (toilets, sinks

		and urinals) in the "Restrooms - Fixture Count" area type

		- Complete the "Special Requirements" section as follows:

		Weekend Duties: Convert your total weekend hours into hours per day (just divide the total by 5) and type that number in this area. Example: 20 hours of weekend work equates to 4 hours per day (20 / 5 = 4)

		Floaters / Absentee Replacement: type in how many floater or absentee replacement hours per day are needed

		Day Portering / Policing: type in how many additional hours per day are need for day portering or policing duties

		Other Special Requirements: type in how many hours per day are needed for other special requirements that are unique to this building (example: bleacher or gym cleaning, special labs or high tech areas, etc.).  Be sure to explain those special requirements in the "Comments" section.

		- After completing the "Square Footage", "Fixture" and "Special Requirements" sections, the user will be able to see the total amount of hours and

		FTE's required for daily cleaning of the building (column AD).  Core recommends rounding up to the nearest half FTE to determine your final staffing

		level.  It is then the user's responsibility to determine how to use those resources.  For example, if the total calculated staffing level is 3.89 FTE, the

		user may want to staff with 4 full-timers, or perhaps 2 full-timers and 4 half-timers, etc.

		- Insert any special notes, comments or explanations in the "Comments" section at the end of the spreadsheet





Res Life

		Umass Lowell

		Resident Life Staffing Worksheet

		Building:

		Date:

		Input by:

		Building's Total Square Footage:		0

				Square Footage																										Fixture								Special Requirements										Comments

		Area Type		Corridors, Carpet		Corridors, Hard Surface		Entrances & Lobbies		Lounges		Janitor Closets		Break / Kitchenettes		Laundry Rooms		Receiving		Primary Areas		General Areas		Fitness Areas		Trash Rooms / Trash Collection		Utility Rooms		Elevators		Gang Restrooms - Fixture Count		Gang Restrooms - Shower Count		Stairwells		Weekend Duties		Floaters / Absentee Replacement		Trash Collection		Other Special Requirements		DAILY TOTALS

		User Input (Square Feet or Fixture Count)		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Staffing Need: Hours		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00										0.00

		Staffing Need: Full-Time Equivalents		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		Instructions:

		- User should only input data in cells highlighted in bright yellow; totals will automatically be calculated

		- Begin by inputing the building name, the date, the user name and the total square footage of the building (rows 4 through 7)

		- For Area Types listed under the "Square Footage" heading, user inputs the total square feet of each area type in the building being workloaded

		- For Area Types listed under the "Fixture" heading, user inputs the appropriate total fixture count of each area type in the building being workloaded

		For example, the user would input the total number of elevators in the "Elevators" area type, or the total number of residence restroom fixtures (toilets, sinks

		and urinals) in the "Residence Restrooms - Fixture Count" area type

		- Complete the "Special Requirements" section as follows:

		Weekend Duties: Convert your total weekend hours into hours per day (just divide the total by 5) and type that number in this area. Example: 20 hours of weekend work equates to 4 hours per day (20 / 5 = 4)

		Floaters / Absentee Replacement: type in how many floater or absentee replacement hours per day are needed

		Trash Collection: type in how many additional hours per day of trash collection is required (the workload already assumes 1 hour per 25,000 square feet; see formula under Trash Rooms).

		Other Special Requirements: type in how many hours per day are needed for other special requirements that are unique to this building.  Be sure to explain those special requirements in the "Comments" section.

		- After completing the "Square Footage", "Fixture" and "Special Requirements" sections, the user will be able to see the total amount of hours and

		FTE's required for daily cleaning of the building (column W).  Core recommends rounding up to the nearest half FTE to determine your final staffing

		level.  It is then the user's responsibility to determine how to use those resources.  For example, if the total calculated staffing level is 3.89 FTE, the

		user may want to staff with 4 full-timers, or perhaps 2 full-timers and 4 half-timers, etc.

		- NOTE: Student living areas are ommitted from this analysis, as those areas are only cleaned once per year during the summer turnover season.

		- Insert any special notes, comments or explanations in the "Comments" section at the end of the spreadsheet






_1512191278/UML Training Modules.zip


Mod 1 - Trash Removal with Green Clean.pdf




 



  
 1 



Module One:  Trash Removal 
 



 



Objectives: 



 



At the end of Section One:  Trash Removal, participants will be able to do the following: 



 



• Identify the materials and equipment needed for trash removal. 



• Complete trash removal set up procedures 



• Complete trash removal procedures for general office space, laboratories, rest rooms and 



elevator lobbies. 



• Complete recycling material removal procedures for general office space, mailrooms, copy 



rooms and common areas. 



 



Materials and Equipment:  



  



Large liners (for trash barrel) Brute barrel 



Small liners (for waste baskets) Scooper spoon 



White cloth Trash hamper  



All purpose cleaner Receptacle 



Recycling container Rubber gloves 



 



 



Trash removal is a part of the cleaning routine that consists of removing and dumping the trash 



from all designated areas, the cleaning and relining of dirty receptacles, removal and collection 



of recyclable materials and return of the receptacles to their original position. 



 



Trash removal requirements may vary from location to location, but the following are the most 



common areas that are included in trash removal: offices, copy machine rooms, elevator lobbies, 



kitchens, computer areas, cafeterias, and lab areas. 



 



In many locations, trash removal includes the collection and removal of recyclable materials 



such as office paper, newspaper, cardboard, cans and bottles. 



 



PROCEDURES 



 



Set Up 



 



• Take materials and equipment from the closet. 



• Stock the trash barrel with large and small liners. 



 



 



Procedures for Trash Removal 



 



• Move counter-clockwise through the space. 



• Bring the trash/recycling barrel at all times. 



• Pick up receptacle and empty trash. 
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• Compact the trash.  Do not push trash down with hands to avoid sharp objects or needles 



from puncturing skin.  Use an empty waste basket to push the trash down. 



• Examine receptacle for any spills, stains and leftover food. 



• Clean the receptacle. 



• Examine liner and replace as needed. 



• Place the receptacle back in its original position. 



• Pick up the recycling receptacle and empty it into the correct barrel. 



• Place the recycling receptacle back in its original position. 



• A piece of plastic (opened-up liner) must be placed on the floor before the trash bags are put 



down at the collection point to prevent carpet stains from leaks in the trash bags. 



• Empty the trash barrel, tie the bags and leave them at the collection point. 



• Empty the recyclable materials into the appropriate collection receptacle. 



• Return materials and equipment to the closet. 



 



CHECK ALL WORK 



 



Rest Room Trash Removal 



 



• Empty the towel dispenser trash receptacle. 



• Return the receptacle to its original position. 



• Empty trash barrel can. 



• Return materials and equipment to the closet. 



 



CHECK ALL WORK 
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Module Two:  Dusting/Surface Cleaning 
 
 
Objectives: 
 
At the end of Section Two:  Dusting/Surface Cleaning, participants will be able to do the 
following: 
 
• Explain what to dust and what not to dust. 
• Explain and understand the differences between complete dusting, light dusting and periodic 



dusting. 
• Identify the materials and equipment needed for dusting. 
• Complete dusting set up procedures. 
• Demonstrate use of the wool/poly duster. 
• Complete dusting procedures for chairs/chair bases, picture frames, venetian blinds, window 



glass and baseboards. 
• Demonstrate unequivocal understanding that no liquids or unknown substances are to be 



cleaned unless tested and approved by certified personnel, (i.e., Environmental Health & 
Safety).  



 
 
Materials and Equipment:  
  
Dry white cloths Duster (polyester or wool) 
Damp white cloths Twin pail 
All purpose cleaner Step ladder 
Water Treated dust cloths 
Glass cleaner Extension duster 
 
 
Dusting is one of the basic general cleaning functions performed in tenant and common areas 
and entails dusting and spot cleaning laboratory benches, furniture – desks, chairs, tables, 
bookcases, sofas, equipment such as vending machines, coffee machines, copy machines, 
telephones, computers (but not keyboards), typewriters and items such as picture frames, 
partitions, window sills, venetian blinds, ceiling vents and grills, overhead light fixtures, doors, 
door frames and door jambs, walls, baseboards and file cabinets. 
 
There are three types of dusting/surface cleaning 
 
1. Complete dusting:  everything is to be dusted, moving items, except personal items, work 



papers and keyboards, in order to dust and clean under them.  All items must be returned to 
their original location.  This procedure includes spot cleaning of desks and other surface. 



2. Light Dusting:  quickly dusting over surfaces, hitting the open spaces. 
3. Periodic dusting:  high dusting of ledges or other hard to reach places are done as frequently 



as is specified in the contract. 
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PROCEDURES 
 
Set Up 
 
1. Employees should never use a chemical without proper training. 
2. Chemical use at a location should never be changed without written approval from client 



and/or manager. 
3. Fill one side of twin pail with water. 
4. Store the remaining equipment in the other side. 
5. The duster is used to remove dust from all areas being cleaned. 
6. White cloths/rags are used with proper chemical to spot clean spills and stains. 
7. The white cloths are rinsed in the water in the twin pail. 
8. Glass cleaner is used to spot clean glass. 
9. All purpose cleaner is used to spot clean desks, counters, etc. 
10. Alcohol, bleach or other approved chemical (see client or lab requirement) is used to clean 



laboratory benches furniture – chair, desks, etc. 
11. Glass cleaner and all-purpose cleaner must be sprayed on to the cloth, not directly on the 



surface being cleaned. 
12. The step ladder is used to reach high areas, such as cabinet tops, ledges and light fixtures. 
 
 
Procedure for Dusting 
 
• Proceed counter-clockwise from the janitorial closet to the first desk, office or area.  Coming 



out of the janitorial closet, go to the left. 
• Always dust using a top to bottom and outward and away from the surface being cleaned 



using a back and forward movement. 
• Chairs should be cleaned from top to bottom using a horizontal and vertical motion. 
• Picture frames are fragile and require special care.  Hold the bottom of picture with one hand 



and clean with the other.  Start with the top of frame, then dust the sides and bottom.   
• NEVER DUST OR CLEAN A PICTURE OR FRAMED ARTICLE THAT IS NOT 



COVERED WITH GLASS. 
• Venetian blinds are cleaned with a top to bottom, side-to-side pattern. 
• Window glass is dusted top to bottom, side-to-side.  Remove fingerprints with glass cleaner 



sprayed on a rag. 
• Baseboards are cleaned by dusting the top first then the broad side. 
• Desk tops and credenzas are cleaned by a light motion with the point of the duster.  Hold 



personal items down with one hand and clean around them. 
• Glass partitions should be dusted with a top to bottom, side-to-side motion and spot cleaned 



as needed. 
• Telephones should be dusted first and then the receiver should be cleaned with all purpose 



cleaner/disinfectant. 
• Countertops, work stations, desk tops, cabinets and other furniture should be dusted 



thoroughly then spot cleaned as needed. 
 
CHECK ALL WORK 
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Module Three:  Vacuuming 



 
 
Objectives: 
 
At the end of Section Three:  Vacuuming, participants will be able to do the following: 
 
• Identify the materials and equipment needs for vacuuming. 
• Understand and explain the fives type of vacuuming. 
• Describe the upright or beater bar vacuum and complete set up procedures and full operating 



procedures for using the upright or beater bar vacuum. 
• Describe the light suction (edge) vacuum and complete set up procedures and full operating 



procedures for using the light suction vacuum 
• Describe the heavy duty suction vacuum and complete set up procedures and full operating 



procedures for using the heavy duty suction vacuum. 
 
Materials and Equipment: (*)  
  
Light suction vacuum (edge vacuum) Upright vacuum 
     with hose nozzle and attachments Belts 
     (crevice/upholstery) Beater bars 
Heavy duty suction vacuum  Brushes 
     with hose nozzle and attachments Vacuum bag 
 
Vacuuming is cleaning of debris from carpeted areas.  There are five types of vacuuming: 
 
1. Full Vacuuming – Vacuuming from wall-to-wall using an upright vacuum. 



 
2. Traffic Lane Vacuuming – Vacuuming traffic lanes and adjacent exposed areas. 
 
3. Spot Vacuuming – Vacuum only spots or small areas. 
 
4. Edge Vacuuming – Vacuum the carpet edges and areas inaccessible by an upright vacuum.  



Edge vacuuming should be done periodically depending on the needs to the customer.  Use 
an edge vacuum and attachments. 



 
5. Upholstery Vacuuming – Use an edge vacuum and crevice or upholstery tool to vacuum 



fabric covered chairs and sofas. 
 
To vacuum an office 
 
• Go behind the desk.  Pull out the chair and move wastebasket and other light items on the 



floor. 
• Vacuum the entire office using a “V” or “W” pattern for overlapping. 
• Start at the corners and move inward toward the center. 
• Vacuum behind the office door. 
• Replace chair and other items. 
To vacuum a hallway or an open area 
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• Vacuum from wall-to-wall using a “V” or “W” pattern for overlapping. 
 
Customer requirements and specifications for vacuuming may differ from one account to 
another.  The most common requirement for vacuuming is traffic lane vacuuming and spot 
vacuuming nightly and full vacuuming and edge vacuuming periodically or to follow supervisor’s 
instructions in order to meet the customer’s needs. 
 
 
PROCEDURES 
 
 
Procedure for using an upright vacuum (beater bar vacuum) 
 
The upright vacuum has four main parts: 
• Handle 
• Bag attachment 
• Vacuum 
• Cord 
 
 
Set Up 
 
• Never use a vacuum or extension cord with a missing ground prong to prevent electrocution. 
• Get the vacuum out of the closet. 
• Step onto the handle release pedal to lower handle from the upright position. 
• Plug the vacuum into the wall socket by holding the plug itself, not the cord.  Be sure the 



plug has an adapter or third (ground) prong. 
 
 
Procedure to Use the upright vacuum 
 
• Check the bag and empty if necessary. 
• Vacuum using a “V” or “W” pattern for overlapping. 
• Start at the corners and move inward toward the center. 
• Make sure the cord remains slack and stays behind so it does not get caught under objects on 



the floor or under the vacuum. 
• Walk backward or forward while holding onto the cord with one hand and vacuum handle 



with the other. 
• Check the bag and empty the vacuum bag into the trash if necessary. 
• When finished vacuuming, rewind the cord and return the vacuum to the closet. 
 
CHECK ALL WORK 
 
 
 
 
Procedure for using a backpack vacuum  (canister) 
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Set Up 
 
• Never use a vacuum or extension cord with a missing ground prong to prevent electrocution. 
• Get the vacuum out of the closet. 
• Attach crevice tool as needed.  Connect the hard plastic adapter to the vacuum.  Adapters 



vary from vacuum to vacuum.  In some cases, the hose hooks up simply by inserting the 
adapter end into the vacuum.  In others, the adapter must also be twisted to lock it into place.  
Connect any other metal or plastic tubes as needed.  Connect the crevice tool to the end of 
the tube. 



• Plug the vacuum into the wall socket by holding the plug itself, not the cord.  Be sure the 
plug has an adapter or third (ground) prong. 



 
 
Procedure to Use the Backpack Vacuum 
 
• Check the bag and filter and empty if necessary. 
• Vacuum using a “V” or “W” pattern for overlapping. 
• Start at the corners and move inward toward the center. 
• Make sure the cord remains slack and stays behind so it does not get caught under objects on 



the floor or under the vacuum. 
• Walk backward or forward while holding onto the cord with one hand and vacuum wand 



with the other. 
• Check the bag and empty the vacuum bag into the trash if necessary. 
• When finished vacuuming, rewind the cord and return the vacuum to the closet. 
 
CHECK ALL WORK 
 
 
Procedure to use the light duty suction vacuum or backpack (edge vacuum)  
 
• Attach crevice tool or upholstery tool as needed.  Connect the hard plastic adapter to the 



vacuum.  Adapters vary from vacuum to vacuum.  In some cases, the hose hooks up simply 
by inserting the adapter end into the vacuum.  In others, the adapter must also be twisted to 
lock it into place.  Connect any other metal or plastic tubes as needed.  Connect the crevice 
tool or upholstery tool to the end of the tube. 



• Use a backward/forward motion to get into corners with the crevice tool. 
• Use a side-to-side motion under desks and other hard to reach places. 
• Use a backward motion with the upholstery tool on chairs, sofas and partitions. 
 
CHECK ALL WORK 
 
 
Procedure to use the heavy-duty suction vacuum 
 
• The heavy-duty suction vacuum is used when there is excessive debris on the carpet or floor. 
• Use procedures similar to the edge vacuum. 
• Attach the crevice tool for hard to reach spots. 
• Use a backward/forward movement of the vacuum while walking forward. 
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CHECK ALL WORK 
 
 
Procedure to empty the vacuum bag (for Upright Vacuum) 
 
• The bag should be emptied at the end of every shift (or as often as needed) for the vacuum to 



operate effectively. 
• Unclip the vacuum bag spring from the cord retainer and unclip the bag adapter from the 



vacuum.   
• Slide the bag clip off the bag (note that the clip only moves one way because one end of the 



clip is closed-ended). 
• Place the top, open side of the bag into an empty small trash liner.  Keep the opening of the 



liner closed with the bag inside to avoid creating free dust when shaking out the bag. 
• When it is empty, replace the bag by clamping the bag adapter and bag back onto the bottom 



of the vacuum.  Lock it into place. 
• Resecure the bag spring onto the cord retainer. 
 
 
Procedure to empty the heavy-duty suction vacuum bag 
 
The heavy-duty vacuum requires that both its bag and a tank that is part of the vacuum be 
emptied regularly.  The tank collects large objects such as nails and paper clips while the bag 
collects regular carpet dirt.  The bag and the tank are emptied at the same time. 
 
• Unhook the spring on top of the bag from the bag holder. 
• Unscrew the fly nut beneath the bottom of the bag on the top vacuum snout. (Notice that 



there is a tube extending about 3 inches inside the bag.) 
• Grasp the bag and the short tube at the same time.  Twist to the left to release the bag from 



the vacuum. 
• Slide the plastic clip off the bag and place the open side of the bag into a large trash liner.  Be 



sure the bag is inside the liner and the liner opening is kept closed to ensure that free dust is 
not spilled.  Tie the trash liner and throw away. 



• Slide the plastic clip back on top of the vacuum bag and set it aside.  Unscrew the fly nut on 
the front snout of the vacuum and release the hose by twisting to the left to begin emptying 
the tank. 



• Lift the vacuum over a small (24”) office trash basket with a liner.  Tilt it forward into the 
trash basket and shake it out.  Discard the trash liner.  Replace with a new trash liner. 



• Reconnect the hose by inserting and twisting to the right.  Screw the fly nut back on. 
• Hold the vacuum bag by the tube and align with the top snout.  Twist to the right to lock it 



into place.  Screw the fly nut back on.  Hook the bag back onto the spring holder. 
 
 
 
 
 
Procedure to replace the beater bar brush and belt (Upright Vacuum) 
 
When the belt breaks or the brush is worn down, use the following procedure to replace. 
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• Unplug the vacuum at the outlet and lay it flat on the floor with brush side facing up. 
• Be careful. The internal shaft and other metal parts may be hot. 
• Remove the beater brush cover plate by unclipping the two clips that hold it in place.  Set it 



aside. 
• Remove the broken belt if it still remains.  If only replacing a worn brush, loosen the belt 



from the fan pulley. 
• Kneeling in front of the machine, place each thumb down inside in front of the beater bar 



brush.  Notice the position of the rubber fittings that hold the bar in place.  These need to be 
in the same position when the beater bar brush is replaced.  Notice also that the left side of 
the beater bar brush is longer than the right. Hold onto the plastic front of the vacuum with 
the remaining fingers on each hand.  This will help provide leverage to pull out the beater 
bar.    The long side must be on the left when the brush is replaced or the brush will operate 
backwards. 



• Put a new belt on the beater bar brush and insert the new beater bar and belt as described in 
the previous step.  Press down on the two rubber end fittings holding onto the front of the 
vacuum case for leverage. 



• Grasp the belt and twist hand to the left to be sure to align it properly.  Stretch the belt back 
over the fan pulley.  Notice that when the belt is in its correct place, it is aligned over the 
groove in the plastic below it. 



• Place the cover plate back over the beater bar brush/belt. 
• Insert the front of the plate into the two plastic holders on the front of the vacuum.  Place the 



cover plate back over the beater bar brush/belt.  Lock the two clips in place. 
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MODULE FOUR:  MOPPING 



 
Objectives: 
 
At the end of Section Four:  Mopping participants will be able to do the following: 
 
1. Understand and explain the differences between dry mopping, damp mopping and wet 



mopping procedures. 
2. Identify the materials and equipment needed for mopping. 
3. Complete the dry mop procedures to set up, to use and to change the dry mop head. 
4. Complete the wet mop procedures to set up, to use and to change the wet mop head. 
5. Demonstrate unequivocal understanding that no liquids or unknown substances are to be 



cleaned unless tested and approved by certified personnel, (i.e., Environmental Health & 
Safety).  



  
Materials and equipment:  
  
Floor detergent Broom 
Wet mop Dry mop 
Brute barrel Bucket and wringer 
Dust pan Counter brush 
Scraper “Wet Floor” signs 



 



 



 
Mopping is one of the basic general cleaning functions and entails cleaning all types of hard-
surface floors such as VCT (tile), ceramic tile, raised tile, linoleum, Pirelli, marble, wood/parquet 
floors, polished granite/granite and painted cement. 
 
There are three types of mopping:  dry mopping, damp mopping and wet mopping.  Dry 
mopping is a dry process of cleaning floors and requires a flat, short-string mop.  Damp mopping 
and wet mopping both require a loose, long-string mop. 
 
The condition of the floor will determine which type of mopping to use.  Dry mopping is 
generally used for picking up surface dirt or dust.  Damp mopping is used for light washing.  Wet 
mopping is used to wash floors with heavy soil build up.  Damp mopping requires that the mop 
be almost completely wrung out, while wet mopping requires use of a soaked mop that is wrung 
out only slightly. 
 
 
Dry mop set up procedure: 
 
• Take the materials and equipment out of the janitorial closet. 
• The dry mop is used for dry mopping. 
• The broom is used for sweeping hard-surface floors. 
• The dust pan and counter brush are used to pick up the pile of dirt and debris that is collected 



after dry mopping or sweeping. 
• The scraper is used to remove gum or similar substances from the floor surface. 
• The brute barrel is for disposing of the dirt that is picked up. 
Procedure to dry mop 
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Edges: 
 
• Start at the far corner and work backward toward the entrance. 
• Push dry mop straight forward along wall and baseboard edges. 
• Use a 45-degree angle around corners. 
• Shake out the mop and leave the dirt/dust in a pile to pick up later. 
 
Open areas: 
 
• Start at the far corner and work back toward the entrance. 
• Push the front of the mop forward. 
• Use a figure 8 pattern. 
• Do not lift mop off the floor. 
• Shake out the mop and leave the dirt/dust in a pile to pick up later. 
 
CHECK ALL WORK 
 
 
Procedure to change the dry mop head 
 
• Do not raise the mop head higher than waist level. 
• Disconnect the handle from the frame by pressing down on the clip that holds it onto the 



frame. 
• With the mop head in your hand, unsnap the button that holds the stainless steel frame in 



place. 
• Slip off the dirty mop, folding it over on itself so it will not create further dust when setting it 



aside. 
• Slide a clean mop head onto the frame.  Snap the button or tie as needed. 
• Reclip the handle to the frame. 
 
 
Damp Mop Set Up Procedure 
 
• Get supplies from janitorial closet. 
• Set up the “Wet Floor” signs in highly visible locations. 
• Fill bucket with water, add floor detergent according to manufacturer’s specifications. 
 
Procedure to damp mop: 
 
Damp mopping is used to clean floors where there is moderate daily traffic and moderate dirt 
build up. 
• Set out “Wet Floor” signs in highly visible locations. 
• Soak the mop in the water bucket and then place the mop inside the wringer.  Turn the mop 



clockwise with a twisting motion and push the wringer handle down two or three times to get 
a damp mop. 



• The mop should not be dripping when it is removed from the wringer. 
 
Edging: 
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• Start at the far corner and work back toward the entrance. 
• Walking sideways, run the damp mop along the bottom side of the baseboard, keeping the 



same side of the mop always facing in the same direction. 
• Wring out the mop after 8-10 passes or as needed. 
 
Open area: 
 
• Start at the far corner and work back toward the entrance. 
• Walk backward moving the mop in a figure “8” pattern. 
• Keep the width of the mop pass at about 5-6 feet. 
• A backward movement is required to keep from walking on the wet floor. 
 
CHECK ALL WORK 
 
 
Procedure to wet mop: 
 
Wet mopping is used to clean floors where there is heavy daily traffic and significant dirt build 
up. 
 
Wet mopping and damp mopping require the same tools and the same procedures 
 
• Set up the “Wet Floor” signs in highly visible locations. 
• Employees are never to use a chemical without proper training. 
• Mix water with proper amount and type of chemical.  



o The type of floor determines proper chemical and area employee is working in. 
o Manufacturer determines amount of detergent/chemical used.  See product label for 



instructions. 
• Chemical use at a location should never be changed without written approval from client 



and/or manager. 
• Soak the mop in the water bucket, place the mop inside the wringer, turn the mop in a 



clockwise twisting motion, press the handle down one time, then apply the mop to the floor 
• Start at the far corner and work backward toward the entrance. 
• Proceed to wash the floor in a figure “8” pattern. 
• Put the mop back in the bucket and rinse it off.  Place the mop in the in the wringer, wringing 



it as dry as possible. 
• Follow the same figure-8 pattern to pick up the excess water, turning the mop over to use 



both sides. 
• Continue in this manner until all of the excess water is removed from the floor surface. 
• At the end of the shift, wheel the bucket and mop back to the janitorial closet for final 



cleaning. 
• Empty the dirty water from the bucket.   
• Refill the bucket with clean water, place the mop in the bucket and wash the mop.  
• Wring out the mop until it is not dripping.   
• Empty the bucket one last time.   
• Leave the mop in the bucket with the mop head facing up or hang the mop to dry. 
 
CHECK ALL WORK 
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Procedure to Change the Wet Mop Head 
 
• Invert the handle so that the screw clamp base is at eye level.  Unscrew the fly-nut or screw 



until the mop will easily come out of the clamp. 
• Put this mop aside for cleaning or to be thrown away.  Take a clean mop head, being sure it is 



folded.  Put it in the clamp, checking to be sure it is on straight. 
• Firmly tighten the fly-nut or screw in a clockwise direction. 
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Module Five:  Restroom Cleaning 
 
Objectives: 
 
At the end of Section Five:  Rest Room Cleaning participants will be able to do the following: 
 
• Identify the materials and equipment needed for restroom cleaning. 
• Explain and understand each of the steps in the 10-step sequence of restroom cleaning. 
• Explain how to stock and use the janitorial cart and supplies. 
 
 
Materials and Equipment:  
  
Janitorial cart Waxed paper bags 
Liners Double-sided bucket 
Brute trash barrel Wool duster 
Clean white cloths Johnny mop 
Stainless steel cleaner Broom 
Glass cleaner Counter brush 
Non-acid bowl cleaner Scrubbing sponge 
All purpose cleaner Dust pan 
Paper towels Bucket on wheels 
Toilet tissue Wringer 
Sanitary napkins Wet mop 
Dispenser keys Step ladder 
Razor blade Wet Floor/Do Not Enter signs 
Crème cleanser Doorstops 
Germicidal cleaner Mask 
Hand soap Rubber or latex gloves 
 
 
Restroom Cleaning combines a number of General Cleaning functions and is conducted 
daily.  These functions include: 
 
• Removing trash from towel dispenser and trash receptacles 
• High and Low Dusting – light fixture, ceiling air vents/grills, mirrors, partitions/partition 



tops, walls, dispensers, bright work, counter tops, molding, door surfaces, baseboards 
• Washing Porcelain units – wash basins, urinals and toilets 
• Spot Washing walls 
• Cleaning mirrors 
• Polishing bright work 
• Restocking supplies 
• Sweeping floors 
• Wet mopping (floor) 
• Filling tampon/sanitary napkin dispensers 
• Emptying disposal receptacle units 
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PROCEDURES 
 
Set Up 
 
• Take materials and equipment out of the janitorial closet. 
• Materials and equipment are transported to a restroom in one of two ways: 



a) Supplies are tied off in a plastic liner and are attached to the handle of a brute barrel or 
placed in the bottom of the brute barrel.  The remaining equipment is pushed to the rest 
room. 



or 
b) Supplies are place on a janitorial cart that also carries equipment. 



 
 
Procedure for Restroom Cleaning 
 
Note:  The overall pattern to use in cleaning a restroom is top-to-bottom or high-to-low areas.  If 
the employee works from bottom-to-top, dust and dirt will settle back on areas that have already 
been cleaned. 
 
Employees must wear gloves when cleaning restrooms. 
 
Overall Sequence for Restroom Cleaning 
 
 
1. Set up the Wet Floor signs in highly visible locations. 
2. Knock at door and announce self prior to entering. 
3. Enter the restroom and prop the door open using a doorstop.  
4. Pre-spray disinfectant on toilets, urinals, sinks, and door handles. 
• Begin by squirting or spraying a germicidal cleaner on the toilet seats and in toilet bowls in 



every stall and every urinal, and the door handles and push plates.  Allow it to remain on the 
surfaces to kill germs while cleaning the other stalls and fixtures. 



5. Remove the trash and fill dispensers. 
• Unlock the towel dispenser/trash receptacle and leave it unlocked until paper towels are 



restocked. 
• Remove the trash receptacle from its casing and empty it inside the brute barrel.  Examine 



the trash receptacle for any spills, stains or dirt, removing these as needed with a cloth and 
All Purpose Cleaner.  Put the receptacle back in place.  Empty the trash bag into the Brute 
Barrel.  Examine the bag for any tears, spills, odors and replace the bag when necessary. 



• Empty the tampon containers in the women’s restroom. 
• Refill dispensers as needed. Toilet tissue, paper towel and hand soap dispensers vary in each 



building.  See building specifications for type and directions.  Also refill the tampon and 
sanitary napkin dispensers in women’s rooms. 
 



6. Check for high dusting to include lights and vents. 
 
7. Sweep the floor. 



Begin at the stall farthest from the door and sweep the floor, moving towards the door.  
Sweep all the dirt into the dustpan using a counter brush.  Empty the dustpan into the brute 
barrel. 
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8. Clean toilets, walls and stainless steel in each stall.  Check partitions and stall walls for 
graffiti. 



• If toilet seat is NOT soiled please use the step a), otherwise use step b): 
a) Wipe the toilet seat with a clean cloth, or  
b) (Flush the toilet.  Flip the seat up.  Put the Johnny mop in the toilet to wet the mop.  



Put crème cleanser on the Johnny mop and clean the bottom part of the seat. 
• Put the Johnny mop in the toilet to wet the mop.  Put crème cleanser on the Johnny mop.  



Wash the top, walls and hole of the bowl with the Johnny mop.   
• Flush the toilet and rinse it again with the Johnny mop while the water is running, proceeding 



from the bottom of the toilet seat to the top, walls and hole of the bowl.  Flush again, place 
the seat back down.  Spray cleaner on a cloth and wipe the wall behind the toilet.  Clean all 
the bright work.  Lift up the seat and dry underneath it.  Dry the top of the bowl and under it.  
Place the seat up.  Flush again. 



• Use a clean damp cloth and pass it over the top edge of all the partitions, making sure to get 
the side chrome edges.  Spray cleaner on the cloth and wipe all partition sides.  Make sure to 
remove all stains and graffiti from partitions, paying special attention to areas close to urinals 
and toilets. 
 



9. Clean the urinals and stainless steel, including surrounding walls. 
• Flush the urinal.  Put the Johnny mop in the urinal to wet the mop.  Apply crème cleanser to 



the mop.  Scrub from the top to the bottom.  Clean the lip and the sides of the urinal.  Flush 
the urinal to rinse the crème cleanser. 



• Squirt cleaner on a clean damp cloth and wipe the entire outside urinal surface, beginning at 
the top and working down the sides to the bottom underside. 



 
10. Clean sinks, clean sink skirts, clean fixtures and clean mirrors. 
• Use the duster to remove dust from the mirror surface, paying attention to the top of the 



mirror.  If the mirror is splashed or dirty, spray glass cleaner on a clean cloth and clean the 
mirror surface with a side-to-side motion.  If paint, tape or similar substance is on the mirror, 
use a razor blade to remove it.  Use a clean cloth and all purpose cleaner to clean wash basins 
and countertops. 



• Use a dry cloth to dry and polish clean the wash basin fixtures. 
• Use a dry cloth to dry and polish clean the wash basin fixtures.  Using the same dry cloth, 



polish the chrome piping under the counter.  Inspect the area under the counter for stains or 
build-up.  If the walls are dirty, wipe clean.  Make sure to pass the cloth over the tops of the 
baseboards. 



• Clean the dispensers with stainless stainless steel cleaner sprayed on a clean cloth.  Do not 
use too much product as this could cause unnecessary build-up and a greasy appearance.  
Also, do not spray directly onto the dispenser surface, as overspray could cause discoloration 
and a gummy build-up on walls or floors. 



 
11. Clean entrance door. 
• Use the duster to remove dust from the door surface, paying attention to the door jam, door 



frames, and ventilation louvers. 
• Use a dry cloth to dry and polish the door handles and push plate. 
• Squirt glass cleaner on a clean damp cloth and wipe metal kick plates on the door. 
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12. Fill the floor drain. 
• Once a week pour a half gallon of water down the floor drain to prevent odor or sewer gas 



from backing up through an empty drain into the restroom. 
 



13. Wash the floor. 
• Make sure the wet floor sign is in a visible spot outside the restroom door. 
• Put water and soap in the bucket according to manufacturer’s specifications or supervisor’s 



instructions. 
• Soak the mop in the bucket; wring it out 1-2 times, leaving it wet.   
• Start mopping the floor from the farthest stall and continue wetting mop as needed.  



Carefully push the bucket and wringer out of the restroom. 
 



14. Close the door. 
• Return all supplies and equipment to the janitorial closet.  Remove bags of trash for disposal. 
• Rinse wet mop and hang to dry. 
• Empty water from mop bucket. 
• Wash and rinse the bucket and wringer. 



 
CHECK ALL WORK 
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Module Six:  Laboratory/Hazardous/Infectious Waste Removal 



 
 
Objectives: 
 
At the end of Section Six:  Laboratory/Hazardous/Infectious Waste Removal (HIW), participants 
will be able to do the following: 
 
• Identify the materials and equipment needed for waste removal. 
• Understand and adhere to the safety rules and regulations regarding hazardous/infectious 



waste removal. 
• Complete the waste removal set up procedures. 
• Complete the waste removal procedures. 
 
 
Materials and Equipment:  
  
Leak-proof gown/apron (if required) Germicidal cleaner 
Red Liners Trash collection receptacle 
Disposable rags Rubber gloves 
Recycling container Safety glasses 
Goggles Mask (if required) 
Chemical/detergent (per specific laboratory specifications)  
 
Laboratory/Hazardous/Infectious waste removal (HIW) must be performed with strict 
adherence to safety rules and regulations.  These procedures should be rigidly enforced to protect 
the health and safety of all. 
 
 
PROCEDURES 
 
Set Up 
 
• Take materials and equipment out of janitorial closet. 
• Put on personal protective equipment including face mask, goggles, gloves and leak-proof 



apron or gown.  
• Employees must know what PPE to wear prior to entering any laboratory, production area or 



storage area. 
 
 
Procedure for HIW Removal 
 
• Always wear gloves, a mask and goggles when removing HIW from any waste container or 



receptacle.  Do not handle trash with bare hands. 
• Pick up debris from designated areas and place in bio hazardous waste receptacle. 
• Twist the top of the bag and tie a knot while the designated red biohazard liner is still in the 



receptacle.    If unsure, ask your supervisor 
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• Do not push trash down with hands to avoid sharp objects or needles from puncturing skin.  
Use an empty waste basket to push the trash down. 



• If any sharp object is noticed should notify your supervisor immediately.  The sharp should 
be removed and placed in a designated sharps container. 



• Remove the trash from the receptacle by picking it up by the knot.  Carefully handle any 
trash bag once it has been removed from the receptacle.  It should be carried away from the 
body to prevent injuries. 



• Clean the trash receptacle or container with germicide and a disposable rag using the 
standard procedure:  the outer surface from top to bottom, then the inside surface from top to 
bottom. 



• Place a new red biohazard liner in the receptacle or container. 
• Remove the trash and place it in the designated trash room.  Trash room doors should be kept 



closed and locked at all times. 
• Remove personal protective equipment and dispose properly. 
• Employees who transport trash throughout a building must make sure that the gloves they are 



wearing are removed as soon as the trash is at its destination.  Only elevators designated for 
HIW removal should be used.  Employees removing HIW are never to operate elevators or 
open doors with gloves on. 



 
CHECK ALL WORK 
 



 
 
 
 



 
 












Mod 7 - Hard Floor Care.pdf




  
 1 



MODULE SEVEN:  HARD FLOOR CARE 
 
 
Introduction 
 
This module covers the care of Vinyl Composite Tile (VCT) and Restroom Ceramic Tile 
Floors and describes methods and procedures for scrubbing, stripping, sealing, finishing, 
spray buffing and spray buffing/recoating. 
 
A GFI Extension/Adapter must be used for each and every machine (rotary machine, high 
speed, wet vacuum, etc.) used in floor care at all times. 
 
SCRUB AND STRIP 
 
Hard Floor Care entails the cleaning and care of a variety of hard floor surfaces.  Two different 
methods are generally used:  scrubbing and stripping. 
 
Scrubbing is defined as the process to remove soil buildup from floor surfaces.   
 
Stripping is defined as the process used to remove completely sealer and/or finish from floor 
surfaces. 
 
The type and condition of each floor will determine the exact method and procedure to be used. 
 
 
SEAL AND FINISH 
 
Hard Floor Care also entails preparing a floor to have finish applied to it and then applying a 
final protective cover on the floor. 
 
Sealing is defined as an initial protective coating used to ensure better adhesion of the floor 
finish.  The sealer also allows the floor finish to last longer, because it acts as a buffer between 
the finish and the floor.  Finishing a floor refers to putting floor finish on the floor to achieve a 
final protective cover. 
 
 
SPRAY BUFF AND SPRAY BUFF/RECOAT 
 
Hard Floor Care also entails maintaining a good shine on the floor.  Two methods are used for 
this:  Spray Buff and Spray Buff/Recoat. 
 
Spray Buff is defined as the process used to maintain an existing shine by buffing the floor and at 
the same time applying a mixture of water/wax called Spray Buff.   
 
Spray Buff and Recoat is used when the floor has begun to lose its shine and that may be brought 
back by buffing it and then applying an additional one or two coats of finish. 
  
EQUIPMENT 
 
Buffing Machine (Low Speed:  175-375 RPM) 
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Description of Buffing Machine 
 
The Buffing Machine is made up of three parts:  handle, motor and scrub brush/pad drive. 
 
The handle has the following controls:  Off/On Switch, Safety Switch, Handle Release and 
connecting Electrical Cord. 
 
The OFF/ON SWITCH is actually a set of small grips located directed below handles used to 
control or direct the machine.   
 
The Safety Switch is usually located near the handles, although some older machines do not have 
a safety switch. 
 
The Handle Release is located at the bottom of the pole of the handle and is used to adjust the 
handle to a comfortable position.   
 
The Electrical Cord is found wrapped around the top part of the handle and its holder, which 
located on the lower half of the handle. 
 
The Motor sits on top of a round base.  Under this base is the attachment mechanism or motor 
clutch used to secure the Scrubbing Brush or Pad Driver in place. 
 
Surrounding the base is a rubber bumper.  In the back of the Motor are two wheels used for 
transporting the machine from one place to another. 
 
The Scrub Brush/Pad Drivers are circular-shaped discs ranging from 13” to 20” in diameter that 
are attached to the bottom of the machine.  The Scrub Brush is used for scrubbing floors. 
 
The Pad Driver is used to hold the pad which is used for Stripping. 
 
The Scrub Brush has a top and a bottom surface.  The top is flat, usually made out of wood, 
aluminum or hard rubber, with a three-prong opening in the middle.  The bottom is made up of 
stiff nylon bristle brushes.   
 
The Pad Driver has a top and bottom surface.  The top is flat and has a three-prong opening 
(Clutch Plate) in the middle.  The bottom is made of Velcro™ or short stiff bristles. 
 
 
 
Assembling the Buffing Machine 
 
• Make sure machine is unplugged from electrical outlet. 
• Tilt the buffing machine backwards so that it is lying on its handle, with the round motor 



base positioned vertically and facing toward employee.  At the bottom of the motor base is a 
three-pronged connector. 



• The scrub brush/pad drivers have a corresponding three-pronged opening for attachment to 
the buffing machine. 
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• Grasp the scrub brush/pad driver with the nylon/Velcro™ surface facing toward you and 
align it with the three-pronged connector.  Push it back into place.  When in place, the 
brush/driver will hold itself secure. 



• Give the scrub brush/pad driver a swift turn to the left in order to lock it.  If the scrubbing 
brush has been attached, the machine is ready for scrubbing use.  If the pad driver has been 
attached, attach a stripping pad to the bottom of the pad driver. 



• To do this, grasp the pad and center it, pressing it onto the Velcro™ or short bristles of the 
pad driver.  Another way to attach the pad is to lay the pad on the floor and line up the center 
of the pad driver with the center hole of the pad.  Then lower the buffing machine onto the 
pad. 



 
 
Wet Vacuum 
 
Description 
 
The wet vacuum is used in combination with the Buffing machine when scrubbing or stripping 
hard surface floors.  It is used for picking up water and cleaning chemicals from floors.  The wet 
vacuum can also be used in emergency flood conditions to extract large amounts of water from 
hard surface floors.  When used to pick up water or other non-flammable, non-corrosive, etc., 
liquids, be sure that the inside filter is removed from the machine before any liquids are 
introduced. 
 
The Wet Vacuum (Tank Vacuum) consists of three parts:  tank-motor, hose and t-shaped wand. 
  
• The tank and motor are part of the same unit, with the motor located above the tank.  Each is 



connected to the other and secured in place by two lock-clips.  The entire unit rests on four 
wheels so it can be moved from one place to another.  The electrical cord is attached to the 
casing that covers the motor.  Next to it is the off/on switch.  The handles for moving the 
machine are connected to the rear wheels directly behind the tank.  Usually the top part of the 
machine has handles. 



• The hose is usually 5-7 feet in length and is connected to the front of the machine. 
• The T-shaped wand is a wet vacuum tool combined with a 4 ½ foot tube. 
 
 
Assembling the Wet Vacuum 
 
Take the WET VACUUM to the area where it will be used and assemble as follow: 
 
• Make sure machine unplugged from any electric outlet. 
• Attach the hose to the front of the tank.  Notice that one end has a hard plastic adaptor that 



hooks up with the tank and the other end connects the hose with the T-Shaped Wand.   
• Check to see that the lock-clips are secure on the top of the machine and that the top is in 



place. 
• The vacuum will only operate if the top of the machine is properly placed, secure and the 



drain is tightly closed. 
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SCRUB – RESTROOM CERAMIC TILE 
 
 
Materials and Equipment:  
  
Buffing machine (Low Speed: 175-375 RPM) Stripping soap 
Wet vacuum Pad driver 
Neutralizer Dry mop 
Scrubbing brush Scraper 
Wet mop Steel wool/doodle bug 
Water bucket/wringer Wet floor sign 
Blue pad Counter brush 
Dust pan White rag 
Gloves Water 
 
 
PROCEDURES 
 
Set Up 
 
• Transport the materials and equipment to the area to be scrubbed. 
• Before starting, move all boxes, trash receptacles, chairs and light furniture out of the area or 



into one corner.  To pick up any large debris, sweep the floor.   
• Set up the Wet Floor signs in highly visible locations before laying down the Neutral 



Cleaner. 
 
 
Procedure to Scrub and Lay Down Neutral Cleaner 
 
• Fill one bucket with 4 gallons of cold water, the other with 2 gallons (half-way) of water.  



Use the bucket with 4 gallons of cold water to dilute Neutral Cleaner.  Use the other bucket 
with 2 gallons of clean water to wash residue after scrubbing. 



• Bring the two buckets to the area to be scrubbed.   
• Wheel the buffing machine and wet vacuum into the area to be scrubbed. 
• Dip the mop into the bucket with the neutral cleaner and put the neutral cleaner solution on 



the floor.  Do not use the wringer.   
• The exact amount will depend on the dirt buildup. 
• Start at the far corner and work back towards the entrance.  The Neutral Cleaner creates 



extremely slippery floor conditions and increases the chance of falling.  Be careful and make 
sure to maintain secure footing. 



• Place the mop back into the bucket and set it aside for use later, if needed. 
 
Procedure to clean corners and edges with Steel Wool or Doodle Bug and Scraper 
 
• Take a piece of steel wool or a doodle bug pad and scrub by hand all edges, corners and 



baseboards, using the scraper to reach into hard-to-reach places.  Use a side-to-side motion in 
applying the Steel Wool or Doodle Bug Pad to the edges and corners. 



• Start at one corner of the room and work around the entire area. 
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Procedure to Operate the Buffing Machine – General Guidelines: 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE BUFFING 
MACHINE 
 
Before starting the buffing machine, be aware of the hazards involved.  If the machine is not 
handled properly it can very easily damage furniture, walls, door, and injure anyone nearby.  In 
addition, the electrical cord of the machine should always be kept away from the moving parts of 
the machine.  The plug should always be kept dry and kept away from contact with the cleaning 
solution. 
 
• Attach the Pad Driver and Pad to bottom of the Buffing Machine.   
• Unwind the cord of the machine. Plug it into an electrical outlet making sure the outlet has a 



Ground Fault Interrupter (GFI) switch; if not, a GFI extension must be used to prevent 
electric shock. 



• Loosen the handle release in order to adjust the machine handle.  This is done by grasping the 
handle and pulling it up or pushing it down, depending on the machine. 



• Once the handle has been adjusted, lock the Handle Release back in place by moving the 
handle in the opposite direction.  The position of the handle is usually most comfortable and 
allows for easiest use of the machine when it is at waist level.  Keep in mind the Buffing 
Machine will suddenly jerk to one side or backwards when starting.  Hold it firmly. 



• Before starting, grasp the handles by placing one hand over each handle. Rest the handle on 
the top part of your thigh and secure the handle just below waist level. 



• Turn the machine on by gripping/pulling up the small handles.  Once the machine is on, it 
must be held in such a way that keeps it in balance or it will spin out of control.  To keep the 
machine in balance, lean into the machine and adjust your hands your hands so that the right 
hand pulls up and the left hand pushes down.  Keep this position constant. 



• When the machine is running in balance, holding the machine is fairly effortless.  If the 
machine is difficult to handle and requires considerable strength to control, the machine is 
being “muscled” and is being operated out of balance. 



• To move the machine to the left, push slightly down on the left or right handle, depending on 
the one that is most comfortable. 



• To move the machine forward or backward, walk slowly keeping the machine in balance.  
For removing excessive dirt or build-up, press down on the left or right handle to add extra 
force to the buffing action of the pad.  Using a side-to-side motion, scrub the edges before 
doing open areas. 



• Divide the whole floor into sections and complete each section before moving on to the next.  
When scrubbing open-areas, use a side-to-side motion, overlapping one or two times. 



 
 
Procedure to Operate the Wet Vacuum – (picking up dirt from the floor after being 
scrubbed) 
 
• Unwind the cord of the machine, plug it into an electrical outlet (making sure the outlet has a 



Ground Fault Interrupter (GFI) switch; if not, a GFI extension must be used to prevent 
electric shock) and start the wet vacuum.  . 



• Pick up the dirt/water/neutral cleaner by starting at the far corner of the area and working 
toward the front. 



• Draw the T-Shaped Wand backwards covering a 3-4 foot area of the floor. 
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• Repeat this backward, one-way pattern moving the T-shaped Wand to the area immediately 
next to this. 



• Repeat this pattern of vacuuming parallel areas until the whole area is complete. 
• Disconnect the electrical cord from the wall outlet.  Wrap the cord around the motor casing 



and set the Wet Vacuum aside. 
 
 
Procedure to Wet Mop the Floor to Remove Residue 
 
Start at the far corner and work towards the front. 
 
• Grasp the clean water bucket and wringer and using the mop, wash the Neutral Cleaner 



residue from the floor.  Use the same procedures and techniques for Edging and Open Area 
Mopping as outlined under the section on Wet Mopping. 



• Change the water in the bucket frequently in order to keep it clean.  
• Wait 10-15 minutes to give the floor enough time to dry. 
• Wash out the bucket and the mop after wet mopping the floor 
 
If the floor needs to be refinished, the procedures for applying floor finish are outlined at the end 
of this module. 
 
 
Procedure to Return Materials and Equipment 
 
• Wear gloves whenever touching chemicals.  
• Take all of the materials and equipment to the nearest janitorial closet. 
• Clean all mops by washing them out in the slop sink.  Begin by placing the mop under 



running water.  Let the water run through for a couple of minutes, twisting the mop until the 
water becomes clear.   



• Place the mop in the wringer, give it a half twist and wring it out. 
• Repeat these steps as needed for each mop and set each aside afterwards.  Be sure that all 



mops are thoroughly washed if they are to be used again.  Wash out all buckets and wringers 
and place them aside. 



• Empty the wet vacuum by unsnapping the clips that hold the top in place.  
• Dump the dirty water into the slop sink. 
• Fill the wet vacuum with 2-3 gallons of water and rinse out any remaining residue. 
• Wash all the pads that were used to complete the job by running them under hot water while 



rubbing them together 
• Hang the pad(s) up to dry. 
• Clean the Buffing Machine by wiping it down with a white cloth and All Purpose Cleaner.  



This includes the handle, the cord and the round base of the machine. 
• Bring all of the equipment and supplies back to the Main Storage Room and put them away. 
 
CHECK ALL WORK 
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STRIP VCT AND RESTROOM CERAMIC TILE 
 
 
Materials and Equipment:  
  
Buffing machine (low speed: 175-375 rpm) Stripping soap 
Wet vacuum Pad driver 
Neutralizer Dry mop 
Scrubbing brush Scraper 
Wet mop Steel wool/doodle bug 
Water bucket/wringer Wet floor sign 
Black pad Counter brush 
Dust pan White rag 
Gloves Water 
 
 
PROCEDURES 
 
Set Up 
 
Unlike other cleaning activities, stripping usually requires two employees to complete this work.  
In some instances, one employee can do the job if the floor area is small enough.  But more than 
one employee is needed when there are various jobs which need to be done at the same time. 
 
• Set up the Wet Floor signs in highly visible locations before laying down the Stripping Soap. 
• Take the materials and equipment out of the Main Janitorial Closet or Storage Area. 
• Before starting, move all boxes, trash receptacles, chairs and light furniture out of the area or 



into one corner.  To pick up any large debris then sweep the floor.   
 
 
Procedure for Stripping – Laying Down Stripping Soap 
 
Consult manufacturer’s instructions located on containers to determine whether hot or cold 
water should be used with stripping soap.  Products will only work successfully if mixed with 
water that is the correct temperature. 
 
• Fill two buckets with 4 gallons of water in each.  Use one bucket to dilute stripping soap.  



Use the other bucket with clean water to wash residue after stripping. 
Consult manufacturer’s dilutions located on container labels. 



• Bring the two buckets to the area to be stripped.   
• Wheel the buffing machine and wet vacuum into the area to be stripped. 
  
• Dip the mop into the bucket with the stripper and lay the stripper on the floor.  This is done 



by dipping the mop into the stripper and directly applying it to the floor.  Do not use the 
wringer.   



• The exact amount will depend on the dirt build-up.  Floors with excessive build-up will 
require more stripper. 
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• Start at the far corner and work back towards the entrance.  The stripper creates extremely 
slippery floor conditions and increases the chance of falling.  Be careful and make sure to 
maintain secure footing. 



• Place the mop back into the stripper bucket and set it aside for use later, if needed. 
• Wait five to ten minutes to let the stripper begin its stripping action on the floor.  Do not wait 



longer or it will dry and require more stripper to be put down.  (If necessary, a trigger bottle 
of ammonia and water will rejuvenate a floor with stripper that is drying). 



 
 
Procedure to clean corners and edges with Steel Wool or Doodle Bug and Scraper 
 
• Wear gloves whenever touching chemicals. 
• Take a piece of steel wool or a doodle bug pad and hand strip all edges, corners and 



baseboards, using the scraper to get into hard-to-reach places.  Use a side-to-side motion in 
applying the steel wool or doodle bug pad to the edges and corners. 



• Start at one corner of the room and work around the entire area. 
 
 
Teamwork Model for Stripping 
 
If more than one employee is to strip a floor, follow the same procedures listed above.  However, 
employees will trade off different jobs and at times perform various steps in this process at the 
same time.  For example, one person may go get clean water for the buckets while another is 
doing edges and corners.  Or, during the time when one person is stripping the floor with the 
Buffing machine, another person will come from behind to pick up the stripper with the Wet 
Vacuum and at the same time is washing the floor with clean water, changing the water as 
needed.  For the job to be performed efficiently, the employees have to work together as a team 
and determine a method that works best. 
 
CHECK ALL WORK 
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SEAL VCT AND RESTROOM CERAMIC TILE 
 
Sealing is the application of an initial protective coating on a floor surface to ensure a better 
adhesion of the floor finish.  Also, sealer is used to help prevent permanent stains or damage to 
floor surfaces because it ensures a harder surface.  It is used on VCT Floors and can be used on 
Restroom Ceramic Tile floors, though this is not a recommended practice. 
 
 
Materials and Equipment:  
  
2 Wet Mops Bucket/Wringer 
Wet Floor Sign Gloves 
 
 
Procedure for Sealing Floors 
 
• Put 1-2 gallons of sealer into a bucket.  The amount used depends on the size of the area to 



be sealed. 
• Place the mop into the bucket of sealer and follow product instructions for the thickness of 



application to provide an even coat to the floor surface. 
• Edge the floor out by carefully drawing a line with the mop parallel to the baseboard.  Do not 



apply sealer onto the baseboards or walls. 
• Proceed around all of the edges using additional sealer as needed.  More sealer is needed 



when the mop begins to dry and the floor area is not being covered uniformly with sealer.  
The mop will begin to drag when there is not enough sealer on the mop. 



• Mop the open area with sealer.  Use a figure-8 or use a side-to-side pattern depending on the 
floor conditions and overlap one pattern with another.  The width across the figure-8 pattern 
should be no more than 5-6 feet.  By passing the mop over the same area twice, the floor will 
be entirely covered with sealer. 



• Follow this procedure until the floor has been entirely sealed. 
 
Wait 10-15 minutes for the sealer to dry.  Apply another coat of sealer if so instructed by the 
supervisor. 
 
CHECK ALL WORK 
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FINISHING FLOORS 
 
 
Materials and Equipment:  
  
2 wet mops Bucket/wringer 
Wet floor sign Gloves 
 
 
Finishing a floor refers to the finish on the floor needed to achieve a final protective cover.  It is 
used on VCT floors and can be used on restroom ceramic tile floors, though this is not a 
recommended practice. 
 
Before applying the finish, double-check to be sure that the floor is completely dry.  If the floor 
has just been sealed and it is not dry, it will feel sticky or tacky. 
 
• Put 1-2 gallons of finish into a bucket.  The amount used depends on the size of the area to be 



sealed. 
• Place the mop into the bucket of finish and follow product instructions in the thickness of 



application to provide an even coat to the floor surface. 
• Edge the floor by carefully drawing a line with the mop parallel to the baseboard.  Do not 



apply finish onto the baseboards or walls. 
• Proceed around all of the edges using additional finish as needed.  More finish is needed 



when the mop begins to dry and the floor area is not being covered uniformly with sealer.  
The mop will begin to drag when there is not enough finish on the mop. 



• Mop the open area with finish.  Use a figure-8 or use a side-to-side pattern depending on the 
floor conditions, overlapping one pass with another.  The width across the figure-8 pattern 
should be no more than 5-6 feet.  By passing the mop over the same area twice, the floor will 
be entirely covered with finish. 



• Follow this procedure until the floor has been entirely done. 
• Wait until the floor is dry to the touch (usually 10-20 minutes) and then apply a second coat 



of finish. 
• Wait an additional 10-20 minutes for the second coat of finish to dry.  Prevent anyone from 



walking on the floor. 
• Return all light furniture, trash receptacles, etc. to their original places. 
 
CHECK ALL WORK 
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SPRAY BUFFING 
 
Spray buff is the process used to maintain an existing shine by buffing the floor and at the same 
time applying a mixture called Spray Buff to the floor. 
 
 
Materials and Equipment:  
  
Spray buff solution Pad driver 
Buffing machine  Neutral cleaner 
Buffing pad (Red or White) Spray Bottle with Trigger 
Wet mop Dry mop 
Water Scrapper 
Steel wool Wet floor sign 
Dust pan Counter brush 
Bucket/wringer Gloves 
 
 
There are two types of buffing machines which can be used:  Low Speed or High Speed. 
 
 
PROCEDURES 
 
Set Up 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE BUFFING 
MACHINE 
 
• Set up the Wet Floor signs in highly visible locations. 
• Before starting, move light furniture out of the way. 
• Thoroughly dry mop the entire floor. 
• Use the dustpan and the counter brush to pick up debris or dirt from the floor. 
• Fill the water bucket with 3 gallons of water and add Neutral Cleaner. 
• Thoroughly damp mop the entire floor.  Make sure to scrape up any gum or sticky 



substances. 
• Wait until the floor is dry. 
 
 
Procedure to Spray Buff 
 
• Place the red pad under the pad driver of the buffing machine. 
• Make sure the outlets to be used have a Ground Fault Interrupter (GFI) switch; if not, a GFI 



extension must be used to prevent electric shock.  
• Unwind the cord of the machine and plug it into the electrical outlet and start the machine.   
• Turn the buffing machine on and push it to the far corner of the room. 
• A side-to-side movement is used for buffing the floor.  The employee will need to control the 



buffing machine with one hand while applying the spray buff with the other. 
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• Spray buff one section at a time and stay as closely as possible to the baseboard without 
damaging it. 



• To apply the spray buff solution, use a spray bottle with trigger mechanism. 
• Adjust the trigger nozzle to spray a fine mist.  Use two-three squirts at a time. 
• Spray, then buff to a polish; spray again and buff to a polish.  Follow this procedure until the 



floor is completed. 
• If the buffing machine does not remove a scuff mark, use steel wool to remove it, and then 



rebuff the area. 
• Once floor is completed, dry mop the entire floor. 
• Return all light furniture, trash receptacles, etc. back to their original places. 
 
 
Procedure to Return Materials and Equipment to Storage Room 
 
• Wear gloves whenever touching chemicals. 
• Take all of the materials and equipment to the nearest janitorial closet. 
• Wash out the bucket, wringer, mop and pad.   
• Return all of the materials and equipment to the designated storage room. 
• Hang the pad up to dry. 
• Wipe clean the Buffing Machine. 
 
CHECK ALL WORK 
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SPRAY BUFF AND RECOAT 
 
Spray Buff and Recoat is used when the floor has begun to lose its shine and it is possible to 
bring the shine back by buffing and then applying an additional one or two coats of finish to the 
floor. 
 
 
Materials and Equipment:  
  
Spray buff solution Neutral cleaner 
Finish Buffing machine 
2 wet mops Dry mop 
Bucket/wringer Scraper 
Red/blue pad Steel wool 
Wet floor sign Dust pan 
Counter brush Spray Bottle with Trigger 
 Gloves 
 
 
There are two types of buffing machines:  Low Speed or High Speed. 
 
A high speed machine can be used to increase productivity because the pad driver will rotate at a 
higher speed than a low speed machine.  A high speed machine can be used to get the job done 
more quickly. 
 
 
PROCEDURES 
 
Set Up 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE BUFFING 
MACHINE 
 
• Set up the Wet Floor signs in highly visible locations. 
• Transport materials and equipment to the area to be buffed and recoated. 
• Move light furniture out of area. 
• Thoroughly dry mop the entire floor. 
• Use the dust pan and the counter brush to pick up debris or dirt from the floor. 
• Fill the water bucket with 3 gallons of water and add Neutral Cleaner. 
• Thoroughly damp mop the entire floor.  Make sure to scrape up any gum or sticky substance. 
• Wait until the floor is dry. 
 
 
Procedure to Spray Buff 
 
• Place the blue pad under the pad driver of the buffing machine.Make sure the outlets that will 



be used have a Ground Fault Interrupter (GFI) switch; if not, a GFI extension must be used to 
prevent electric shock. Unwind the cord of the machine and plug it into an electrical outlet. 
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• Turn the buffing machine on and push it to the far corner of the room. 
• A side-to-side movement is used for buffing the floor, though employee will need to control 



the buffing machine with one hand while applying the spray buff with the other. 
• Spray buff one section at a time and stay as closely as possible to the baseboard without 



damaging it. 
• To apply the spray buff solution, use a spray bottle with trigger mechanism. 
• Adjust the trigger nozzle to spray a fine mist.  Use two-three squirts at a time. 
• Spray, then buff to a polish. Spray again and buff to a polish.  Follow this procedure until the 



floor is completed. 
• If the Buffing Machine does not remove a scuff mark, use Steel Wool to remove it and then 



rebuff the area. 
• Pay special attention to black scuff marks or any sticky substance.  The reason for this is 



because once the floor is recoated, any dirt left behind will be visible beneath the fresh coat 
of finish. 



• When floor is completed, set this equipment aside.  
• Dry mop the entire floor a second time. 
 
 
Procedure to Recoat 
 
When recoating, it is very important to use a clean mop. 
 
• Put 1-2 gallons of finish into a bucket.  The amount used depends on the size of the area to be 



sealed. 
• Place the mop into the bucket of finish and follow product instructions in the thickness of 



application to provide an even coat to the floor surface. 
• Edge the floor by carefully drawing a line with the mop parallel to the baseboard.  Do not 



apply finish onto the baseboards or walls. 
• Proceed around all of the edges using additional finish as needed.  More finish is needed 



when the mop begins to dry and the floor area is not being covered entirely by sealer.  The 
mop will begin to drag when there is not enough finish on the mop. 



• Mop the open area with finish.  Use a figure-8 or use a side-to-side pattern depending on the 
floor conditions and overlap one pattern with another.  The width across the figure-8 pattern 
should be no more than 5-6 feet.  By passing the mop over the same area twice the floor will 
be entirely covered with finish. 



• Follow this procedure until the floor has been entirely coated. 
• Wait until the floor is dry to the touch (usually 10-20 minutes) and then reapply a second 



coat of finish. 
• Wait an additional 10-20 minutes for the second coat of finish to dry.  Prevent anyone from 



walking on the floor. 
• Return all light furniture, trash receptacles, etc. to their original places. 
 
 
Procedure to Return Materials and Equipment to Storage Room 
 
• Take all of the materials and equipment to the nearest janitorial closet. 
• WEAR gloves whenever touching chemicals.  Clean all mops by washing them out in the 



slop sink.  Begin by placing the mop under running water.  Let the water run through for a 
couple of minutes, twisting the mop until the water becomes clear.   
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• Place the mop in the wringer, give it a half twist and wring it out. 
• Repeat these steps as needed for each mop and set each aside afterwards.  Be sure that all 



mops are thoroughly washed if they are to be used again.  Wash out all buckets and wringers 
and placed them aside. 



• Wash all the pads that were used to complete the job by rubbing them together under hot 
water. 



• Hang the pad(s) up to dry. 
• Clean the Buffing Machine by wiping it down with a white cloth and All Purpose Cleaner.  



This includes the handle, the cord and the round base of the machine. 
• Bring all of the equipment and supplies back to the Main Storage Room and put these away. 
 
CHECK ALL WORK 
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  MODULE EIGHT:  CARPET MAINTENANCE 
 
 



There are many types of carpet maintenance.  The most commonly used are the following 
methods: 
 



• Rotary Shampoo 
• Extraction  
• Bonnet Cleaning 
• Encapsulating Shampoo 
• Spot Cleaning 



 
 
These methods fall into one of two categories:  surface cleaning and deep cleaning. Surface 
cleaning is used as an ongoing maintenance program and involves removing dirt only from the 
surface of carpets.  Deep cleaning is used for the periodic cleaning of carpets and involves 
removing dirt all the way into the backing of the carpet.  The following chart lists the four 
methods of cleaning: 
 
 Surface Cleaning Deep Cleaning 
Spot Cleaning X  
Rotary Shampooing / Extraction  X 
Bonnet Cleaning X  
Encapsulating Shampooing X X 
 
The type of carpet cleaning performed depends on the needs and request of the customer. 
 
A GFI Extension/Adapter must be used for each and every machine (rotary machine, 
extractor, carpet spotter, Host machine, Pile Lifter, etc.) used in floor care at all times. 
 
Types of Carpet Maintenance 
 
Spot Cleaning 
Spot cleaning is a surface cleaning of carpet that involves using spot remover, a brush and a 
cloth.  It is done by hand.  The dirt is loosened by brushing the spot remover into the carpet or by 
penetrating the spot remover into the carpet by hitting the area with a brush – a process called 
tamping.   The dirt is then picked up by blotting with a clean cloth.  This is a routine cleaning 
method used by nightly to remove all light carpet stains.  The system is also used in conjunction 
with rotary shampooing and extraction, or by bonnet cleaning and dry shampooing when difficult 
spots have to be removed. 
 
Rotary Shampoo and Extraction  
Rotary shampooing is a deep cleaning of a carpet using a rotary shampoo machine that uses a 
shampoo brush to loosen dirt.  An extractor is used to remove all the loosened dirt from the 
carpet. 
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Bonnet Cleaning 
Bonnet cleaning is a carpet surface cleaning method that uses a Buffing machine, pad driver, a 
bonnet pad and either a spray bottle or a 3-5 gallon garden sprayer with diluted carpet shampoo 
or bonnet shampoo.  Once the carpet has been sprayed with shampoo, the bonnet pad is used to 
remove any surface stains or dirt from the carpet.  Bonnet cleaning is a method for maintaining 
carpet on an ongoing basis; it is a type of spot cleaning used primarily for traffic areas. 
 
Encapsulation Shampoo 
Encapsulation shampooing is a surface/deep cleaning of carpet.  This method involves using an 
encapsulation shampoo that crystalizes soil particles into dry residue on contact.  Once the 
residue sprayed onto the carpet, the encapsulation machine agitates the carpet fibers with rotating 
brushes to loosen the dissolved dirt particles.  A beater bar vacuum is then used to agitate and 
pick up the loosened dirt from the carpet.  Encapsulation is a method for maintaining carpets on 
an ongoing and periodic basis, as well as for high traffic areas. 
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SPOT CLEANING 
 
Materials and Equipment:  
  
Spot remover Scraper 
Gum remover Hand brush 
Water White cloth 
Gloves  
 
 
PROCEDURES 
 
Set Up 
 
If the stain is fresh, saturate it with water and blot it out using a white cloth.  Fold the cloth and 
always changing sides so that a clean part of the cloth is used each time. 
 
If the stain is dry, spray the spot remover directly on the stain to saturate the entire spot.  Scrub 
the stained area with a hand brush using a circular motion.  Bear down on the brush.  Scrub about 
10-15 times over the stained area.  Blot the stained area by using a white cloth.  Fold the cloth 
and always change sides so that a clean part of the cloth is used each time.  Repeat the above 
procedure until cloth does not pick up anymore from the carpet stain.  For deep, difficult stains a 
cloth can be used over a brush and then scrubbed. 
 
 
Procedure to Remove Gum 
 
Spray gum remover directly on the gum until it turns white.  This will freeze the gum.  Let the 
frozen gum sit for 1-2 minutes.  Break up the gum by tapping with the sharp edge of the scraper.  
Use the scraper to remove the gum by running the sharp edge of the scraper over the gum 
repeatedly until the gum is completely removed. 
 
After the gum has been removed, spot cleaning might be required to remove any remaining gum. 
  
 
Procedure to Return Equipment and Materials 
• Dirty cloths are returned to the storage room for washing.  Return all other materials and 



equipment to the janitorial closet. 
 
CHECK ALL WORK 
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ROTARY SHAMPOO AND EXTRACTION  
 
Materials and Equipment:  
  
Materials Equipment 
Pre-spray solution rotary shampoo machine 
Water extraction machine 
Carpet shampoo scraper 
Spot remover hand brush 
Extraction shampoo upright vacuum 
Defoamer white rags 
Gum remover 2 x 2 carpet protectors 
Gloves  
 
 
Description of Rotary Shampoo Machine 
 
The rotary shampoo machine consists of four parts:  handle, motor, shampooing brush and water-
shampooing tank. 
 
The handle has the following controls:  off/on switch, safety switch, handle release, water-
shampoo release and connecting electrical cord. 
 
The off/on switch is actually a set of small grips located directed below handles used to control 
or direct the machine.   
 
The safety switch is usually located near the handles, although some older machines do not have 
a safety switch. 
 
The handle release is located at the bottom of the pole of the handle and is used to adjust the 
handle to a comfortable position.   
 
The water-shampoo release is usually located below the off/on switch on the right side of the 
machine.  The water-shampoo release is used to release water/shampoo. 
 
The electrical cord is found wrapped around the top part of the handle and its holder, located on 
the lower half of the handle. 
 
The motor sits on top of a round base.  Under this base is the attachment mechanism or motor 
clutch that secures the shampooing brush in place. 
 
Surrounding the base is a rubber bumper.  In the back of the motor are two wheels used for 
transporting the machine from one place to another. 
 
The shampooing brush is used for shampooing carpets.  It is a circular-shaped disc ranging from 
13” to 20” in diameter and is attached to the bottom of the machine.  The shampooing brush has 
a top and a bottom surface.  The top is flat, usually made out of metal with a three-prong or 
three-slot opening in the middle.  The bottom consists of soft, nylon brushes.   
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The water-shampooing tank is located on the front part of the handle.  It is held in place by two 
clamps.  The tank usually carries 3-4 gallons of water/shampoo solution.  A clear hose is 
connected to the base of the machine and is used to spray the solution on the carpet. 
 
Assembling the Rotary Shampoo Machine – Putting on the Brush and Filling the Tank 
 
• Tilt the shampoo machine backwards so that it is lying on its handle with the round motor 



base positioned vertically and facing toward you.  At the bottom of the motor base is a three-
pronged/slotted connector. 



• The shampoo brush has a corresponding three-pronged/slotted opening to receive the 
attachment to the shampoo machine. 



• Grasp the shampoo brush with the nylon surface facing you and align it with the three-
pronged/slotted connector.  Push it back into place.  When in place, the shampoo brush will 
be held in place. 



• Give the shampoo brush a swift turn to the left in order to lock it.   
• Stand the machine back up to a vertical position.  Fill the tank with 3-4 gallons of water.  



Add shampoo as according to the directions on the label of the solution. 
 
Extractor 
 
The extractor is made up of five parts:  motor and tanks (some may include a water heating 
element), extraction hose, spraying hose, wand and a grounded electrical cord. 
 
The motor and tanks comprise the main part of the Extractor.  All of the controls are usually 
located on the same side of the machine.  These include the off/on switch; pump switch, water 
drain, intake hose connector and spraying hose connector.  On top of the machine is a lid 
covering the dirty water tank.  Next to the lid there is a rectangular shaped opening that leads to 
the tank holding the clean water and extraction shampoo. 
 
The extraction hose is 12-15 feet long.  Both ends have hard plastic adaptors.  One end hooks to 
the extractor and the other to the T-shaped wand. 
 
The spraying hose has two metal adaptors, one male and one female.  One end hooks to the 
Extractor and the other to the wand. 
 
The wand is a usually a 5 ½ foot metal tube connected to a 9 inch metal base and is used to take 
water out of carpets. 
 
On the underside of the tube is a hose running from the top down to the metal base.  There are 
two or three sprayers on the bottom of the metal base.  At the top of the tube is the connector for 
the spraying hose.  Right below it is an off/on water release trigger.  On the front side of the tube, 
near the top, is a handle used for both applying pressure and controlling the wand. 
 
The electrical cord is connected to the opposite side of the machine’s controls and is coated with 
a heavy-duty plastic covering and a grounded three-prong plug. 
 
Assembling the Extractor 
 
• Check the machine to make sure that the water drain and the lid are closed.  If the lid is open, 



the machine’s suction will be greatly reduced. 
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• Connect the intake hose to the machine by grasping the hard plastic hose adaptor and 
twisting it into place.  (In some cases, the adaptor that connects to the machine is wider than 
the one connected to the T-shaped wand). 



• Connect the other end of the hose to the top of the T-shaped Wand by twisting it into place.   
• Connect the spraying hose to its adaptor by grasping the nozzle connector on the machine 



and pushing it in toward the machine.  At the same time, slide the male adaptor into the 
nozzle connector and then release the nozzle connector. 



• Connect the other end of the spraying hose to the T-shaped wand by pulling back on the 
Spraying Hose adaptor and pushing it into the T-shaped wand connector. 



• Fill the open tank with 3-4 gallons of water and add extraction shampoo according to 
manufacturer’s instructions. 



 
 
PROCEDURES 
 
Set Up 
 
• Transport the materials and equipment to the area to be shampooed. 
• Before starting, move all boxes, trash receptacles and light furniture out of the area or into 



one corner. 
• Vacuum the carpet. 
• Remove spots/stains and gum per the procedures for Spot Cleaning. 
• Spray heavily soiled with pre-spray solution. 
• Assemble the Encapsulation machine following proper procedures. 
 
Procedure to Use the Rotary Shampoo Machine – General Guidelines: 
 
First use the shampoo machine and then use the extractor. 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE ROTARY 
SHAMPOO MACHINE 
 
Before starting the Shampoo Machine, be aware of the hazards involved.  If the machine is not 
handled properly, it can very easily damage furniture, walls and doors and injure employees or 
anyone nearby.  In addition, the electrical cord of the machine should always be kept away from 
the moving parts of the machine.  The plug must have the ground (third) prong) and should 
always be kept dry and kept away from contact with the cleaning solution.  DO NOT USE A 
MACHINE WHOSE THIRD PRONG IS MISSING. 
 
• Make sure the outlet has a Ground Fault Interrupter (GFI) switch; if not, a GFI extension 



must be used to prevent electric shock. Unwind the cord of the machine and plug it into an 
electrical outlet and start the machine.   



• Loosen the handle release in order to adjust the machine handle.  This is done by grasping the 
handle and pulling it up or pushing it down, depending on the machine. 



• Once the handle has been adjusted, lock the handle release back in place by moving the 
handle in the opposite direction.  The position of the handle is usually set to the most 
comfortable position and to allow for easiest use of the machine when it is at waist level.  
Keep in mind the shampoo machine will suddenly jerk to one side or backwards when 
starting.  Hold the handles firmly. 
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• Before starting, grasp the handles by placing one hand over each handle. Rest the handle on 
the top part of your thigh and secure the handle just below waist level. 



• Turn the machine on by gripping/pulling up the small handles.  Once the machine is on, it 
must be held in such a way that keeps in balance or it will spin out of control.  To keep the 
machine in balance, lean into the machine and adjust your hands your hands so that the right 
hand holds up the left hand pushes down.  Keep this position constant.  These techniques are 
not difficult but take some practice. 



• When the machine is running in balance, holding the machine is fairly effortless.  If the 
machine is difficult to handle and requires considerable strength to control, the machine is 
being “muscled” and is being operated out of balance. 



• To move the machine to the left, push slightly down on the left of right handle, depending on 
the one that is most comfortable. 



• Shampoo the edges before doing the open areas. 
• Divide the carpet area into sections and complete one section at a time. 
• To move the machine to the left, push slightly down on one of the handles.  To move it to the 



right, push slightly up on one of the handles.  To move the machine forward or backward, 
walk slowly keeping the machine in balance. 



• Use an overall side-to-side motion, moving the machine a distance of approximately 6-8 feet 
across (3 or 4 feet to each side) and then coming back over the same area. 



• Release water-shampoo solution on the first pass, pulling up on the water-shampoo release 
handle and holding it. 



• Repeat the same side-to-side pattern, overlapping the carpet just shampooed by 2-3 inches.  
Do this until the carpet has been completed.  It may be necessary to spot clean tough stains 
not removed by the machine. Follow the procedures for Spot Cleaning. 



• Once the carpet is entirely cleaned, set the shampoo machine aside.  Caution should be used 
so that the carpet does not become saturated. 



 
Procedures to Use Extractor 
 
• Unwind the cord of the machine and plug it into an electrical outlet and start the machine.  



Make sure the outlet has a Ground Fault Interrupter (GFI) switch; if not, a GFI extension 
must be used to prevent electric shock. 



• Before turning on the extractor, be aware that it can cause damage to furniture, walls, doors, 
etc. 



• The plug MUST HAVE A GROUND (THIRD) PRONG and should always be kept dry and 
kept away from contact with the cleaning solution. 



• Pull the machine to the far corner of the area just shampooed. 
• Start the machine. 
• Extract the edges before the open areas, dividing the area into sections and completing one 



section at a time. 
• Grasp the top of the T-shaped wand with one hand right above the on/off water release 



trigger, placing the other hand a quarter of the way down the tube on its handle. 
• Using a 2-3 foot back-and-forth motion, press down on the handle to increase the suction.  



When going forward, use the water release trigger to spray clean water into the carpet.  When 
pulling back, let up on the trigger so no additional water is put down on the carpet. 



• Follow this procedure until the job is completed. 
• Disconnect the electrical cord from the wall outlet.  Wrap the cord around the motor casing 



and set the extractor aside. 
• Return all light furniture, trash receptacles, etc. back to their original places.  
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• Before leaving the area, place 2 x 2 inch carpet protectors under the wood/metal feet of all of 
the furniture to protect the carpet from being stained by rust. 



 
 
Procedure for Team Work Model for Rotary Shampooing and Extracting 
 
Teamwork Model for Shampooing 
 
If more than one employee will shampoo and extract carpets, follow the same procedures listed 
above.  However, employees will trade off different jobs and at times perform various steps in 
this process at the same time.  For example, one person may be working with the shampoo 
machine while another follows with the extractor.  For the job to be performed efficiently, the 
employees have to work together as a team and determine a method that works best for them.   
 
On large jobs, it is easier to use a 32 gallon Brute Barrel filled with clean water. 
 
 
Procedure for Returning Equipment to the Janitorial Closet 
 
• Take all of the equipment and materials to the nearest janitorial closet to drain and clean 



machines.   
• Disassemble the rotary shampoo machine and extractor, being sure to take the shampoo 



brush off the machine. 
 
Procedure for Draining the Rotary Shampoo Machine 
 
• Prepare to drain the rotary shampoo machine tank by disconnecting the clear hose from the 



base of the machine.   
• Pull it off and place the disconnected end of the hose inside a bucket or into slop sink. 
• To drain the shampoo machine tank, pull up on the water-shampoo release and hold it until 



the tank is completely empty. 
• Rinse tank with clean water 
• Reconnect the clear hose to the machine. 
 
 
Procedure for Draining the Extractor 
 
• Place a bucket under the water drain or place water drain into slop sink (if possible). 
• Lift the handle to open the drain. 
• Make sure that the bucket or slop sink does not overflow. 
• Close the drain as needed to empty the bucket. 
• Fill a bucket of water and empty it into the dirty water tank to flush it out, keeping the drain 



open. 
• Shut the water drain. 
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Procedure for Returning the Equipment and Materials to the Main Storage Closet 
 
• Take all equipment and materials to the main storage room. 
• Wipe off the rotary shampoo machine and extractor thoroughly. 
• Remove the shampoo brush from the shampoo machine for storage. 
• Return all of the equipment and materials to their proper places. 
 
CHECK ALL WORK 
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BONNET CLEANING 
 
Materials and Equipment:  
  
Materials Equipment 
Pre-spray solution Buffing machine (low speed) 
Bonnet shampoo Pad driver 
Gum remover Bonnet pad 
Spot remover Spray bottle with trigger 
 Scraper 
 Hand brush 
 Gloves 
 
 
Description of Bonnet Cleaning Machine 
 
The bonnet cleaning machine consists of four parts:  handle, motor, pad driver and water-
shampooing tank. 
  
The handle has the following controls:  off/on switch, safety switch, handle release, water-
shampoo release and connecting electrical cord. 
 
The off/on switch is a set of small handles located directed below handles used to control or 
direct the machine.   
 
The safety switch is usually located near the handles, although some older machines do not have 
a safety switch. 
 
The handle release is located at the bottom of the pole of the handle and is used to adjust the 
handle to a comfortable position.   
 
The water-shampoo release is usually located below the off/on switch on the right side of the 
machine.  The water-shampoo release is used to release water/shampoo. 
 
The electrical cord is found wrapped around the top part of the handle and its holder, which 
located on the lower half of the handle. 
 
The motor sits on top of a round base.  Under this base is the attachment mechanism or motor 
clutch that secures the shampooing brush in place. 
 
Surrounding the base is a rubber bumper.  In the back of the motor are two wheels used for 
transporting the machine from one place to another. 
 
The pad drivers are circular-shaped discs ranging from 13” to 20” in diameter and are attached to 
the bottom of the machine.   
The pad driver holds the bonnet pad. 
 
The pad driver has a top and bottom surface.  The top is flat and has a three-pronged opening 
(clutch plate) in the middle.  The bottom is made of Velcro™ or short, stiff bristles. 
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The water-shampooing tank is located on the front part of the handle.  It is held by two clamps.  
The tank usually carries 3-4 gallons of water/shampoo solution.  A clear hose is connected to the 
base of the machine and is used to spray the solution on the carpet. 
 
 
Assembling the Bonnet Cleaning Machine – Putting on the Bonnet Pad and Filling the 
Tank 
 
• Tilt the bonnet cleaning machine backwards so that it is lying on its handle with the round 



motor base positioned vertically and facing toward you.  At the bottom of the motor base is a 
three-pronged connector. 



• The bonnet pad driver has a corresponding three-pronged opening for attachment to the 
bonnet cleaning machine. 



• Grasp the bonnet pad drive with the Velcro™ or short, stiff bristles surface facing you and 
align it with the three-pronged connector.  Push it backwards into place.  When in place, the 
bonnet pad driver will hold itself secure. 



• Give the bonnet pad driver a swift turn to the left in order to lock it.   
• Attach the bonnet pad to the bottom of the pad driver, either by placing the pad on the pad 



driver or lowering the pad driver onto the pad. 
• Stand the machine back up in a vertical position.  Fill the tank with 3-4 gallons of water.  



Add shampoo as required by the directions on the label of the shampoo. 
 
 
PROCEDURES 
 
Set Up 
 
• Transport the materials and equipment to the area to be bonnet cleaned. 
• Before starting, move all boxes, trash receptacles and light furniture out of the area or into 



one corner. 
• Vacuum the carpet. 
• Check the carpets. 
• Spray high traffic areas and stains with pre-spray solution. 
• Assemble the bonnet cleaning machine following proper procedures. 
 
Procedure to Use the Bonnet Cleaning Machine – General Guidelines: 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE BONNET 
MACHINE 
 
Before starting the bonnet cleaning machine, be aware of the hazards involved.  If the machine is 
not handled properly, it can very easily damage furniture, walls, door, and injure employee or 
anyone nearby.  In addition, the electrical cord of the machine MUST HAVE A GROUND (OR 
THIRD) PRONG.  DO NOT USE THE MACHINE IF THE CORD IS MISSING THIS 
PRONG). The cord should always be kept away from the moving parts of the machine.  The plug 
should always be kept dry and kept away from contact with the cleaning solution.   
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• Make sure the outlet has a Ground Fault Interrupter (GFI) switch; if not, a GFI extension 
must be used to prevent electric shock.  Unwind the cord of the machine and plug it into an 
electrical outlet and start the machine.   



• Loosen the handle release in order to adjust the machine handle.  This is done by grasping the 
handle and pulling it up or pushing it down, depending on the machine. 



• Once the handle has been adjusted, lock the handle release back in place by moving the 
handle in the opposite direction.  The position of the handle is usually to the most 
comfortable position and allows for easiest use of the machine when it is at waist level.  
Keep in mind the shampoo machine will suddenly jerk to one side or backwards when 
starting.  Hold firmly. 



• Before starting, grasp the handles by placing one hand over each handle. Rest the handle on 
the top part of your thigh and secure the handle just below waist level. 



• Turn the machine on by gripping/pulling up the small handles.  Once the machine is on, it 
must be held in such a way that keeps in balance or it will spin out of control.  To keep the 
machine in balance, lean into the machine and adjust your hands so that the right hand holds 
up the left hand pushes down.  Keep this position constant. 



• When the machine is running is balance, holding the machine is fairly effortless.  If the 
machine is difficult to handle and requires considerable strength to control, the machine is 
being “muscled” and is being operated out of balance. 



• To move the machine to the left, push slightly down on the left of right handle depending on 
the one that is most comfortable. 



• Bonnet clean the edges before doing open areas. 
• Divide the carpet area into sections and complete one section at a time. 
• To move the machine to the left, push slightly down on one of the handles.  To move it to the 



right, push slightly up on one of the handles.  To move the machine forward or backward, 
walk slowly keeping the machine in balance. 



• Use an overall side-to-side motion, moving the machine a distance of approximately 6-8 feet 
across (3-4 feet to each side, coming back over the same area. 



• Release water-shampoo solution on the first pass, pulling up on the water-shampoo release 
handle and holding it. 



• Repeat the same side-to-side pattern at a slow pace, overlapping by 3-4 inches of the carpet 
just cleaned.  Do this until the carpet has been completed.  It may be necessary to spot clean 
tough stains that the machine will not remove. 



• Follow the procedures for Spot Cleaning. 
• If gum is visible while bonnet cleaning, use gum remover to freeze it then scrape the gum off 



the carpet. 
• Follow complete instructions for the Gum Remover. 
• At this rate, the amount of carpet that can be bonnet cleaned is 1500-2000 square feet per 



hour. 
• Areas that are heavily stained or have more furniture or other obstructions will take more 



time. 
• Return all light furniture, trash receptacles, etc. to their original places.  
• Before leaving the area, place 2 x 2 inch carpet protectors under the wood/metal feet of all of 



the furniture to protect the carpet from rust stains. 
 
 
 
 
 











  
Mod 8 - Carpet Care 13 



Procedure for Returning Equipment to the Janitorial Closet 
 
• Take all of the equipment and materials to the nearest janitorial closet to drain and clean the 



bonnet cleaning machine.   
• Disassemble the bonnet cleaning machine being sure to take the pad driver and bonnet pad 



off the machine. 
 
 
Procedure for Draining the Bonnet Cleaning Machine 
 
• Prepare to drain the bonnet cleaning machine tank by disconnecting the clear hose from the 



base of the machine.   
• Pull it off and place the disconnected end of the hose inside a bucket. 
• To drain the bonnet cleaning machine tank, pull up on the water-shampoo release and hold it 



until the tank is completely empty. 
• Reconnect the clear hose to the MACHINE. 
 
 
Procedure for Returning the Equipment and Materials to the Main Storage Closet 
 
• Take all equipment and materials to the main storage room. 
• Wipe off the bonnet cleaning machine thoroughly. 
• Remove the pad driver from the bonnet cleaning machine for storage. 
• Return all of the equipment and materials to their proper places. 
 
CHECK ALL WORK 
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ENCAPSULATION SHAMPOO 
 
Materials and Equipment:  
  
Materials Equipment 
Pre-spray solution Encapsulation machine 
Encapsulation shampoo Spray bottle with trigger 
Gum remover Scraper 
Spot remover Hand brush 
 Upright vacuum 
 Gloves 
 
Description of Encapsulation Machine 
 
The encapsulation machine is made up of four parts:  handle, motor, tank, and brushes 
 
The handle has the following controls:  off/on switch, the handle release and connecting 
electrical cord.  The off/on switch is located below the hand grips.  The handle release is located 
right above the motor and connects the handle to the machine.  The handle release is used to 
adjust the handle to a working position.  The electrical cord is usually found wrapped around the 
top part of the handle.  The handle’s holder is located on the lower half of the handle. 
 
The motor sits right above the brushes on the Encapsulation machine and is connected to the 
brushes by a pulley located to the side of the motor.   
 
The plastic tank sits on top of the motor with the spray nozzle at the front of the machine. 
 
The brushes are located at the bottom of the machine with a collection hopper located behind the 
brushes.  
 
 
PROCEDURES 
 
Set Up 
 
• Transport the materials and equipment to the area to be shampooed.   
• Before starting, move all boxes, trash receptacles and light furniture out of the area or into 



one corner. 
• Vacuum the carpet. 
• Remove spots/stains and gum per the procedures for Spot Cleaning. 
• Spray heavily soiled areas with pre-spray solution. 
• Assemble the Encapsulation machine following proper procedures. 
 
 
Procedure to Operate the Encapsulation Machine 
 
• Connect the electrical cord to an outlet. Make sure the outlet has a Ground Fault Interrupter 



(GFI) switch; if not, a GFI extension must be used to prevent electric shock 
• Pull the machine to the far corner of the area.  
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• Be aware of nozzle spray and body frame as they may cause damage to furniture, boxes, and 
electronics 



• Lower handle to a comfortable level by pressing the release lever (to clean under furniture, 
press the releaser lever a second time and lower handle to it's lowest position) 



• Lowering the handle releases the brush protectors and starts the machine 
• To turn off the motor lift handle back to upright postion.  This will lower the the brush 



protectors and turn OFF the motor 
• Brush the edges with the encapsulating machine before the open areas, dividing the area into 



sections and completing one section at a time. 
• Use push-pull strokes and move sideways in a V or W pattern as employee brushes with the 



Encapsulation machine. 
• When all of the area is brushed, turn and brush across the entire area in a crisscross pattern. 
• For best results, brush a third time in the original direction. 
• It may be necessary to spot clean tough stains not removed by the machine and earlier spot 



cleaning. Follow the procedures for Spot Cleaning. 
• Wait thirty to 45 minutes and then vacuum thoroughly. 
• Perform edge vacuuming when necessary. 
• On extremely soiled spots, repeat all the steps.   
• Follow this procedure until the job is completed. 
• Disconnect the electrical cord from the wall outlet.  Wrap the cord around the motor casing 



and set the extractor aside. 
• Return all light furniture, trash receptacles, etc. back to their original places.  
 
 
Procedure to Return Equipment and Materials 
 
• Take all of the materials and equipment to the main storage room. 
• Empty the collection hopper into a trash receptacle by removing it from the machine and 



returning after emptying it (make sure it clicks when reinstalling it) 
• To clean nozzle, remove tip guard and remove nozzle from the machine.  Rinse it under 



water and reinstall in machine (make sure not to loose the gasket and the tip guard)  
• Remove tank from machine and rinse with clean water 
• Remove tank filter valve assembly and rinse debris strainer with clean water 
• Leave a little clean water in the tank spray it once the tank is mounted back on the machine 



to clean the pump and nozzle sprayer 
• Lay machine on floor and pull the brush axle by pressing on the right side and sliding it from 



the left side and remove brushes 
• Check brush wear by comparing it to the brush indicator.  When brush bristles are the same 



length as indicator, replace brushes. 
• Check brushes for wear pattern and rotate after each use 
• Rinse brushes with clean water 
• Wipe under side of machine and axles with a clean dry cloth 
• Wipe exterior of machine with a damp cloth 
• Replace axles and snap into place (small diameter brush can only be placed in center 



position) 
• Return all equipment and materials to their proper places. 
 
CHECK ALL WORK 
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MODULE NINE:  AUTOMATIC SCRUBBING 
 
 



Objectives: 
 
At the end of Section Nine:  Automatic Scrubbing, participants will be able to do the following 
 
• Identify the floor surfaces that permit automatic scrubbing. 
• Identify the materials and equipment needed for automatic scrubbing. 
• Explain the different parts of the automatic scrubber. 
• Complete the set up and operating procedures for automatic scrubbing. 
• Remove and replace the brushes, pad driver and pad of the automatic scrubber. 
 
A GFI Extension/Adapter must be used for each and every used in floor care machine at all 
times. 
 
 
Materials and Equipment:  
  
Water Automatic scrubber 
Stripping soap Bucket/wringer 
Defoamer Mop 
Neutral cleaner Scraper 
Wet floor signs Scrubbing brushes 
 Gloves 
 
Automatic Scrubbing 
 
Automatic scrubbing is a hard floor maintenance system used in large accounts to maintain a 
floor properly with the least labor.  Automatic scrubbing is fast, saves labor and is an easy floor 
maintenance system to use.  An automatic scrubber is used for this procedure.  The scrubber is 
an expensive piece of equipment and because of its size and weight care must be taken to avoid 
damage to equipment or property or to injure a person. 
 
The automatic scrubber can be used on the following floor surfaces: 
 
Ceramic tile Polished granite Cement Marble 
Pirelli (rubber) Flame granite VCT Sealed terrazzo 
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Automatic scrubber models may vary, but the standard walk behind model will have the 
following parts: 



 
 
PROCEDURES 
 
Set Up 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE AUTOMATIC 
SCRUBBER 
 
• Unplug the battery charger by disconnecting it from the machine 
• Check the battery water levels.   
• If the water is low, refill all of the batteries and put the battery charger back on the machine.  



Do not use it immediately because the machine needs time to recharge.  Check the 
manufacturer’s instructions for the amount of time needed and plan accordingly.  Some 
batteries may be damaged if used after being only partially charged. 



• If the water level is satisfactory, place all of the caps back on each battery. 
• Bring the machine to the slop sink in the nearest janitorial closet so it can be filled with 



water, neutral cleaner or stripping soap. 
The automatic scrubber has two tanks.  The tank with the plastic cover is filled with water 
and proper amount of neutral cleaner or stripping soap as required.  Consult manufacturer’s 
dilutions located on container labels. 



• It should be filled to no less than three inches from the top. 
The other tank has a motor pump on the top and this tank is used for the dirty water that is 
picked up.  Put defoamer as required into this tank.  Consult manufacturer’s dilutions 
located on container labels. 



• The use of neutral cleaner or stripping soap will be directed by the supervisor. 
 
 
Procedures to Perform Automatic Scrubbing 
 
• Transport the machine to the area to be scrubbed. 
• Set up the Wet Floor signs in highly visible locations. 
• Look over the area to be scrubbed and use scraper to remove any gum or adhesive. 
• Turn the key switch to the “On” position. 
• Twist the control grips forward just until the machine starts to move forward.  This is slow 



speed.  To travel faster, twist the grips further forward.  This will put the machine in high 
speed.  For safety purposes, there is only one speed – slow. 



• Controls: 
o On/Off switch 
o Brush pressure meter 
o Brush release switch 
o Battery condition meter 
o Solution control handle 



• Batteries 
• Brushes 
• Handles/control grips 



• Body 
• Motor 
• Batteries 
• Water tanks 
• Squeegee and scrubber head 
• Front and back bumper wheels 
• Open outlet for charging batteries 
• Circuit breakers 
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• To stop, release the grips. 
• To travel in reverse, twist the grips backwards. 
• To run the machine left, push the machine to the right.  To turn right, push the machine to the 



left. 
• To scrub, depress the bottom side of the brush pressure switch and hold.  The scrubber head 



will lower to the floor.  Release the switch when desired position is reached. 
• Lower the squeegee by lifting and pressing to the right on the lift handle.  The vacuum motor 



will start automatically when the handle is placed in the lowest position. 
• Adjust the solution feed by pushing forward on the solution handle.  The further it is   



pushed, the more water will flow.  For normal scrubbing, set the handle about one third of the 
way forward. 



• To begin scrubbing, twist the handle grips forward.  The brushes will start automatically. 
• Check the needle position on the brush pressure meter.  It should be in the middle or lower 



portion of the green band.  If the needle indicates that the pressure is too low, press and hold 
the bottom side of the pressure switch until the desired pressure is achieved.  If the pressure 
is too high, press the top side of the switch until the desired pressured is achieved. 



• Transport the machine to the farthest corner of the area to be scrubbed. 
• Start by working around the outside of the area.  Get as close to the wall as possible without 



damaging the machine or the wall.  Keep the machine at low speed. 
• After the first lap is completed, continue in the same direction, overlapping the previous 



circles by 6 to 8 inches. 
• Keep going around and overlapping until the entire area is scrubbed.  Move from the outside 



to the inside of the area. 
• When the floor has been completed, move the machine to the side. 
• Lift the brushes by pressing the brush pressure switch into a forward position. 
• Pull the solution control toward  to stop the solution flow 
• Lift the squeegee by pushing the squeegee control handle to the right and down. 
• Let go of the handle to put the machine into a neutral position. 
• Run the key to the “Off” position. 
• Take the bucket/wringer and mop up any excess water from the floor. 
 
 
Procedure to Return Equipment and Materials 
 
• Transport the machine and equipment to the janitorial closet to empty and clean the machine. 
• To empty the machine, pull the drainage hose out.  Place the hose inside the sink and 



unscrew the cap at the end of the hose.  Let the dirty water empty into the sink. 
• To clean the tank, pour 1 to 2 gallons of water into the tank and let it drain through the hose.  



Once the tank is completely drained, recap the hose and put it back in place. 
• Transport the machine to the charger in the storage area. 
• Turn the machine completely “Off”. 
• Open the battery access cover.  Unscrew the battery caps and refill with water.  All batteries 



should be full leaving one inch from the top. 
• Grasp the charger plug and plug it into the open gray outlet located by the batteries of the 



machine.  Make sure the battery charger is plugged in. 
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Procedure to Remove/Replace Brushes 
 
To remove the brushes: 
 
• Insert a regular screwdriver into one of the holes found on the metal brush cover. 
• Push down and rotate the brush clockwise until the brush falls off. 
• Repeat this to remove the other brush. 
 
To replace the brushes: 
 
• Grasp the brush and place it underneath the brush cover. 
• Line up the brush with the three grooves in the brush cover. 
• Set the brush on the floor and remove your hands. 
• Lower the brush cover until it comes in contact with the brushes. 
• Turn the handles forward so that the brushes will spin and lock into place. 
 
 
Procedure to Remove/Replace the Pad Driver and Pad 
 
• Remove the brushes following procedure to remove the brushes. 
• Place the pad on the pad driver. 
• Line up the pad driver with the three grooves in the brush cover. 
• Set the brush on the floor and remove your hands. 
• Lower the brush cover until it comes in contact with the pad drivers. 
• Turn the handles forward so that the pads and pad drivers will spin and lock into place. 
 
THE PROCEDURES TO OPERATE AND MAINTAIN AUTOMATIC SCRUBBERS 
WILL VARY ACCORDING TO THE MAKE AND MODEL OF THE MACHINE.  
FOLLOW MANUFACTURER DIRECTIONS FOR THE PROPER OPERATIONS OF 
THE MACHINE. 
 
CHECK ALL WORK 
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MODULE TEN:  BURNISHING 
 
 



Objectives: 
 
At the end of Section Ten:  Burnishing, participants will be able to do the following 
 
• Identify what burnishing is and why it is used. 
• Describe the difference between burnishing (ultra-high speed buffing) and spray buffing. 
• Describe and assemble the burnisher (ultra-high speed:  1500-2500 rpm). 
• Identify the materials and equipment needed for burnishing. 
• Complete the set up procedures for burnishing. 
• Complete the procedures for burnishing 
• Complete procedures for returning equipment and materials. 
 
A GFI Extension/Adapter must be used for each and every machine used in floor care at all 
times. 
 
Materials and Equipment:  
  
Water Burnisher 
Neutral cleaner Burnishing pad 
Maintainer Dust mop 
White cloth Dust pan 
Steel wool Counter brush 
Bucket and wringer Wet mop 
scraper Wet floor signs 
 Gloves 
 
Burnishing 
 
Burnishing is an ultra-high speed buffing method used to maintain a high shine on a floor and to 
get a high production rate for the job.  It is used primarily in large areas where the use of other 
conventional methods, such as spray buffing, would take longer.  Burnishing is easier to perform 
than spray buffing, but it can cause damage to the floor, such as burning or melting the tile. 
 
 
Description of the Burnisher: 
 
The burnisher consists of three parts:  handle, motor and the pad driver.  The machine can be 
electric, battery or propane powered. 
 
The handle has the following controls:  off/on switch, safety switch, handle release and 
connecting electrical cord (if applicable). 
 
The off/on switch is a set of small handles located directed below handles used to control or 
direct the machine.   
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The safety switch is usually located near the handles, although some battery or propane-powered 
machines do not have a safety switch. 
 
The handle release is located at the bottom of the pole of the handle and is used to adjust the 
handle to a comfortable position.   
 
For electrically powered machines, the electrical cord is found wrapped around the top part of 
the handle and its holder, which located on the lower half of the handle. 
 
The motor sits on top of a round base.  Under this base is the attachment mechanism or motor 
clutch used to secure the pad driver in place. 
 
Surrounding the base is a rubber bumper.  In the back of the motor are two wheels used for 
transporting the machine from one place to another. 
 
A pad leveling adjustment is located in front of the motor and is used to increase or decrease 
pressure on the pad. 
 
The scrub brush/pad drivers are circular-shaped discs ranging from 17” to 20” in diameter and 
are attached to the bottom of the machine.   
 
The pad driver is used to hold the burnishing pad in place. 
  
The pad driver has a top and bottom surface.  The top is flat and has a three-prong/slotted 
opening (Clutch Plate) in the middle.  In some cases, the pad driver is secured directly to the 
machine.  The bottom is made of Velcro™ or short stiff bristles.  In the middle of the pad driver 
is a plastic cone used to secure the pad. 
 
 
Assembling the Burnisher 
 
• The pad driver comes already attached to the machine and does not need to be attached.   
• Tilt the burnisher backwards so that is lying on its handle with the round motor base 



positioned vertically.  Notice at the bottom of the motor base is a three-pronged/slotted 
connector. 



• Remove the plastic cone form the pad driver by pulling it out or unscrewing it. 
• Attach a burnishing pad to the bottom of the pad driver by pressing it onto the Velcro™ or 



short bristles of the pad driver and secure it with the plastic cone. 
 
PROCEDURES 
 
Set Up 
 
• Transport the materials and equipment from the storage area to the work area. 
• Set up the Wet Floor signs in highly visible locations. 
• Dry mop the entire floor. 
 
 
 
Procedure to Mop the Floor and Clean Corners and Edges 
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• Fill a bucket with cold water and proper amount of neutral cleaner as required.  Consult 



manufacturer’s dilutions located on container labels. 
• Bring the bucket and mop to the area to be mopped. 
• Soak the mop in the water bucket and then place the mop inside the wringer.  Turn the mop 



clockwise with a twisting motion and push the wringer handle down two or three times to get 
a damp mop. 



• The mop should not be dripping when removed from the wringer. 
 
Edging 
 
• Start at the far corner and work backwards toward the entrance. 
• Walking sideways, running the damp mop along the bottom side of the baseboard, keeping 



the same side of the mop always facing in the same direction. 
• Wring out the mop after 8-10 passes. 
 
Open Area 
 
• Start at the far corner and work backwards toward the entrance. 
• Walk backward moving the mop in a figure 8 pattern. 
• Keep the width of the mop pass at about 5-6 feet. 
• A backward movement is required to keep from walking on the wet floor. 
• The neutral cleaner creates extremely slippery conditions and increases the chance of falling 



on the wet floor.  Use extra care to maintain secure footing. 
• Clean the corners and the edges of the floor while damp mopping.  Use steel wool and a 



scraper to remove dirt build-up, gum or scuff marks.   
• Use a side-to-side motion in applying the steel wool to the edges and corners. 
 
 
Procedure to Apply Floor Maintainer 
 
Maintainer is a liquid that is used to bring a high gloss to the floor when burnishing.  It is also 
used to ensure that the correct amount of finish is on the floor at all times.  Maintainer is applied 
as needed and may not be required every time the floor is burnished. 
• Mix maintainer into a bucket of water.  Consult manufacturer’s dilutions located on 



container labels. 
• Place a mop into the bucket and apply a coat to the floor surface. 
• Edge the floor carefully by drawing a line with the mop parallel to the baseboard.  Do not 



apply the maintainer to the baseboards and walls. 
• Proceed around all of the edges using additional maintainer as needed.  More maintainer is 



needed when the mop begins to dry and the floor area is not being covered entirely by 
maintainer.  The mop will begin to drag when there is not enough maintainer on the mop. 



• Mop the open area with maintainer.  Use a figure-8 or side-to-side pattern depending on floor 
conditions and overlap one pattern with another.  The width of the patterns should be not 
more than 5-6 feet.  By passing the mop over the same area twice, the entire floor will be 
covered with maintainer. 



• Follow this procedure until the floor is completed. 
• Wait until the floor is dry to the touch (usually 10-20 minutes). 
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• Place the mop back into the bucket and set it aside until burnishing is completed and clean 
the equipment. 



 
 
Procedure to Burnish Floors 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE BURNISHER 
 
Before starting the burnisher, please be aware of the hazards involved.  If the machine is not 
handled properly, it can very easily damage furniture, walls, door, and injure employee or 
anyone nearby.  In addition, the electrical cord of the machine should always be kept away from 
the moving parts of the machine.  The plug should always be kept dry and kept away from 
contact with the cleaning solution. 
 
• Attach the pad driver and pad to bottom of the buffing machine.   
• Be sure that the pad leveling adjustment is set correctly or the machine will run off balance 



and damage the floor. 
• If it is an electrically powered machine, unwind the cord of the machine and plug it into an 



electrical outlet.  In addition, the electrical cord of the machine MUST HAVE A GROUND 
(OR THIRD) PRONG.  DO NOT USE THE MACHINE IF THE CORD IS MISSING THIS 
PRONG).  



• Make sure the outlet has a Ground Fault Interrupter (GFI) switch; if not, a GFI extension 
must be used to prevent electric shock. 



• Loosen the handle release in order to adjust the machine handle.  This is done by grasping the 
handle and pulling it up or pushing it down, depending on the machine. 



• Once the handle has been adjusted, lock the Handle Release back in place by moving the 
handle in the opposite direction.  The position of the handle is usually most comfortable and 
allows for easiest use of the machine when it is at waist level.  Keep in mind the Buffing 
Machine will suddenly jerk to one side or backwards when starting.  Hold it firmly. 



• Before starting, grasp the handles by placing one hand over each handle. Rest the handle on 
the top part of your thigh and secure the handle just below waist level. 



• Turn the machine on by gripping or pulling up the small handles.   
• Walk forward and at the same time move the burnisher.  Avoid side-to-side movements with 



the machine.  Keep as close to the wall as possible without touching the wall or baseboards. 
• Divide the floor into sections and complete each section before moving on to the next.  When 



doing open area scrubbing, use a side-to-side motion, overlapping one to two times. 
• Do not stand still with the burnisher in one place.  This could cause burning or melting of 



the floor. 
 
 
Procedure to Dry Mop Floors 
 
Once burnishing is completed, dry mop the floor a second time in order to pick up the dust that 
has accumulated during the burnishing. 
 
 
 
Procedure to Return Materials and Equipment 
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• Make sure to wear gloves whenever touching chemicals. 
• Take all of the materials and equipment to the nearest janitorial closet. 
• Shake out the dry mop in the closet and take a counter brush and brush excess dirt out of the 



dry mop. 
• Clean all mops by washing them out in the slop sink.  Begin by placing the mop under 



running water.  Let the water run through for a couple of minutes, twisting the mop until the 
water becomes clear.   



• Place the mop in the wringer, give it a half twist and wring it out. 
• Repeat these steps as needed for each mop and set each aside afterwards.  Be sure that all 



mops are thoroughly washed if they are to be used again.   
• Wash out all buckets and wringers and placed them aside. 
• Wash all the pads that were used to complete the job by running them under hot water while 



rubbing them together 
• Hang the pad(s) up to dry. 
• Clean the burnisher by wiping it down with a white cloth and All Purpose Cleaner.  This 



includes the handle, the cord and the round base of the machine. 
• Bring all of the equipment and supplies back to the Main Storage Room and put these away. 
 
CHECK ALL WORK 
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MODULE ELEVEN:  PRESSURE WASHING 
 
 



Objectives: 
 
At the end of Section Eleven:  Pressure Washing, participants will be able to do the following 
 
• Identify what pressure washing is and why it is used. 
• Describe and assemble the pressure washer. 
• Identify the materials and equipment needed for pressure washing. 
• Complete the set up procedures for pressure washing. 
• Complete the procedures for pressure washing. 
• Complete procedures for returning equipment and materials. 
 
 
Materials and Equipment:  
  
Water Pressure washer 
Soap “Wet Floor” signs 
Diesel Floor Squeegee 
Unleaded gasoline Water hose 
Oil Gloves 
 Rain suit 
 Boots 
 Goggles 
 
Pressure washing 
 
Pressure washing is an outdoor, high pressure stain removal system used to remove grease and 
dirt from garage floor surfaces, sidewalks, loading docks and entrance ways. 
 
The pressure washer is a dangerous machine because of the force of hot water when it is sprayed 
and its combination of gas and diesel fuel systems. 
 
The more powerful pressure washer puts out 3000 PSI (pounds per square inch) at 5 gallons per 
minute or 300 gallons an hour.  The water temperature of the water is 210 degrees Fahrenheit or 
just below boiling. 
 
The pressure washer weighs between 700-800 pounds.   
 
INFORMATION ON SPECIFIC PRESSURE WASHERS WILL VARY ACCORDING 
TO THE MAKE AND MODEL OF THE MACHINE.  FOLLOW MANUFACTURER 
DIRECTIONS FOR THE PROPER OPERATIONS OF THE MACHINE. 
 
 
 
 
 
Description of the Pressure Washer: 
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The Pressure Washer is made up of eight parts:   



1. Barrel 
2. Gas engine 
3. Pumping module 
4. Water hose 
5. Pressure gun 
6. Batteries 
7. Burner switch 
8. Portable frame 



 
1. Barrel 



• The barrel is used to heat water and store diesel fuel.   
• On the top of the barrel is a small, rectangular water float tank.   
• On the side of the water float tank is a nozzle to hook up a water hose.   
• On the lower side of the barrel is a soap hose. 
• Attached to the side of the barrel is a rectangular gas tank.   
• At the base of the barrel is a temperature selector with a nozzle extension used to 



connect the pressure gun. 
 
2. Gas Engine 



• The gas engine, located on top of the barrel, is used to run the water pump.  
• The ignition switch, that is used to run the pressure washer, is located on the front of 



the gas engine. 
• The choke is to the left of the ignition switch. 
• The throttle is located on the right. 
• One oil tank is on top of the engine, the other is located in the pumping module. 
 



3. Pumping Module 
• The pumping module, used to circulate water and is located next to the gas engine. 
• The red handle on the pumping module is used to turn off and on the soap. 



 
4. Water Hose 



• The water hose supplies water to the machine. 
 
5. Pressure Gun 



• The pressure gun is used to spray the surfaces clean. 
 
6. Batteries 



• The batteries, located below the barrel, are used to power the pressure washer. 
 
7. Burner Switch 



• The burner switch is used when heated water is to be used. 
• This switch is located in the rear of the machine behind the gasoline tank and the 



pumping machine. 
 
 
8. Portable Frame 



• The entire machine rests on a 4 wheel frame. 











  
Mod 11 - Pressure Wash 3 



 
 
ACTUAL LOCATION OF PARTS ON SPECIFIC PRESSURE WASHERS WILL VARY 
ACCORDING TO THE MAKE AND MODEL OF THE MACHINE.  FOLLOW 
MANUFACTURER DIRECTIONS FOR THE PROPER OPERATIONS OF THE 
MACHINE. 
 
 
PROCEDURES 
 
Set Up 
 
• Check the oil gauge on the pump and the gasoline.  If the oil is low, add oil.  Consult 



manufacturer’s directions for type of oil to use. Overfilling the oil can damage the 
machine. 



• Check the diesel tank and gas tank.  If the tanks are low, fill the diesel tank with diesel fuel 
and the gas tank with unleaded fuel.   



• DO NOT PUT DIESEL FUEL IN THE GAS TANK or UNLEADED GAS IN THE 
DIESEL TANK AS THIS WILL CAUSE DAMAGE TO THE MACHINE. 



• Rest the pressure gun and the water hose on top of the barrel and wheel the machine to the 
area to be cleaned. 



• Set up the Wet Floor signs in highly visible locations. 
• Connect the water hose to the water hose nozzle on the float tank.  Connect the other end to a 



water spigot. 
• Connect the pressure gun to the temperature selector nozzle. 
• Turn on the water and before spraying the water make sure that the float tank is filled with 



water.   
• If soap is to be added to the water, open the red handle.  The handle is “on” when it is in line 



with the pipe. 
• Place the soap hose in a soap container. 
• Make sure that the temperature selector is always left at 210 degrees Fahrenheit. 
 
 
Procedures to Use the Pressure Washer 
 
EMPLOYEES MUST BE PROPERLY TRAINED BEFORE USING THE PRESSURE 
WASHER 
 
• Turn the key to the “On” position 
• Once the motor is on, let the motor warm up.  This may require adjustments to the choke and 



throttle so that the engine idles properly.  This is similar to a lawnmower. 
• Turn the burner switch “On” if using hot water.  If not using hot water, leave it in the “Off” 



position. 
• If using soap, make sure that the soap container does not run empty because this will cause 



the machine to loose pressure. 
• Use both hands to firmly hold the pressure gun at approximately 18”-24” from the ground. 
• Keep the gun pointed down because the force of the water pressure will cause the gun to 



suddenly jerk upwards when starting.  Use both hands to hold firmly. 
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• Use a side-to-side up-and-down motion to direct the spray of the gun or use whatever 
position is most comfortable. 



• Spray more closely to the surface to remove stubborn stains. 
• Move gun upwards near joints or near grass areas to prevent damage from the pressure. 
 
BECAUSE OF THE EXTREME FORCE OF THE SPRAY AND HEAT OF THE 
WATER, BE CAREFUL TO POINT THE GUN ONLY AT SURFACES TO BE 
CLEANED.  IF THE PRESSURE GUN IS MISDIRECTED THERE IS DANGER OF 
SERIOUS HARM OR INJURY TO PEOPLE AND PROPERTY. 
 
• For areas that are in poor condition use of an side-to-side machine, auto scrubber, or hand 



brush as well as more aggressive chemicals such as degreaser, or stone cleaner, may be 
needed to do a thorough job. 



• It is important to use smooth and even passes with the pressure washer to ensure an even 
look to the area cleaned. 



 
 
Procedure to Disassemble Pressure Washer 
 
• Turn the ignition to the “Off” position. 
• Disconnect the water hose. 
• Disconnect the pressure hose. 
• Shut off the soap valve.  Make sure the handle is not in line with the pipes. 
• Take the soap hose out of the soap container 
• To remove excess water from the float tank, make sure that the pressure hose is disconnected 



and turn the ignition to the “On” position. 
• Clean up any excess water on the surface with the floor squeegee after the water has drained 



out of the engine. 
 
 
Procedure to Return Materials and Equipment 
 
• Wheel the machine back to its designated area. 
• Make sure that the temperature selector is left at 210 degrees Fahrenheit. 
• If there are any problems with the machine make sure to contact the Service Department. 
• Return all other materials and equipment to the janitorial closet or storage area. 
 
CHECK ALL WORK 
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CUSTOMER SURVEY COMMENTS

Service has improved over the last 6 months….

Always pleasant and performs tasks requested promptly….

Keep up the good work.

Whenever we need something, they make it happen…

Building is kept incredibly clean and looks fantastic…

Housekeeping works hard and keep up the building a clean as possible

They are friendly and curious….

The housekeeping personnel does an excellent job keeping up the area

The Housekeeping staff is friendly and work hard…..

I think the housekeeping/custodial services does an excellent job.  I haven’t ever been asked for feedback, however, so other than thanking them personally, I don’t get the chance to let their supervisors know they are doing a good job.  I don’t even know who their supervisor is!

 ***************

It depends on who is working on your floor, there are many outstanding custodians on campus and there are many who need supervision….

Closing off bathrooms with signs indicating ‘cleaning’ for several hours, many hours….

Early AM conditions are excellent…by mid-day, things get worse…

Bathrooms do not look like they are cleaned every day….

My office is never vacuumed and my trash is never emptied…

Better than it was, but still work to do……
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Cleaning Specification

Last Updated: November 2015

UMass Lowell

CLEANING SPECIFICATION


Includes UML’s best-practice tasks and frequencies for each area type.  


		Frequency Chart

		



		Examples of Frequency Required

		Annual Frequency



		Five day service (daily) 

		250



		Four times weekly 

		200



		Weekly 

		50



		Monthly service

		12



		Quarterly service

		4



		Semi-Annual service

		2



		Yearly service

		1





UMass Lowell

Cleaning Specification 



Auditorium / Stage / Theater




Annual


Task Description
Frequency


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250


required. Remove trash to designated area.


Dust mop floors with a water-based chemically treated dust mop.
250


Spot clean carpet using approved carpet spotting equipment and supplies.
250


Spot clean entrance door glass to remove spots and streaks.
250


Spot clean all horizontal and vertical surfaces.
250


Clean dry eraser board.
250


Erase chalk board and wash.
250


Spot mop floors to remove visible dirt and spills.
200


Vacuum carpeted traffic lanes and spot vacuum personal work spaces.
200


Dust furniture and spot clean all horizontal and vertical surfaces.
50


Fully vacuum all carpeted areas from wall to wall.
50


Damp mop floors to remove dirt and spills.
50


Dust areas above shoulder level and below knee level.
50


Burnish finished floor using electric burnisher.
12


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12


Dust window treatments including horizontal and vertical blinds.
4


Vacuum fabric furniture.
4


Hot-water extract carpeted traffic areas using approved equipment and supplies.
4


Wash trash containers to remove soil and stains.
1


Completely strip and refinish floors, apply three coats of approved floor finish
1


and buff.


Machine scrub and recoat floors using approved floor finish.
1


Damp wipe light fixture exteriors to remove stains, dust and cobwebs.
1


Hot-water extract carpeted areas using approved equipment and supplies.
1


Break / Vend / Lounge / Kitchen




Annual


Task Description
Frequency


Dust mop floors with a water-based chemically treated dust mop.
250


Clean door glass and other adjacent glass areas.
250


Dust and damp wipe horizontal and vertical break room surfaces including appliances and
250


furniture.


Police break areas twice daily to spot clean, remove trash, and pick up debris.
250


Empty break room trash. Remove recycle to corridors. Replace liners and tie-off at corners,
250


clean obvious food and spills from exterior of trash container.


Spot mop floors to remove visible dirt and spills.
200


Using a backpack, spot vacuum carpets to remove visible dirt, dust and debris.
200


Damp mop floors to remove dirt and spills.
50


Dust areas above shoulder level and below knee level.
50


Spot clean carpet using approved carpet spotting equipment and supplies.
50


Fully vacuum all carpeted areas from wall to wall.
50


Burnish finished floor using electric burnisher.  Restore as required.
48


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4


Dust window treatments including horizontal and vertical blinds.
4


Vacuum fabric furniture.
4


Hot-water extract carpeted areas using approved equipment and supplies.
2


Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1


Machine scrub hard surface floors.
1


Cafeteria Dining / Serving




Annual


Task Description
Frequency


Dust furniture and spot clean all horizontal and vertical surfaces.
250


Empty cafeteria trash. Remove recycle to corridors. Replace liners and tie-off at corners,
250


clean obvious food from exterior of containers.


Dust mop floors with a water-based chemically treated dust mop.
250


Damp mop or autoscrub to remove soils.
250


Spot clean carpet using approved carpet spotting equipment and supplies.
250


Clean table tops in cafeteria using approved spray cleaner.
250


Fully vacuum all carpeted areas from wall to wall.
250


Dust areas above shoulder level and below knee level.
50


Burnish finished floor using electric burnisher.
48


Damp wipe trash containers to remove soil and stains.
12


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4


Dust window treatments including horizontal and vertical blinds.
4


Vacuum fabric furniture.
4


Hot-water extract carpeted areas using approved equipment and supplies.
2


Machine scrub hard surface floors.
2


Damp wipe light fixture exteriors to remove stains, dust and cobwebs.
1


Shampoo fabric furniture to remove soil and stains.
1


Wash non-fabric furniture.
1


Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1


Machine scrub and recoat floors using approved floor finish.
1


Classrooms / Labs




Annual


Task Description
Frequency


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
243


required. Remove trash to designated area.


Dust mop floors with a water-based chemically treated dust mop.
243


Spot clean carpet using approved carpet spotting equipment and supplies.
243


Spot clean entrance door glass to remove spots and streaks.
243


Spot clean all horizontal and vertical surfaces.
243


Rearrange furniture to standard arrangement.
243


Clean dry eraser board.
243


Erase chalk board and wash.
243


Using a backpack, spot vacuum carpets to remove visible dirt, dust and debris.
200


Spot mop floors to remove visible dirt and spills.
200


Clean erasers using approved equipment.
50


Fully vacuum all carpeted areas from wall to wall.
50


Damp mop floors to remove dirt and spills.
50


Damp wipe non-fabric furniture.
50


Burnish finished floor using electric burnisher.
48


Dust areas above shoulder level and below knee level.
12


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4


Hot-water extract carpeted areas using approved equipment and supplies.
2


Wash non-fabric furniture.
1


Completely strip and refinish floors, apply three coats of approved floor finish
1


and buff.


Wash trash containers to remove soil and stains.
1


Dust window treatments including horizontal and vertical blinds.
1


Conference Rooms




Annual


Task Description
Frequency


Dust furniture and spot clean all horizontal and vertical surfaces.
250


Spot clean interior partition and door glass.
250


Clean door glass and other adjacent glass areas.
250


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250


required. Remove trash to designated area.


Vacuum carpeted traffic lanes and spot vacuum personal work spaces.
200


Spot clean carpet using approved carpet spotting equipment and supplies.
50


Dust areas above shoulder level and below knee level.
50


Spot clean telephones and sanitize receivers.
50


Fully vacuum all carpeted areas from wall to wall.
50


Dust window treatments including horizontal and vertical blinds.
4


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4


Vacuum fabric furniture.
4


Hot-water extract carpeted areas using approved equipment and supplies.
2


Wash trash containers to remove soil and stains.
1


Shampoo fabric furniture to remove soil and stains.
1


Copy / Mail / Print Rooms




Annual


Task Description
Frequency


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250


required. Remove trash to designated area.


Dust mop floors with a water-based chemically treated dust mop.
250


Spot mop floors to remove visible dirt and spills.
200


Spot clean telephones and sanitize receivers.
50


Damp mop floors to remove dirt and spills.
50


Dust areas above shoulder level and below knee level.
12


Dust furniture and spot clean all horizontal and vertical surfaces.
12


Burnish finished floor using electric burnisher.  Restore as required.
12


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4


Dust window treatments including horizontal and vertical blinds.
4


Vacuum fabric furniture.
4


Damp wipe trash containers to remove soil and stains.
1


Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1


Machine scrub hard surface floors.
1


Corridors




Annual


Task Description
Frequency


Empty general trash, replace liners when soiled or torn. Spot clean as required. Remove
250


trash to designated area.


Dust corridor furniture, spot clean all horizontal and vertical surfaces including interior and
250


door glass.


Clean and polish drinking fountains.
250


Dust mop corridor or open areas with treated dust mop.
250


Spot clean carpet using approved carpet spotting equipment and supplies.
250


Spot clean interior partition and door glass.
250


Rearrange furniture as directed.
250


Vacuum carpeted matting at or near entrance doors.
250


Spot mop floors to remove visible dirt and spills.
200


Using a backpack, spot vacuum carpets to remove visible dirt, dust and debris.
200


Dust areas above shoulder level and below knee level.
50


Damp mop or autoscrub to remove soils.
50


Fully vacuum all carpeted areas from wall to wall.
50


Burnish finished floor using electric burnisher.  Restore as required.
48


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12


Hot-water extract carpeted areas using approved equipment and supplies.
2


Wash trash containers to remove soil and stains.
1


Completely strip and refinish floors, apply three coats of approved floor finish and
1


buff.


Dust window treatments including horizontal and vertical blinds.
1


Data Center / Server




Annual


Task Description
Frequency


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250


required. Remove trash to designated area.


Dust mop floors with a water-based chemically treated dust mop.
250


Spot mop floors to remove visible dirt and spills.
208


Damp mop floors to remove dirt and spills.
52


Damp wipe trash containers to remove soil and stains.
12


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4


Dry strip floor using approved dry strip method.
1


Elevator / Escalator




Annual


Task Description
Frequency


Clean elevator walls, doors, hard surface floors, ceiling and stainless steel.
250


Clean elevator walls, doors, carpets, ceiling and stainless steel.
250


Police elevator for litter and debris, spot clean.
250


Vacuum elevator track.
50


Hot-water extract carpeted areas using approved equipment and supplies.
2


Machine scrub hard surface floors.
2


Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1


Machine scrub and recoat floors using approved floor finish.
1


Entrances & Lobbies




Annual


Task Description
Frequency


Empty general trash. Remove recycle to corridor. Replace liners when soiled or torn. Spot
250


clean as required. Remove trash to designated area.


Clean door glass and other adjacent glass areas.
250


Vacuum carpeted matting at or near entrance doors.
250


Empty and clean ash urns.
250


Rearrange furniture as directed.
250


Fully vacuum all carpeted areas from wall to wall including edges.
250


Spot clean carpet using approved carpet spotting equipment and supplies.
250


Dust mop floors with a water-based chemically treated dust mop.
250


Spot mop floors to remove visible dirt and spills.
200


Dust areas above shoulder level and below knee level.
50


Dust furniture and spot clean all horizontal and vertical surfaces.
50


Damp mop floors to remove dirt and spills.
50


Burnish finished floor using electric burnisher.  Restore as required.
48


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12


Dust window treatments including horizontal and vertical blinds.
4


Vacuum fabric furniture.
4


Hot-water extract carpeted traffic lanes using approved equipment and supplies.
4


Damp wipe light fixture exteriors to remove stains, dust and cobwebs.
1


Wash trash containers to remove soil and stains.
1


Shampoo fabric furniture to remove soil and stains.
1


Completely strip and refinish floors, apply three coats of approved floor finish and
1


buff.


Machine scrub and recoat floors using approved floor finish.
1


Machine scrub hard surface floors.
1


Hot-water extract carpeted areas using approved equipment and supplies.
1


Fitness / Dressing Rooms




Annual


Task Description
Frequency


Remove dust and debris from hard floors.
250


Using an approved disinfectant, damp mop floors.
250


Apply approved disinfectant to exercise equipment contact surfaces, wipe dry.
250


Spot clean mirrors to remove fingerprints and smudges.
250


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250


required. Remove trash to designated area.


Police fitness areas and dressing rooms to spot clean, remove trash, and pick up debris.
250


Spot mop courts to remove visible dirt and spills.
200


Dust exercise equipment.
50


Damp mop or autoscrub courts to remove soils.
50


Damp wipe trash containers to remove soil and stains.
12


Machine scrub hard surface floors.
12


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4


Dust light fixtures to remove exterior dust and cobwebs.
1


Gym / Bleachers / Range




Annual


Task Description
Frequency


Empty general trash. Remove recycle to corridor. Replace liners when soiled or torn. Spot
250


clean as required. Remove trash to designated area.


Remove dust and debris from hard pool deck and wood court floors.
250


Clean and polish drinking fountains.
250


Spot clean mirrors to remove fingerprints and smudges.
250


Spot clean entrance door glass to remove spots and streaks.
250


Spot clean all horizontal and vertical surfaces.
250


Spot mop floors to remove visible dirt and spills.
150


Damp mop or autoscrub to remove soils.
100


Spot clean opened bleachers in gymnasium and return to closed position.
50


Dust furniture and spot clean all horizontal and vertical surfaces.
50


Dust areas above shoulder level and below knee level.
50


Damp wipe trash containers to remove soil and stains.
12


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12


Sweep under bleachers to remove paper and debris.
4


Hall of Fame / Gallery / Chapel




Annual


Task Description
Frequency


Dust mop floors with a water-based chemically treated dust mop.
250


Police hard floors to remove obvious litter and debris.
250


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250


required. Remove trash to designated area.


Spot mop floors to remove visible dirt and spills.
200


Vacuum carpeted traffic lanes and spot vacuum personal work spaces.
200


Spot clean carpet using approved carpet spotting equipment and supplies.
50


Dust furniture and spot clean all horizontal and vertical surfaces.
50


Fully vacuum all carpeted areas from wall to wall.
50


Damp mop floors to remove dirt and spills.
50


Apply restorer and burnish tile floors with electric-powered burnisher.
48


Dust areas above shoulder level and below knee level.
12


Vacuum under furniture, along edges and in corners with canister or backpack vacuum.
12


Dust window treatments including horizontal and vertical blinds.
4


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4


Vacuum fabric furniture.
4


Hot-water extract carpeted areas using approved equipment and supplies.
2


Machine scrub hard surface floors.
2


Wash trash containers to remove soil and stains.
1


Shampoo fabric furniture to remove soil and stains.
1


Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1


Janitor Closets




Annual


Task Description
Frequency


Clean janitors' room sinks and floors, organize shelves and inspect equipment.
250


Damp wipe trash containers to remove soil and stains.
12


Machine scrub hard surface floors.
1


Library Space




Annual


Task Description
Frequency


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250


required. Remove trash to designated area.


Police carpets to remove obvious litter and debris.
250


Vacuum carpeted traffic lanes and spot vacuum personal work spaces.
200


Spot clean carpet using approved carpet spotting equipment and supplies.
50


Empty pencil sharpeners and return.
50


Dust furniture and spot clean all horizontal and vertical surfaces.
50


Fully vacuum all carpeted areas from wall to wall.
50


Dust areas above shoulder level and below knee level.
12


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4


Vacuum fabric furniture.
4


Hot-water extract carpeted areas using approved equipment and supplies.
4


Damp wipe light fixture exteriors to remove stains, dust and cobwebs.
1


Shampoo fabric furniture to remove soil and stains.
1


Wash non-fabric furniture.
1


Wash trash containers to remove soil and stains.
1

Living Areas / Apartments




Annual


Task Description
Frequency


Provide additional services as required due to the unpredictable nature of campus and
365


student needs


Empty general and recyclable trash, replace liners when soiled or torn.  Remove trash to
1


designated area.


Clean kitchen including sinks, counters, cabinets and walls.
1


Dust and damp wipe refrigerator exterior.
1


Dust and damp wipe stove exterior.
1


Clean refrigerator interior using approved cleaner.
1


Clean stove interior using approved cleaner.
1


Fully vacuum all carpeted areas from wall to wall.
1


Dust mop hard and vinyl floors with a water-based chemically treated dust mop.
1


Dust furniture and spot clean all horizontal and vertical surfaces.
1


Dust areas above shoulder level and below knee level.
1


Vacuum fabric furniture. Wipe clean all hard surface furniture.
1


Damp wipe trash containers to remove soil and stains.
1


Perform all restroom cleaning procedures; apply germicidal cleaner to all fixtures, refill
1


dispensers, empty trash and replace liners, spot clean mirrors and partitions, wipe fixtures


clean, sweep and mop floors with germicidal cleaner.


Clean and disinfect tub & shower walls, fixtures, and other surfaces.
1


Hot-water extract carpeted areas using approved equipment and supplies.
1


Shampoo fabric furniture to remove soil and stains.
1


Completely strip and refinish all vinyl floors, apply three coats of approved floor finish and
1


buff.


Machine scrub hard surface floors to include restrooms.
1


Machine wash walls using approved cleaner.
1


Loading Dock / Receiving




Annual


Task Description
Frequency


Dust mop or sweep hard-surface floors.
250


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250


required. Remove trash to designated area.


Spot mop floors to remove visible dirt and spills.
200


Damp mop or autoscrub to remove soils.
50


Wash trash collection bins to remove soil and buildup.
4


Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1


Offices, General




Annual


Task Description
Frequency


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250


required. Remove trash to designated area.


Dust mop floors with a water-based chemically treated dust mop.
250


Spot clean carpet using approved carpet spotting equipment and supplies.
250


Spot mop floors to remove visible dirt and spills.
200


Spot clean telephones and sanitize receivers.
50


Damp mop floors to remove dirt and spills.
50


Dust furniture and spot clean all horizontal and vertical surfaces.
50


Fully vacuum all carpeted areas from wall to wall.
50


Dust areas above shoulder level and below knee level.
12


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12


Dust window treatments including horizontal and vertical blinds.
4


Vacuum fabric furniture.
4


Machine scrub hard surface floors.
2


Shampoo fabric furniture to remove soil and stains.
1


Damp wipe trash containers to remove soil and stains.
1


Completely strip and refinish floors, apply three coats of approved floor finish and
1


buff.


Machine scrub and recoat floors using approved floor finish.
1


Dust window treatments including horizontal and vertical blinds.
1


Hot-water extract carpeted areas using approved equipment and supplies.
1


Porch / Patio




Annual


Task Description
Frequency


Dust mop floors with a water-based chemically treated dust mop.
250


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250


required. Remove trash to designated area.


Dust furniture and spot clean all horizontal and vertical surfaces.
50


Wash trash containers to remove soil and stains.
1


Restrooms / Lockers / Showers



Annual


Task Description
Frequency


Perform all daily cleaning procedures; apply germicidal cleaner to all fixtures, refill/clean
250


dispensers, empty trash/replace liners, spot clean mirrors, walls, horizontals and


partitions, wipe fixtures clean, sweep and mop floors with germicidal cleaner.


Police restrooms; remove debris, spot clean fixtures, mirrors and floors, replenish supplies.
250


Clean and disinfect shower walls, fixtures, and other surfaces.
250


Spot clean carpet using approved carpet spotting equipment and supplies.
50


Clean floor drain surfaces, remove debris and pour water to flush drain.
50


With a germicidal cleaner, completely damp wipe restroom partitions including high/low
50


areas.


Dust and spot clean exterior of lockers.
50


Damp wipe trash containers to remove soil and stains.
12


Wash restroom walls with germicidal cleaner.
12


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
12


Machine scrub restroom floors with germicidal cleaner.
4


Hot-water extract carpeted areas using approved equipment and supplies.
1


Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1


Wash locker interiors using germicidal cleaner.
1


Shop Area / Studio




Annual


Task Description
Frequency


Empty general and recyclable trash, replace liners when soiled or torn. Spot clean as
250


required. Remove trash to designated area.


Dust mop floors with a water-based chemically treated dust mop.
250


Spot clean entrance door glass to remove spots and streaks.
250


Spot clean all horizontal and vertical surfaces.
250


Spot mop floors to remove visible dirt and spills.
200


Damp mop floors to remove dirt and spills.
50


Dust areas above shoulder level and below knee level.
12


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
4


Burnish finished floor using electric burnisher.
4


Wash non-fabric furniture.
1


Completely strip and refinish floors, apply three coats of approved floor finish
1


and buff.


Wash trash containers to remove soil and stains.
1


Machine scrub and recoat floors using approved floor finish.
1


Dust window treatments including horizontal and vertical blinds.
1


Stairwells




Annual


Task Description
Frequency


Police stairs for litter.
250


Sweep and damp mop stairways, dust vertical and horizontal surfaces and spot clean.
50


Spot clean carpeted stairs using approved carpet spotting equipment and supplies.
50


Vacuum stairways, dust vertical and horizontal surfaces and spot clean.
50


Sweep or dust mop stairs, dust vertical and horizontal surfaces and spot clean.
50


Using a hot-water extraction system, fully clean carpeted stairs.
1


Scrub hard surface stairways.
1


Strip and refinish stairways.
1


Storage / Stock Areas




Annual


Task Description
Frequency


Dust or vacuum air vents to remove loose dust, soil and cobwebs.
2


Damp mop or autoscrub to remove soils.
2


Dust mop or sweep hard-surface floors.
2


Fully vacuum all carpeted areas from wall to wall.
2


Dust furniture and spot clean all horizontal and vertical surfaces.
2


Completely strip and refinish floors, apply three coats of approved floor finish and buff.
1


Hot-water extract carpeted areas using approved equipment and supplies.
1


Trash Areas




Annual


Task Description
Frequency


Dust mop or sweep hard-surface floors.
250


Remove trash to designated area.
250


Spot mop floors to remove visible dirt and spills.
200


Damp mop floors to remove dirt and spills.
50


Machine scrub hard surface floors.
12


Machine wash walls using approved cleaner.
6


Damp wipe light fixture exteriors to remove stains, dust and cobwebs.
1


Weekend Services




Annual


Task Description
Frequency


Provide cleaning and policing services as required for dining halls, break areas, library,
100


fitness, restrooms and other assignments by supervision. 
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