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PURPOSE

· Improve standards of cleaning quality
· Achieve greater efficiencies through economy and uniformity of efforts and techniques
· Increases interchangeability of personnel through consistent scheduled coordination of daily and periodic job activities
· Accomplishes the level of cleaning required
· Increase building operational efficiency
· Increase building occupant productivity
· Minimize environmental impacts
The purpose of SSC Service Solution's Standard Cleaning Methods is to improve the standards of cleaning quality, optimize facility operations, improve occupant productivity, and reduce environmental impacts.  We believe that by their adoption and implementation we have been able to achieve greater efficiencies through economy and uniformity of efforts and techniques.  Additionally, the adoption of these procedures was intended to increase the interchangeability of personnel, both cleaners and managers, through consistent scheduled coordination of daily and periodic job activities.

The effectiveness of this program has been demonstrated with gratifying results.  The implementation of these procedures is mandatory in all areas and buildings company wide.
Great attention has been given to the intent and requirements of the United States Green Building Council’s (USGBC) LEED Rating System.  These guidelines provide sustainable performance standards to help achieve LEED certification if desired.
TASK SEQUENCE

GENERAL CLEANING
      1.) Dust/Clean Furniture and Fixtures

2.)
Sweep/Mop/Vacuum Floor

RESTROOMS CLEANING

1.)
Refill Dispensers

2.)
Empty Trash

3.)
Sweep Floor

4.)
Clean Fixtures

5.)
Mop Floor

STORAGE AREA

1.)
Store Supplies and Equipment

2.)
Prepare for Next Day

3.)
Clean Up Area

4.)
Dispose of Trash

SHUT DOWN

1.)
Lights Out
2.)
Doors Locked
3.)
Trash Out
4.)
Clock Out
GENERAL CLEANING

PROCEDURE
1.
Prepare cleaning barrel with empty/clean set up.

2.
Move through the work area from left to right performing the empty/clean task until entire work area has been covered.

3.
Dust/clean task.

4.
Return to the storage area and prepare the cleaning barrel with the floor/carpet set up.
5.
Move through the work area from left to right performing the floor/carpet tasks until the entire work area has been covered.

6.
Check to see that all empty/clean work has been completed as you are performing the floor/carpet tasks.

7.
Return all equipment and materials to storage area, store properly and prepare for the next days work,


OR

8.
Prepare cleaning barrel with restroom cleaning set up and perform restroom cleaning tasks in each restroom.
9.
Return and store equipment and materials properly and prepare for the next days work.

10.
Make certain that all doors are properly secured and all lights are off as instructed by your supervisor.

11.
Dispose of trash as instructed by your supervisor.

12.
Clock out.

GENERAL CLEANING (Continued)
EMPTY/CLEAN TASKS

Equipment and Materials

1.
44 gal. Cleaning barrel

2.
16 oz. Spray bottle with Green Seal Approved Glass and Multisurface Cleaner
3.
23X17X46 Trash bags (1 day supply)

4.
Appropriate can liners (1 day supply)

5.
Color Coded Microfiber Cleaning rag(s)

6.
Microfiber dust wand/dust cloth

Method
1.
Moving to left, leave storage area with empty/cleaning set up and proceed to the work area.
2.
Empty the hall trash cans and sand urns as you go.

3.
Enter the work section and starting with closest desk on the left, empty the trash can.  Only replace trash can liners when soiled or torn.
4.
Proceed to the remaining desk in the work section and perform the emptying function.  Take the barrel to the desk.  Move from left to right through the work section.

5.
When liner is full, remove, tie closed, and take to disposal point

6.
Upon completing the emptying function in the work section, place the cleaning barrel near the entrance of the work section and perform the cleaning function in the entire work section.

7.
Moving through the entire work section from left to right:

a. dust all horizontal surfaces at hand height using a low lint micro fiber dust wand, and

b. spot clean surfaces using a clean micro fiber cloth dampened with Green Seal Approved utility/glass cleaner.

8.
Also perform the following tasks on the proper days:


a. Monday:

    aa.  High dust


    bb.  Elevator tracks


    cc.  Thresholds


b. Tuesday:

    aa.  Low dust


    bb.  Edging


c. Wednesday:

    aa.  Dust blinds - From Weekly Activity List



 bb.  Vertical dust - From Weekly Activity List


d. Thursday:

    aa.  Spot clean


  bb.  Mop stairwells


    cc.  Straighten supply closet


e. Friday:

    aa.  Clean restroom partitions and tile walls


    bb.  Clean entire desk tops where possible

11.
When the entire work section is completed, move to the next work section and all subsequent sections until the entire work are has been completed.

12.
Return to the storage area and prepare the cleaning barrel for the floor/carpet tasks.

GENERAL CLEANING (Continued)
CARPET/FLOOR TASKS

Equipment

1.
44 gal. Cleaning barrel

2.
Properly certified and equipped Upright Vacuum Cleaner
3.
Utility/glass cleaner

4.
Broom

5.
Micro Fiber Dust mop

6.
Dust pan

7.
Clean Micro Fiber Cleaning Cloth
8.
Damp Micro Fiber Mop
Method
1.
Check your vacuum for proper installation of belt and empty bag.  Correct if necessary.

2.
Prepare the cleaning barrel by removing all trash and placing all equipment needed to complete floor/carpet tasks in barrel.

3.
Leave the storage area with floor/carpet equipment and proceed to the work area.

4.
Entering the work area sweep and dust mop tile floors, spot mop tile floors; sweep under desk's edge, and spot carpet with Green Seal Approved Carpet Spotter prior to vacuuming.
5.
Spot carpet by spraying stain with three (3) medium squirts of Green Seal Approved Carpet Spotter or Utility Cleaner, then blot dry using a clean color coded microfiber cloth.  Blot toward the center of the stain.  If this does not remove the stain make a note of the location and advise your supervisor of this at the end of your shift.

6.
Plug vacuum cord into designated plug and vacuum the section in the prescribed pattern.  
Work from the entrance in a left to right direction.   
7.
Repeat this process in all subsequent work sections until the entire work area is vacuumed.

8.
Check emptying/cleaning function as you proceed to assure all waste cans are empty.

9.
As you progress from section to section, sweep/vacuum/spot mop common areas as they are encountered including stairwells, one flight to the next floor.

10.
Upon completing the floor/carpet task in the entire area, return to the storage area and prepare the barrel for the restroom cleaning function, if required.

RESTROOM CLEANING OVERVIEW

Restroom cleaning is usually incorporated into the general cleaner's tasks although in some large or specialty situations, one or more workers might be dedicated to restroom cleaning alone.

Whatever the workload, restroom cleaning is a critical task.  A missed trash can be visible to only one tenant.  A women's restroom left dirty will be visible to all the women tenants on that floor.

As in floor maintenance, the cleaning chemicals chosen for use in a restroom must be matched with the surfaces in the area.  A worker with the improper product can not only be counterproductive, but also might damage certain surfaces.  All products that are to be used must meet GS37 standards.  Bio-renewable products may be substituted to address specific cleaning needs not met by regular Green Seal and GS37 approved products.
Clean, sanitary-smelling, well-stocked restrooms will go a long way toward achieving customer satisfaction.

GENERAL CLEANING

RESTROOM TASKS

Equipment

 1.
44 gal. Cleaning barrel

 2.
23X17X46 Liners (1 day supply)

 3.
Appropriate liners (1 day supply)

 4.
Microfiber Dust wand

 5.
16 oz. Spray bottle of Green Seal approved restroom cleaner

 6.
Bowl mop

 7.
Color Coded Microfiber Cleaning rag(s)

 8.
Replacement stock including (1 day supply):

a.  toilet paper

b.  paper towels

c.  hand soap

d.  sanitary napkins

 9.
8 oz.  EPA Registered Neutral Disinfectant/floor cleaner

10.
Medium broom

11.
Dust pan

12.
26 qt. Water Saving Mop bucket with wringer and insert, and

13.
24 oz. Cotton mop

or an Ergonomic Microfiber mopping system with clean replacement pad
Method

1.
Prepare cleaning barrel with restroom cleaning set up.

2.
Move to the women's restroom, enter and fill all dispensers to normal limits.
3.
Check dispenser for proper operation and report any malfunctions to your supervisor at the end of the shift.

4.
Empty trash containers and disposals into the barrel. Replace liners, if wet, soiled, or torn.

5.
Using a microfiber dust wand, dry dust ceiling vents and partition ledges.

6.
Sweep entire floor area and place refuse in cleaning barrel.

7.
Moving from the door to the left, clean all restroom fixtures in the following manner:

a.
Sinks - spray sink, faucets, chrome pipes, and bright work with moderate amount of EPA Registered neutral disinfectant cleaner.  Wipe fixtures and plumbing dry with a clean color coded microfiber cloth.  When complete, sink should be dry, free of soap scum, dirt, grease, hair, and have a shiny appearance.  Plumbing should be dry, shiny, and spot free.

b.
Mirrors - if mirror is above sink, clean after the sink has been cleaned.  Spray the mirror lightly with Green Seal Approved Glass/utility cleaner and wipe dry with a clean color coded microfiber cloth.  Be sure to remove all water spots from mirror. Wipe any over spray from sink chrome.

c.
Urinals - flush urinals twice, spray entire urinal, flush valves, bright work, and adjacent wall area with moderate amount of EPA Registered neutral disinfectant cleaner.  Hold bowl mop inside urinal and spray with EPA Registered neutral disinfectant cleaner.  Thoroughly swab inside of urinal with bowl mop.  Wipe urinal, bright work, and adjacent walls dry.  Urinal should be dry, free of splash marks, stains, and appear shiny.  Chrome should be free of water spots and appear shiny.  Walls should be free of splash marks.

GENERAL CLEANING (Continued)
RESTROOM TASKS

d.
Toilets - flush toilet twice; spray entire toilet, toilet seat, and flush valve with a moderate amount of EPA Registered neutral disinfectant cleaner.  Using a bowl mop sprayed with EPA Registered neutral disinfectant cleaner, swab the inside of toilet bowl including under the bowl lip.  Wipe the bowl top, seat bottom, and top with a clean color coded microfiber cloth sprayed with EPA Registered neutral disinfectant.  Using a bowl mop, swab the floor area behind the toilet.  Using a clean color coded microfiber cloth, wipe the entire fixture dry including the seat, the face, and bottom of the bowl.  Wipe the flush valve dry.  Wipe the area behind the bowl dry.  When complete the toilet should be dry, shiny, and free of spots and stains both inside and out.  The seat should be dry and left up.  The area behind the bowl should be clean.  The flush valve should be free of spots and shiny.

e.
Partitions - spray soiled partitions with a light amount of Green Seal Approved utility/glass cleaner and wipe dry with a clean color coded microfiber cloth.  Partitions should be dry, free of dust, and splash marks when completed.

f.
Cabinets and Doors - clean and polish the exterior of storage cabinets and dispensers, spot clean doors, kick and push plates with approved restroom cleaner and a clean color coded microfiber cloth.

g.
Scour Sinks - apply a small amount of abrasive cleanser to a folded, slightly damp microfiber cloth.  Remove scum, dirt, and grease from the sink bowl using clean color coded microfiber cloth.  DO NOT apply cleanser directly to the sink.  Thoroughly rinse the cleanser from the sink.  Complete the sink cleaning as described in (a).

h.
Acid Cleaning Urinals and Toilets - squirt a small amount of Bio-Renewable bowl acid in a plastic container.  Saturate a bowl mop in the acid.  Making sure not to drip acid on the floor, swab the inside of the urinal or toilet above the water line with bowl mop.  After bowl is clean, flush to remove the remaining acid.  When task is complete, dispose of the acid into the toilet bowl and flush.  Rinse the bowl mop in the toilet and flush.  Store the mop in the container.

8.
When all fixtures are cleaned and polished, proceed to the remaining restrooms on that floor and repeat the restroom cleaning process.

9.
When all restrooms on a floor have been cleaned, return the cleaning barrel to the storage area.  Remove, tie, and temporarily store the trash liner in the storage area or pick-up point.
10.
Prepare the restroom mopping solution by filling the bucket using the installed chemical management dispensing system. 

11.
Beginning in the far corner of the restroom, mop the entire restroom floor.

12.
As you are mopping, check all dispensers to make sure that they are properly stocked.

13.
Move to the other restrooms on the floor and mop them using the same procedure.

14.
If the restrooms have floor drains, pour the remaining mop solution down them (alternate drains daily).  Mop around drain after having finished pouring.
15.
Return the bucket and wringer to the storage area, rinse and store properly. Never leave solution or water standing in a mop bucket in the storage area.

16.
Store all restroom cleaning supplies in their proper places.

17.
Prepare the cleaning barrel for the first task of the next day (i.e., general emptying/cleaning tasks).

GENERAL CLEANING (Continued)
STORAGE AREAS

Keeping the storage area clean and the equipment and supplies in good order is part of the job of cleaning.  An unorganized area can waste time, waste supplies, present a safety hazard, and project a poor image.

To stay clean, a storage area must be maintained daily.  The following daily and weekly schedules should be as much a part of the cleaner's routine as stocking the restrooms.

GENERAL CLEANING

STORAGE ROOM CLEANING/PREPARATION

Daily - At the End of Each Shift:

1.
Return all unused restroom stock to the shelves.

2.
Empty mop bucket and wipe clean.

3.
Store wringer inside bucket.

4.
Check vacuum belt and bag.  Replace bag if debris can be felt above bag protector.

5.
Store mops, brooms, and dust mops in rack or in a head-up position.

6.
Prepare cleaning barrel for first task of the following day.

7.
Sweep store room.

8.
Dispose of trash following the supervisor's instructions.

9.
Report any supply shortages or equipment malfunctions to your supervisor.

10.
DO NOT leave personal belongings in the storage room.

Weekly - Thursday:
1.
Check all supplies and report your needs to your supervisor.  (Pick up weekly supplies the following day.)

2.
Turn in soiled microfiber cloths and dust mop heads to your supervisor.  (Pick up clean microfiber cloths and heads the following day.)

3.
Mop storage room floor with restroom mopping set up.

4.
Damp wipe the outside and inside of the cleaning barrel with restroom EPA Registered neutral disinfectant and microfiber cloth.

5.
Check secondary labeling of spray bottles and refill spray bottles.

6.
Replace your vacuum bag.  Completely remove bag from vacuum per manufacturer instructions and place in trash bag. While still in store room, plug vacuum in and turn on.  Check for any vacuum bag leaks.  Dispose of trash bag.

UTILITY

TASK-WINDOW CLEANING

Equipment

1.
Squeegee complete (proper width)

2.
Window brush

3.
Window pole (if needed)

4.
Utility pail

5.
Green Seal Approved Window cleaner

6.
Sponge or Clean Color Coded Microfiber Cloth
Method
1.
Wet window with cleaning solutions using the window brush.

2.
Scrub window thoroughly using the window brush.

3.
Starting at the upper corner of the window (left or right), pull the tip of the squeegee horizontally across the window to remove cleaning solution from the upper edge of the window.

4.
Wipe the blade dry using a clean sponge or color coded microfiber cloth then wring excess solution back into cleaning solution.
5.
Beginning at the upper corner (left or right), pull the squeegee straight down the window surface in one motion.

6.
Wipe the squeegee blade with a dry color coded microfiber cloth then wring excess solution back into cleaning solution.
7.
Begin the next downward pass at the edge of the first pass allowing no more than 1/4 inch of the overlap in the stroke.  On this, and subsequent passes, keep the squeegee tilted slightly so that the lower end of the blade


is toward the remaining dirty portion of the window.

8.
With the squeegee in this canted position, pull it downward in one continuous stroke.

9.
Wipe the squeegee blade dry then wring excess solution back into cleaning solution.
10.
Continue this procedure until the window panel is clean.

11.
Wipe any spills, drips, streaks, or run marks from the window and adjacent metal using a clean color coded microfiber cloth.
UTILITY (Continued)
TASK-METAL CLEANING

Equipment

1.
Appropriate metal cleaner (water based or Bio-renewable if solvent is required)
2.
Clean colored microfiber cleaning cloth
Method

1.
Brass - Copper - Bronze


a.
Apply small amount of cleaner/polish to work area.


b.
Rub until black residue appears.


c.
Buff with a clean dry color coded microfiber cloth.

2.
Stainless Steel


a.
If there is a build up of fingerprints or stainless steel protector, this must first be removed by thoroughly cleaning the surface with a solvent such as Spartan BioRenewable Graffiti Remover or Green Seal Approved utility cleaner.


b.
Apply a thin coat of approved stainless steel cleaner using a clean color coded microfiber cloth.

3.
Aluminum


a.
Remove all surface dirt using a brush, vacuum, microfiber cloth, etc.


b.
Remove stubborn stains using a mild Green Seal Approved detergent or BioRenewable solvent and a non-metallic abrasive cleaning pad.


c.
Rinse the surface with clean water and allow to dry.

UTILITY (Continued)
TASK-BLACKBOARD CLEANING

Equipment

1.
Clean Color Coded Microfiber Cloth
2.
Green Seal Approved Glass or All Purpose Cleaner
Method

1.
Thoroughly clean entire board with eraser.

2.
Spray clean using clean color coded microfiber cloth applied with Green Seal approved glass or all purpose cleaner.
3.
Wipe entire board clean.  Refold and respray microfiber cloth as it becomes soiled with chalk dust.  DO NOT spray directly onto board.  DO NOT overwet board.

4.
Remove chalk and erasers form chalk tray.  Wipe chalk tray clean with damp microfiber cloth. Replace chalk and erasers.

UTILITY (Continued)
TASK-LIGHT FIXTURE CLEANING

Equipment

1.
Proper height wooden ladder (6 ft., 8 ft., or 10 ft.)

2.
Ergonomic MicrofiberDust wand

3.
Clean color coded microfiber cloths
4.
Green Seal Approved all purpose/glass cleaner in a 16 oz. spray bottle

Method

1.
Erect ladder so that fixture will open away from you.  Move furniture where necessary.

2.
Unlatch fixture lens, carefully allowing it to swing open.

3.
Thoroughly dust fixture including light tubes, fixture base, and both sides of fixture lens with a dust wand.

4.
Fold a clean microfiber cloth and spray with a moderate amount of utility cleaner. Damp wipe both sides of the fixture lens.  Note:  If lens is warm to the touch, it should be left open and allowed to cool before cleaning.  This will help prevent streaking.

5.
Using a dry clean microfiber cloth, dry wipe fixtures to remove any streaks or  smudges.

6.
Carefully close and relatch lens.

7.
Repeat until entire work section is complete.

8.
Return all furniture to its original position.

9.
Dust desks and vacuum carpet where necessary to remove all fallout from fixture cleaning.

10.
Return equipment to the storage area and store properly.

UTILITY (Continued)
TASK-CEILING VENTS/DUCTS CLEANING

Equipment

1.
Dry microfiber cloth
2.
Ergonomic Extendable Microfiber Dust Wand
3.
Proper height ladder (if necessary)

Method

1.
Erect ladder, if necessary, to reach vents.  Move furniture.

2.
Dry dust or dry wipe vents taking care not to smear dirt or dust onto ceiling tiles.

3.
Replace furniture, dust, and vacuum where necessary.

4.
Return all equipment to the storage area and store properly.

UTILITY (Continued)
TASK-BLINDS/DRY DUSTING
Equipment

1.
Ergonomic extendable microfiber dust wand
2.
Clean color coded microfiber cloths
3.
16 oz. Spray bottle of Green Seal approved all purpose cleaner
Method

3.
Completely extend and close blinds with front side of blind away from window.

4.
Dust front side of blinds starting at the top and moving in a side to side motion.  When the entire length of the blind is dusted outline the front of the blind to remove edge dust.  Turn the dusting tool frequently to maintain clean surface.

5.
Repeat the process on the window side of the blind.

6.
Reverse the position of the blinds to expose the remaining undusted surface.

7.
Repeat the dusting process on both sides of blinds.

8.
Return the blind to its original position.  Remove any fallout dust from adjacent window ledges and desks.

9.
Move to the next blind and repeat the process until all blinds are  completed.

10.
Reverse microfiber cloth as it becomes soiled.  Replace if necessary.

11.
Return equipment to the store room and store properly.

UTILITY (Continued)
TASK-WALL SPOTTING
Equipment

1.
Clean color coded microfiber cloths
2.
Green Seal approved all purpose/ glass cleaner
Method

1.
Spray a moderate amount of cleaner on a folded microfiber cloth.

2.
Blot or rub the spot lightly.  Rub towards the center so that the spot will not become enlarged.

3.
Refold cloth to maintain a clean surface before continuing on to the next spot.

4.
If spot remains, notify your supervisor.

FLOOR CARE

Floor care is a craft that, when performed by an experienced floor man, produces as beautiful a product as any skilled craftsman.  However, like any craft, short cuts and sloppy work show through and detract from the finished product.

Proper floor preparation is vital to insure the best performance for floor finishes.  Proper application of floor finishes is critical to the appearance and durability of the finish.  Floor cleaning and buffing must be performed effectively if a high gloss is to be maintained, surfaces protected, and environmental impact reduced. 
The following floor care chart illustrates the full cycle of a floor maintenance program.

SOME FACTS ABOUT FLOOR CARE:

1.
Keep your equipment clean and well maintained.

2.
Use the proper equipment for the job.

3.
Read the labels.

4.
Apply finishes, restorers, sealers, etc. with a clean mop.

5.
Never allow floor products to freeze.

6.
Never pour contaminated floor products back into their original containers.

7.
Thoroughly rinse a new mop before using it.

FLOOR CARE (Continued)
TASK-SWEEPING

Equipment

1.
Proper broom for area

2.
Dust pan

3.
Damp microfiber cloth
4.
Putty knife

Method

1.
Sweep debris from under obstacles into open area.

2.
Remove gum and food stuck to floor with putty knife.

3.
Sweep debris in a manner that will not scatter dust.

4.
Sweep in a pattern that allows only slight overlapping of strokes or passes.

5.
Sweep toward a door or opening.

6.
Remove debris from sweeping area with a dust pan.

7.
Remove any remaining small debris with a damp rag.

FLOOR CARE (Continued)
TASK-DUST MOPPING

Equipment

1.
Untreated microfiber dust mop (appropriate size to suit area)

2.
Broom

3.
Putty knife

4.
Retrieval device (dust pan, vacuum, etc.)

5.
Damp microfiber cloth
Method

1.
With broom or dust mop, sweep debris from under obstacles toward the center of the room.

2.
Loosen food or gum from floor with putty knife.

3.
Push dust mop in continuous motion, without lifting it off the floor, over the entire area.

4.
Establish a sweeping pattern that makes the longest, slightly overlapping pattern if possible.

5.
When the dust mop head becomes dirty, replace with clean microfiber dust mop head.  Never shake or sweep with broom which sends particulate matter airborne.
6.
Change the dust mop head as it becomes soiled or discolored (normally a clean, untreated head with proper daily care will sweep between 6.000 and 9,000 square feet).

7.
Remove and dispose of dirt and debris with available system (dust pan, vacuum, etc.).

8.
Remove remaining traces of dust with damp microfiber cloth.

9. 
Clean dust mop thoroughly and store properly (hang or store head up).

FLOOR CARE (Continued)
TASK-MOPPING

Equipment

1.
Microfiber Mop with Ergonomic Handle
2.
Mop bucket and wringer

3.
Green Seal Approved floor cleaning solution

4.
Putty knife

Method
1.
Sweep and dust mop area using proper techniques.

2.
Remove any food or gum from area with the putty knife.

3.
Submerge mop in cleaning solution.

4.
Wring mop until moderately dry.

5.
Mop areas adjacent to baseboards and under obstacles.

6.
Using a figure eight motion, mop the floor until the mop begins to leave streaks or becomes soiled.

7.
Rinse mop in cleaning solution and wring.

8.
Repeat until the entire area has been mopped.

9.
Change cleaning solution as it becomes dirty.

10.
When mopping is completed, thoroughly rinse mop, wring as dry as possible, and store either by hanging or head up.

11.
Thoroughly rinse wringer and bucket and store properly.

FLOOR CARE (Continued)
TASK-FLOOR SCRUBBING:  COMPOSITION FLOORING

Equipment

1.
Scrub pad(s)

2.
Low speed floor machine

3.
Drive block

4.
Putty knife

5.
Floor cleaning solution

6.
Two mops with ergonomic handles

7.
Two mop buckets and two wringers

8.
Clean damp color coded microfiber cloths
9.
High speed floor machine with active dust collection attachment
10.
Buff pad

11.
Microfiber dust mop
12.
Alternate method:  one mop, one bucket and wringer, one wet/ dry pick-up vacuum with squeegee

Method

1.
Sweep and dust mop the entire work area using the proper techniques.

2.
Remove food and gum from floor using putty knife.

3.
Prepare the cleaning solution according to label directions.

4.
Submerge the mop in the cleaning solution.  Allow mop to drip excess solution, but do not wring.

5.
Apply the cleaning solution to an area of approximately 200 square feet using a figure eight pattern.

6.
Let solution stand at least three minutes, but no longer than five minutes.

7.
Scrub floor using a scrub pad properly attached to a low speed floor


machine.

8.
Remove any stubborn heel marks or stains by hand using a piece of the scrubbing pad soaked in cleaning solution.

9.
Pick up excess solution with cleaning solution mop and wring out or pick up excess solution with wet/dry vacuum.

10.
Rinse the work section with clear water.  Change rinse water and clean rinse mop frequently.

11.
Wipe any splashes from baseboards, chairs and table legs, etc. with a clean, dampened rag.

12.
Proceed by section until the entire work area is cleaned.

13.
When floor is dry there should be no visible film.  The floor should be free of residue to the touch.  If film or residue remains, repeat the rinse process using a neutralizer in the rinse water.

14.
High speed buff the entire area to restore the shine.

15.
Dust mop the entire area with an untreated dust mop.

16.
Thoroughly clean all equipment and store properly.

FLOOR CARE (Continued)
TASK-WET STRIPPING

Equipment

1.
Low speed floor machine

2.
Drive block

3.
Stripping pad(s)

4.
Hand pad(s)

5.
Stainless steel toothbrush

6.
Putty knife

7.
Three mops with handles

8.
Three mops, buckets, and wringers

9.
Alternate method:  two mops, two buckets, two wringers 

10.
One wet/dry vacuum with squeegee

11.
GS40 Approved stripping solution
12.
Clean damp microfiber cloths
13.
Scouring abrasive pad, ONLY IF NECESSARY


14.
Build up remover or caustic soda, ONLY IF NECESSARY

15.
High speed floor machine with active dust collection attachment
16.
Polish pad

Method

1.
Sweep and dust mop entire area.

2.
Remove any food or gum with putty knife.

3.
Prepare stripping solution per label instructions.  Use warm water.

4.
Prepare two rinse buckets.

5.
Thoroughly clean baseboards with hand pad soaked in stripper.  If build up of finish persists, use a build up remover in conjunction with a hand pad. Be careful not to scratch the baseboard surface.

6.
Apply stripping solution to areas adjacent to baseboards, door jambs, steps, or anywhere else there is floor finish build up.

7.
Abrade floor finish with hand pad, putty knife, or stainless steel toothbrush to remove it.

8.
Use build up remover or caustic soda only if necessary.  Follow directions.

FLOOR CARE (Continued)
TASK-WET STRIPPING

9.
Remove old floor finish residue from floor because it will dry and rebound to the floor if left standing.

10.
When detail work is completed, proceed with the work by applying a moderate amount of floor stripper to a 200 square foot section.

11.
Allow the stripper to stand on the floor five to seven minutes.

12.
Scrub the floor with the low speed floor machine and a clean stripping pad.

13.
Pay particular attention to uneven parts of the floor where finish might 


build up.

14.
Several passes over an area may be necessary to loosen all the old finish.

15.
Pick up the dirty solution with a clean mop and clear water or a wet/dry


vacuum.

16.
Free rinse the section with another clean mop and clear water.  Wash the mop and replace the rinse water frequently.  All rinse water should be cold.

17.
Wipe up any splash marks with a clean damp rag.

18.
Proceed to the next section and repeat the process until the entire work area is completed.

19.
Allow the entire floor to dry thoroughly.

20.
Check the work area for any remaining finish or residue.

21.
Any shiny or discolored spot of floor finish that remains may be removed with stripper solution and a hand pad or build-up remover.

22.
High speed buff the entire floor using a polish pad.

23.
Dust mop the entire area with an untreated dust mop.

24.
If upon wiping your hand across a dry floor a white dust-like powder is found on the floor, it must be rinsed again using clear water and a neutralizer.

25.
Clean all your equipment thoroughly and store each piece properly.
26.
Begin refinishing as soon as the floor is completely dry.  A stripped floor is easily damaged and will dry out over time.

FLOOR CARE (Continued)
TASK-APPLYING FLOOR FINISH/SEALING

Equipment

1.
Microfiber finish mop
2.
Microfiber mop bucket with wringer

3.
GS 40 / Green Seale Approved Floor finish and/or floor sealer

Method

1.
Before applying floor sealer, a floor must be thoroughly stripped and completely dry.

2.
Before applying floor finish, a floor must be completely clean and dry.

3.
Before applying either floor finish or floor sealer, the floor must be free of residue left from stripping, dry stripping or buffing, oil from a treated dust mop, or thermoplastics from floor dressing.

4.
Presoak a clean mop in water and wring as dry as possible.  New mops should be soaked 12 hours to remove protective coatings.

5.
Pour enough sealer or finish into a clean bucket to cover the mop head. Never pour the finish or sealer directly onto the floor.

6.
Allow the mop to become thoroughly saturated with the product.

7.
Wring the bottom six inches (6") of the mop dry.

8.
Apply the product to the work area in sections of 200 square feet, allowing only slight overlapping.  Allow a nine inch border around all baseboards and door jambs.

9.
Allow the first coat to dry thoroughly.  This will take approximately fifteen-twenty minutes under normal humidity.  DO NOT force dry.

10.
Apply a second coat of the product to the entire work area as in step eight. The second coat should be up to but not touching the baseboards.
11.
Allow the second coat to dry ten to twenty minutes.
12.
Apply subsequent coats as desired, but DO NOT exceed two coats of sealer or three coats of floor finish during one operation.

13.
Discard any finish remains in the mop bucket when the job is completed.

14.
Thoroughly wash the finish mop, wringer, and bucket in hot water and store them in their proper places.

FLOOR CARE (Continued)
TASK-SPRAY BUFFING

Equipment

1.
Approved Spray buff solution

2.
Spray buff pad (high speed or conventional)

3.
High speed floor machine with active dust collection attachment
4.
Putty knife

5.
Untreated microfiber dust mop

6.
Damp color coded microfiber cloth
Method

1.
Sweep, dust mop, and spot mop entire area to be spray buffed.

2.
Remove any food or gum from the floor with a putty knife.

3.
Spray a fine mist of spray buff solution over a four foot square work area.

4.
Burnish the work area until the floor is clean and dry, only one or two passes should be necessary.

5.
Turn the pad frequently.  When both sides of the pad are clogged, replace it with a clean pad.

6.
Continue this process until work area is completed.

7.
Dust mop floor where necessary.  Also check other horizontal surfaces where airborne dust caused by buffing might have landed.

8.
Clean and place all equipment in their proper places.  Brush pads out with heavy brush or return them to the warehouse for cleaning.

FLOOR CARE (Continued)
TASK-TOP COATING

Equipment

1.
Microfiber Dust mop

2.
Putty knife

3.
Mop with ergonomic handle

4.
Microfiber Mop bucket with wringer

5.
GS40 / Green Seal Approved floor finish
6.
High speed floor machine with active dust control collection attachment
7.
Spray buff pad (red)

Method

1.
Sweep and dust mop.

2.
Remove any food or gum from the work area with a putty knife.

3.
Mop and clean floor with floor cleaner using appropriate mopping techniques.

4.
Submerse the mop in floor coating prepared per label instructions and wring partially dry.

5.
Apply floor coating to floor using figure eight motion.  Leave an eight inch


border around walls.

6.
Allow ten to fifteen minutes to dry.

7.
Buff floor coating with a high speed floor machine and a high speed (red) pad.

8.
Clean mop, bucket, wringer, and floor machine and store properly.

FLOOR CARE (Continued)
CARPET CARE
Carpet cleaning, like floor care, is a craft.  Proper maintenance is designed to enhance the life and improve the appearance of carpeting while improving indoor air quality and reducing possible impacts on the environment. 
However, carpet cleaning should be approached with caution.  If cleaning chemicals such as spot removers are used improperly, extensive damage may occur.  Also, certain carpets shrink or colors bleed if too hot water or too harsh chemicals are used to clean them.  All products used under this program should be approved by Green Seal and accepted by the Carpet and Rug Institute.
The following information will give you the basics of carpet care and cleaning. Remember the key words in carpet care are "proceed cautiously!"  Test, don't experiment.

Spot Identification and Removal
Carpet spotting done well can save time, headaches, complaints, and unscheduled carpet cleanings.  Carpet spotting done poorly or not at all can damage carpets and result in permanent stains.  To better understand carpet soiling and localized soil removal (spotting), it helps to understand the chemistry of soiling.  This section addresses the simple chemistry plus includes a spot identification and removal guide.

Spots fall into two categories:

Water Soluble
Oil Soluble
Mud

Beverages

Beverages
Oil

Cream

Tar

Catsup

Crayon

Fruit

Lipstick

Mustard
Fresh Paint

Ice Cream
Butter

Jelly

Cosmetics

Liquor

Shoe Polish

Milk

Candy

FLOOR CARE (Continued)

Spot Identification and Removal
A word of further caution, some protein base material may cause particular problems, i.e. blood, vomit, some foods, etc.  These types of stains may need treatment with an enzyme dissolver.

Carpet Spotting
A stain may be a chemical reaction of thin liquids that are spilled and absorbed into the carpet fiber.  Some foreign materials causing these stains, for example, are:  coffee, colored drinks, mercurochrome, fruits, liquor, tea, urine, and ink.

Other stains may be caused by the bleeding of a dark unstable color running into a lighter color or unstable coloring materials wicking up from the carpet backing or padding into the surface.  This discoloration is generally more difficult to remove because it acts as a dye.  Foreign dye material can often be removed by mild bleaching or dissolving action which will loosen the stain.  The spotting agents will attack the less stable dye rather than the dye in the carpet.  This, then, really loosens foreign dye or pigment so it can be removed by sponging and rinsing.

Certain other stains may be caused by a chemical change of the carpet dye so that no processing will cause it to revert back to its original color.  Usually there is color loss.  An example of this is urine.

Another type of chemical discoloration may be caused by the instability of the particular dye to either acid or alkaline material.  These can generally be changed back to the original color by neutralization.  This is the using of a solution with the opposite pH to the foreign material that caused the stain.

There are four quick sensory test that will help you identify stains:  sight, odor, color, and feel.
-
chemical stains are absorbed into the fiber

-
built up stains are of thick substances such as latex paint, tar, and mud

-
oil base paint can be identified by a light film of oil which has been absorbed by the fibers

-
food stains are built up, black in color, and turn white when scratched

-
dried blood is dull black

-
yellowish brown stains generally result from tannic acid contained in fruit juices, coffee, tea, and soft drinks

FLOOR CARE (Continued)

CARPET SPOTTING CHART
Use a clean white cloth for spotting.  Wipe the spot towards the center.  Do not spread the spot.  Do not overwet the spot.

Below is the Key for use with spot-removal chart provided.  Abbreviations represent the cleaning agents used.

A
Ammonia


LDC 
Liquid Dry Cleaner for Carpet

V
White Vinegar

NBW 
Non-Butyl, Water Based Detergent

I
Ice Water

NBS 
Non-Butyl, Solvent Based Degreaser

QC
Quaternary Disinfectant 


(1) Loss of Dye Detergent (Without Dye)


OA
Oxalic Acid

(2)  Fiber Dyed

GR
Freon Base Gum Remover


(3)  May Melt Synthetic Fibers

FLOOR CARE (Continued)

CARPET SPOTTING CHART
When using solvent-type removers such as fingernail polish remover or non-butyl degreasers, wet towel with solvent, then wipe spot.  Do not pour directly on carpet.  Use light brushing motion with towel toward center of stain.

SPOT 
REMOVERS
Acid 
A, LDC, W, (1) 

Alcohol
LDC, V, W

Alkali
V, LDC, W, (1)
Aniline Dyes
LDC, W

Beer
LDC, V, W

Berry Stains
LDC, A, W

Bleach
LDC, V, W, (1)

Blood 

LDC, A, W, (COLD)

Butter

LDC, V, W, (2)

Candy, Syrup
LDC, V, W, (2)

Catsup

LDC, W

Chewing Gum, Candle Wax
GR or I

Cloresium

LDC, W

Chlorine

LDC, W

Chocolate

LDC, A, V, LDC, W

Cocktails

LDC, W

Coffee

LDC, V, W, (2)

Cooking Oils


LDC, A, W, or NBW, LDC, W

Cologne, Perfume
LDC, V, W

Grass

LDC, W

Grease (petroleum)
LDC, W or NBS, LDC, W

Glue (household cement)
LDC, A, W

Heel Marks

LDC, W

Ice Cream, Milk
LDC, A, V, W (2)

Inks, Synthetic Dye
A, LDC, W, (2)

Washable Inks
LDC, V, W, (2)

Iodine

A, LDC, W, (2)

Jute Stain

V

Juice

LDC, V, W

Lipstick

LDC, A, V, W, (2)

Medicine

LDC, A, V, W

FLOOR CARE (Continued)

CARPET SPOTTING CHART
SPOT 
REMOVERS
Mercurochrome
A, LDC, W

Mildew

QD (10 min.), LDC, W

Mustard

LDC, V, W, (2)

Nail Polish

Polish Remover, LDC, W, (3)

Wet Paint (latex)
LDC, W

Dry Paint (latex)
A, LDC, W

Oil or Lacquer Pain
Polish Remover, LDC, W, (3)

Hair Permanent
LDC, V, W, (1)

Rust


V, LDC or OA, LDC

Rubber Cement
NBS, LDC, W

Silver Nitrate
Weak Iodine Solution, A, LDC,W

ShoePolish

NBS, LDC, W

Tannin

V, LDC, W

Tar



S, LDC, W

Tea



LDC, V, W

Unknown Spot
NBS, LDC, A, V, W

Urine

LDC, V, W

Wine


LDC, V, W

FLOOR CARE (Continued)

TASK-CARPET SHAMPOOING

Equipment

1.
Low speed floor machine with shampoo tank attached

2.
Nylon shower fed shampoo brush

3.   Green Seal / CRI Approved Carpet shampoo

4.
Utility brush

5.
Small bucket

6.
Green Seal / CRI Approved Carpet spotter

7.
Gum remover

8.
Carpet tabs

Method

1.
Clear work area as necessary.

2.
Vacuum work area thoroughly.

3.
Remove gum from carpet.

4.
Pre-spot stains with carpet spotter.

5.
Pre-wet carpet brush by soaking it in warm water for 5 minutes.

6.
Use utility brush and carpet shampoo mixed in bucket per label instructions to hand clean corners and areas inaccessible to the floor machine.

7.
Attach brush to floor machine, then plug machine into outlet.

8.
Mix shampoo per label instructions in shampoo tank.

9.
Adjust machine handle to belt height.

10.
Outline a work section with the shampooer by laying shampoo down no closer than four inches from the wall.

11.
Retrace the outline path allowing residual shampoo to be worked up to baseboard but avoid splashing.

12.
Begin in farthest corner of the work section and work toward the exit. Avoid walking on wet carpet.

13.
Clean carpet using a circular, overlapping pattern.  DO NOT overwet.

14.
Immediately wipe all splashes from wood and adjacent floor areas as you proceed.

15.
Continue until entire area has been covered.

16.
Wipe splashes from baseboards, metal furniture, doors, etc. using a damp rag.

17.
Replace all furniture.  Use carpet tabs under all metal and wooden legs.

18.
After carpet has dried, vacuum thoroughly.  Remove carpet tabs.

19.
Thoroughly clean equipment and store in its proper place including:


a.  empty and thoroughly rinse shampoo tank


b.  damp wipe floor machine

c.  rinse shampoo brush thoroughly, remove accumulated carpet with a utility brush, and hang brush up to dry.

FLOOR CARE (Continued)

TASK-CARPET PADDING
Equipment

1.
Two (2) mop buckets with wringers

2.
Carpet pad

3.
Low speed floor machine

4.
Drive block for floor machine

5.
Green Seal / CRI Approved Carpet shampoo

6.
Green Seal / CRI Approved Carpet spotter

7.
Utility brush

8.
Gum remover

9.
Carpet tabs

Method

1.
Clear work areas as necessary.

2.
Vacuum work area thoroughly.

3.
Remove gum from work area.

4.
Pre-spot stains with carpet spotter.

5.
Mix shampoo in mop bucket per label directions.  Fill second bucket with warm water.

6.
Use utility brush and carpet shampoo to hand clean corners and areas  inaccessible to the floor machine.

7.
Attach drive block to floor machine, then plug machine into outlet.

8.
Submerge pad in shampoo and wring out thoroughly.

9.
Place pad flat on carpet.

10.
Center machine over pad and adjust machine handle to hand height.

11.
Begin at the far end of the work area and move toward the exit using a side to side motion.

12.
If necessary, re-pad the work area in a direction perpendicular to the first pass.

13.
Immediately wipe all splashes from wood and adjacent floor areas as you proceed.

14.
Continue until entire area has been covered.
15.
Using a damp microfiber cloth, wipe splash marks from baseboard, metal furniture, etc.

16.
Replace all furniture.  Use carpet tabs under all metal and wooden legs.

17.
Thoroughly clean equipment and store it in its proper place including:


a.
emptying and rinsing mop buckets


b.
thoroughly rinsing wringers


c
.
wiping floor machine clean


d.
rinsing drive block and hanging up to dry


e.

rinsing bonnet thoroughly and hand up to dry

18.
When carpet is dry, vacuum thoroughly and remove carpet tabs.

FLOOR CARE (Continued)

TASK-CARPET EXTRACTION

Equipment

1.
CRI Approved Carpet extractor with wand

2.
Two buckets

3.
Green Seal / CRI Approved Extractor concentrate

4.
Gum remover

5.
Utility brush

6.
Green Seal / CRI Approved Carpet spotter

7.
Carpet tabs

Method

1.
Clear work area as necessary.

2.
Vacuum work area thoroughly.

3.
Remove gum from work area.

4.
Pre-spot stains with carpet spotter.

5.
Use utility brush and carpet extractor concentrate mixed per label instructions in bucket to hand clean inaccessible areas.

6.
Attach hose and wand to extractor.

7.
Mix extractor concentrate directly into solution tank of extractor per label instructions.  Use one bucket for clean water and one bucket for disposing of dirty water.  DO NOT interchange.

8.
Begin in farthest corner of work area.

9.
Using a drag back motion and downward pressure work in a straight line.

10.
Apply spray on first pass.  Make at least two more passes extracting water only.

11.
Allow each subsequent pass to overlap 2 to 3 inches.

12.
Drain the recovery tank as it becomes full.  Do not allow the tank to overflow.  Dispose of dirty water in proper place (i.e., deep sink).

13.
Continue work until the entire area has been covered.

14.
Immediately wipe all splashes from wood and adjacent floor areas as you proceed.

15.
Use a defoamer in the recovery tank if necessitated by excess foam.

16.
Wipe splashes from baseboards, metal furniture, doors, etc. using a damp rag.

17.
Replace all furniture.  Use carpet tabs under all metal and wooden legs.

18.
Thoroughly clean equipment and store it in its proper place including:

a.
empty and thoroughly rinse solution and recovery tanks


b.
empty pick-up hose


c.

empty and rinse wand


d.
dry wipe machine wand


e.

empty and clean bucket

19.
When carpet is thoroughly dry, remove carpet tabs.

GREEN CLEANING
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