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D1. SUMMER AND BREAK CLEANING
        The primary mission of the cleaning operation is to keep our buildings and assets in “A” condition. The objective is to provide the optimum level of quality service which maintains the District’s investment and creates a safe and attractive environment. On an annual basis the entire building and contents is detailed cleaned. This includes, but is not limited to, classrooms, restrooms, locker rooms, shower areas, pool locker rooms, offices, media centers, conference rooms, large group instructional areas, auditoriums, lounges, cafeterias, multipurpose rooms, gymnasiums, wrestling room’s, weight rooms, halls, vestibules, entrance ways, lobbies, stairs, elevators, storage areas, closets, etc. 

     Working hours will vary depending upon each building’s events, programs, projects and construction to ensure that the District needs are met. Adjustment of work hours will be modified as needed to ensure that no overtime is required. 

     Custodial summer work will be determined by the facilities management. Generally, summer hours are as follows:     

·  6:00 a.m. to 2:30 p.m. But also depending on what coverages are needed in the buildings. 

· Weymouth Child Care Closure for cleaning is the week of July 4th
· Aquatic Center closure is one week during they year as the schedule allows
     Afternoon work hours will be determined based on building activities and the time to properly secure the building at the end of each night. 

     Custodial hours at the Administration Building and Transportation building start after 4:30pm
     Team cleaning may be used during the summer cleaning program. This process has proven to support the reduction of energy consumption by being able to shut buildings down completely before and after they have been cleaned. In addition, team cleaning increases productivity, standardizes procedures and assist to maintain a consistent staffing level throughout the summer months. 

     During the summer air conditioning will only be used in buildings that are team cleaned and in areas specific to need. The District’s Facility Manager will coordinate air conditioning use in these buildings. Air conditioning will NOT be turned on until the OAT (outside air temperature) is above 74 degrees. This being said, in the morning hours depending on the OAT and humidity, take advantage of “free” cooler air by opening doors and windows and using barrel fans to produce and circulate “cost free” air. Once buildings have been cleaned and shut down all HVAC systems will be shut down as well. 

     Team buildings are determined once all information as it relates to event, programs, projects and construction are finalized. The optimal building combinations are based on square footage, location and buildings alike. Whenever possible, it is best to begin team cleaning at the larger square footage buildings which will help facilitate an energy savings by completely shutting down these buildings and moving on to the next site. Summer cleaning will begin at the end of the teachers last work day in June. Custodial staff will thoroughly clean their assigned areas ensuring no trash and/or debris remains for unwanted pests and the areas are properly secured. The building custodians will then report back to their respective buildings at least two weeks prior to the start of the new school year. 
BREAK CLEANING
1. Change Classroom Filters supplied by the district.
2. Clean all sections completely including cleaning and disinfecting all desks and tables. 

3. Carpeted areas such as offices, conference rooms, large instructional group areas, media centers and auditoriums are to be detailed cleaned including the shampooing and/or extraction of carpets.

4. Detailed cleaning of restrooms and locker rooms should be performed.

5. Clean Entrance areas.
6. Deep clean Gym bleachers.

7. Change stained ceiling tiles and burnt out light bulbs.

SUMMER CLEANING
1. Begin cleaning on the upper level if possible. 

2. Complete all tasks in the halls with the exception of floors.

3. Start cleaning the classrooms, clean furniture and stack neatly in the hallway leaving an accessible path. 

4. After classrooms are completed, clean other areas such as the restrooms, kitchens, cafeteria, gymnasium, media and offices, etc. Note; Office cleaning should be scheduled when the office is closed, generally the month of July Floor restoration of hallways is generally done last. 
5. Outside cleaning: entries and window cleaning should be done at a time when there is down time such as carpet or floor drying. 

D1.1     SUMMER CLEANING TASKS
      This list is not intended to be all-inclusive but rather to provide general guidelines of work expected during the breaks and summer.

          FURNITURE
          Student desks and tables, teacher desks, computers and office equipment and chairs, etc.

· Do not us abrasive pads or cleaners that could damage the paint or surface.

· Remove all debris (gum, tape, glue, stickers, etc.) including underneath and inside of desks, legs and/or pedestals. Detail clean and scrub any graffiti, marks, paint, markers, etc. 

· Clean hard surface chairs using the same procedure as desks.

· Fabric chairs should be vacuumed and shampoo and/or extracted using an upholstery cleaner. 

· Damp clean trash containers, computers, televisions, phones and office equipment using a microfiber cloth. “DO NOT spray chemicals directly on computers or computer keyboards.”
· After the furniture has been properly cleaned remove all chairs, desks, tables, filing cabinets and cabinets & shelving units that are not attached to the wall with a dolly and/or table or chair lift. When necessary work in pairs to prevent injury or to keep from damaging equipment or the furniture.

            LIGHT FIXTURES
· When using a ladder, lift or scaffold ensure that all safety precautions are followed.

· Remove the glass cover or diffuser.

· Remove the lamps if they are out and replace with new lamps. Dispose of properly according to Fluorescent Lamp Recycling Procedures.

· Damp wipe lamps.

· Remove the deflector, if required.

· Wash cover inside and out or diffuser with a damp cloth and wipe dry. 

· Ensure all bugs and debris are not in lamp prior to closing back up.

· Replace all lamps that are out, if this does not fix the light please report as required in the RFP.

          HORIZONTAL SURFACES AND LEDGES
                  Includes, but is not limited to, ceilings, vents, exhaust fans, doors, door frames, wall cabinets, bulletin boards, maps, projectors screens, window treatments, window ledges, casework/molding, counters, sinks, light switches, dispensers (soap, hand sanitizer and paper), white boards, etc. 

                 To prevent the smearing of dust or dirt while damp wiping, begin by dusting and/or vacuuming all horizontal surfaces and ledges beginning at the ceiling level working downward towards the floor. Use damp wiping and/or wall washing procedures below to clean all surfaces and ledges. 

          Damp wiping reminders.
· Prepare a bucket and/or spray bottle containing an all-purpose cleaner and one with rinse water, each containing a micro-fiber cloth. Using a properly labeled spray bottle, ensures that the solution is clean and fresh each time you spray, it also prevents the user from grabbing the wrong chemical. 
· Move around the room to complete each task, rinsing the cloth frequently.
· Start damp cleaning all horizontal surfaces in the room beginning at the entrance.
· Work your way around the room in a clockwise or counter-clockwise pattern.
· Depending on the area to be damp wiped, spray the chemical directly on the area or spray the chemical on the micro-fiber cloth.
· Wipe the surface paying attention to obvious soil spots.
· Remember to damp wipe the edges of tables, chairs, shelves, etc.
· Wipe all high and low horizontal surfaces and ledges. 
· When the solution becomes dirty, the cleaner is no longer effective and it is time to prepare another bucket.
· Do not use any abrasive pads or cleaners that could damage the pain or surface. 
         WALL WASHING
                  In addition to the procedures for “Damp Wiping” listed above…

· When using a ladder, lift or scaffold ensure all safety precautions are followed. 

· Dust and/or vacuum the wall.

· Set up wet floor/caution signs.

· Using a properly prepared solution, clean the wall in a “framing” patter (4 square foot area), starting at the bottom.

· Rinse the wall using the clear water rinse bucket. Clean the next “frame” area, overlapping the preceding “frame”. 

· Repeat these steps until the wall is finished. 

· Do not use abrasive pads or cleaner that could damage the pain or surface.

          LOCKER CLEANING
· Remove contents from all lockers.

· Place trash and recyclable items in the appropriate dumpster.

· Place books, school supplies, clothing, etc. in a designated area that is approved by administration.

· Vacuum or seep inside of lockers.

· Remove food, stickers, glue residue, markings, etc. from inside and outside of lockers
· Damp wipe inside and outside of lockers using the “Damp Wiping” procedures listed above.

· Do not use any abrasive pads or cleaners that could damage the paint or surfaces.

· Work with assistant principal or building secretary and change combinations of lockers that need to be changed per administration.

           EXTERIOR WINDOW CLEANING
          Supplies and Cleaning Equipment Needed: Glass cleaner, bucket, microfiber cloth, sponge, squeegees, extension poses and razor blade scraper. “A lift will be needed at the High School in the summer to get Cafeteria Windows and Media Center Windows.”

· Use a razor blade scraper to remove paint, tar, wax, graffiti, etc. To prevent scratching the glass, spray with cleaning solution first.

· Apply cleaning solution with sponge or microfiber cloth.

· Scrub vigorously. Pick up dirt around the frame of the window with a sponge or cloth.

· Starting at the top left corner of the window, angle the squeegee allowing about two to six inches of the blade to touch the glass. 

· Draw the squeegee along the top edge of the window in a right to left motion, wiping the squeegee blade with a cloth between each pass. 

· Start on a dry surface in left or right hand top corner. Draw squeegee down to last four to eight inches at the bottom of the glass. Repeat this stroke until you have a squeegee across the entire window. Be sure to overlap strokes. 

· Don’t use excessive pressure. Wipe the blade clean with a sponge or cloth after each stroke.

· Soak up water at the bottom of the window with a sponge. Wash sponge or cloth in a cleaning solution when dirty. Start at the bottom of the window. 

· Draw squeegee across remaining glass. With a dry cloth wipe the bottom window and sides of the frame. 

Note: To avoid window streaks do not clean windows in hot, direct sunlight.

· Use extension pole on high windows “and possibly a lift if needed”.

           WET EXTRACTION OF CARPET
           Wet extraction is also known as Restorative Carpet Maintenance. It is the most labor-intensive carpet cleaning procedure. The cleaning solution must be mixed correctly otherwise the residue from using too much solution will attract dirt kike a magnet. Wet extraction can be performed with a number of different machines and floor tools. All types have some common procedures and most require at least two passes over the same area. Both floor wands/tools and self -contained extractors will require you to walk backwards when using. Be sure to check the area for any obstructions such as furniture, pictures, cords etc. before starting. Remember to always work from the farthest corner towards the door. 
          All previously listed cleaning tasks must be performed prior to extraction of any carpeted floors. Select the proper chemicals, supplies, tools and equipment when performing each task. Always follow manufacturer’s recommendations and safety precautions including application instructions. Employees are required to comply with all personal protection equipment (PPE) requirements. All floor outlets must be properly covered when wetting the floor, use extreme caution when working around these floor outlets. 

· Thoroughly vacuum carpeted areas.

· Prepare a solution of general spotter and pre-spray spots before starting the extraction process. Clean stains using the procedures outlined in, Spot Cleaning of Carpets.

· Before using the carpet extractor check it for electrical hazards and to make sure the machine operates properly. Notify the Custodial Supervisor of any unsafe conditions or if any repairs are needed.

· Fill the solution tank with hot water and add the proper amount of extraction cleaner. Be sure to follow manufacturer’s instructions. Too much cleaner will cause the solution to become too slippery to pick up dirt and will cause wicking. 

· Begin extracting going over each area twice. The first pass injects the cleaning solution into the carpet fibers. Some models have floor tools which is a mechanical brush that agitates the carpet to loosen embedded dirt. The floor tool is pulled over the area and the vacuum head picks up excess moisture.

· When using extractors and wand or floor tool combinations, place the extractor in a position that allows the maximum cleaning before moving the machine. Tie the solution hoses and vacuum hosed together and work towards the card of the extractor.

· When making the first pass with a floor tool, angle the head so the spray jets reach to the carpet next to the wall. You may have to tip the floor tool backward. The spry jets are normally designed to spray two to four inches ahead of the vacuum head.

· Make a second pass immediately over the cleaned area being careful not to spray any solution during this pass. The brush action may continue during the second pass which will help remove any additional dirt or moisture. 

· Depending on the condition of the carpeting, the following options should be considered.

· Spray area with carpet extraction shampoo and extract with neutralizer-conditioner to reduce the use of extraction shampoo.

· Double-scrub extremely dirty carpet. More drying time will be needed.

· Wipe any splashes from the baseboards when finished extracting the carpet.

· Use a dehumidifier and/or carpet fan to dry the carpet and to prevent mold and/or bacteria from growing in the padding. Always leave the interior door open during the drying process. 

· After it has completely dried, vacuum it and then replace the furniture. If it is absolutely necessary to place furniture on wet carpet always place cardboard, plastic or aluminum strips between the wet carpet and the furniture. This will prevent discoloration or rust spots from developing on the carpet. 

           HARD SURFACE FLOOR CARE AND RESTORATION
          All previously listed cleaning tasks must be performed prior to scrubbing, stripping, or applying any type of finish to the floor. Select the proper chemicals, supplies, tools and equipment when performing each task. Always follow manufacturer’s recommendations and safety precautions including application instructions. Employees are required to comply with all personal protective equipment (PPE) requirements. All floor outlets must be properly covered when wetting the floor, use extreme caution when working around these floor outlets. 

          Stripping of hard floor surfaces removes all of the old floor finish so that refinishing, the application of new floor finish can be applied. The stripping process is typically done every third year. Certain conditions may require a floor to be stripped earlier or more often, for instance, high traffic or heavily soiled areas. The remaining years between stripping typically done by a scrub and recoating method by removing the top coats of finish embedded with soil and the base coats of finish/seal remaining. 

           WOOD FLOOR RESTORATION
           The District will take care of all Wood floors. “Gyms and stages.” The Contractor may be asked to give the District a quote to refinish these areas if there is a need to go out to bid on this work. 

          RUBBERIZED FLOORING
          This type of floor is cleaned with a general cleaner followed by a burnishing it to bring out he shine. Absolutely no floor finish is to be used of rubberized flooring. Also, DO NOT use any abrasive cleaners or pads on rubberized flooring. Equally important, never use a putty knife, scraper blade or anything sharp that could damage the floor. Plastic scrapers may be used. All floor outlets must be properly covered when wetting the floor, use extreme caution when working around these floor outlets. 
          AUDITORIUM CEMENT FLOORS
          Floor areas which are restricted by seats are to be scrubbed and mopped by hand annually. Exposed concrete flooring should periodically be stripped and sealed to prevent stains which detract from the overall appearance of the area. The overall condition and appearance will determine the need to strip and recoat these areas. Make sure to cover up floor vents to ensure no water enters this area when wet mopping concrete floors in the High School Auditorium.
          QUARRY OR CERAMIC FLOOR TILE

          Never apply any type of floor finish to quarry tile or ceramic tile. A tile and grout cleaner or degreaser with a nylon pad or brush should be used for scrubbing floors. Do not use caustic or acid cleaners on these floors. 

          SCRUBBING AND RECOATING TILE
          Select the proper chemicals, supplies, tools and equipment when performing each task. Always follow manufacturer’s recommended and safety precautions including application instructions. Employees are required to comply with all personal protection equipment (PPE) requirements. All floor outlets must be properly covered when wetting the floor, use extreme caution when working around these floor outlets. Check equipment for frayed cords and other possible safety hazards before using any equipment. For large, open areas use an automatic floor scrubber. Use blue pads for scrubbing. When using an automatic scrubber use a light pad pressure. 

      In this procedure the top coats of finish embedded with soil will be removed and the base coats of finish/seal remain. New finish will then be applied after the scrubbing process is complete. These steps should be followed in order:

1. Inspect floor area for hazards or debris and remove.

2. Prior to dust mopping, spot mop any wet area and allow floor to dry.

3. Remove all gum, tar, tape, etc. that is stuck to the floor. This may require a solvent and/or a degreaser. Use a putty knife or scrapper if needed, using caution no to cut yourself or damage the floor.
4. Use a broom and dust mop to sweep out corners and under uninvents, shelves etc.

5. Post hazard warning signs such as “Slippery When Wet!” Leave these signs up until the job is completed and the floor is completely dry. 

6. Following the directions on the original container prepare a solution of top scrub and cold water. 

7. Wet mop the solution on the floor. Do not allow the solution to dry. 

8. Move the floor machine in uniform pattern over the scrubbing solution to remove only the topcoats of finish. 

9. Do not heal the machine or let it run in one spot. Doing this will remove too much finish and/or damage the floor.

10. Manually remove black marks with a small green pad and a solution suitable for this process.

11. Allow the cleaning solution to remain for approximately 5-minutes before picking up.

12. Re-apply solution, scrub, and pick-up with wet vacuum or auto scrubber.

13. Pick up dirty floor water using a wet vacuum or auto scrubber.

14. Rinse the entire area with a clean solution of neutral cleaner.

15. Dust mop the entire area “including corners” when the floor is completely dry.

16. Use proper procedures for applying finish to floor. “On recoats us at least 5 layers of floor finish”.

17. Clean all equipment. Clean the pads with a nylon brush or let them soak in a pad cleaner solution then spray them with water, hang them out to dry.

18. Return equipment and supplies to the storage area. 

      STIPPING FLOORS
      Select the proper chemicals, supplies, tools and equipment when performing each task. Always follow manufacturer’s recommendations and safety precautions including application instructions. Employees are required to comply with all personal protective equipment (PPE) requirements. All floor outlets must be covered when wetting the floor, use extreme caution when working around these outlets. Check all equipment for frayed cords or other safety issues before using. 
     Read and understand these procedures before starting. Make sure you are with an experienced staff person if you have never stripped a floor before. In this procedure all of the finish will be removed. Depending on the floor finish no more than six (6) coats will be applied. Be sure to clean all build up areas around door frames, edges, corners, baseboards, etc.

1. Inspect floor area for hazards or debris and remove.

2. Prior to dust mopping, spot mop any wet area and allow the floor to dry.

3. Remove all gum, tar, tape, etc. that is stuck to the floor. “Do not remove floor stickers that are designed for student use. See Facility Director for direction on this.”

4. Use a broom and dust mop to sweep out corners and under univents, shelves, etc.

5. Post hazard warning sings such as “Slippery When Wet!” Leave these signs up unit the job is completed and the floor is completely dry.

6. When preparing the stripping solution wear required PPE. Eye and skin injuries may occur if these are not followed.

7. Do not add any other chemical to this mixture unless directed by the custodial supervisor. 

8. Mix stripping solution according to the directions on the original container. Using too much stripper will make the floor to slippery for the pad to cut through the finish. 

9. Spray stripper solution on dirty baseboards and heavy build-up around door jambs, corners, etc. Allow the solution to remain wet for approximately 5- minutes. Use a brown ar black high productivity pad and a DoodleBug to agitate and loosen all of the dirt. Do not allow the chemical to dry before removing. If it does reapply, agitate and rinse with water.

10. Use a black pad, black high productivity pad or stripping brush on the floor machine. 

11. Using the proper stripping solution and water, apply a flood coat of solution onto an area approximately 10’x8’. 

12. Allow the solution to remain wet for 5 -10 minutes to let the chemicals penetrate through the finish.

13. Use caution, as the floor will be extremely slippery. Wear rubber soled shoes or approved stripping boots.

14. Strip the floor moving the machine from your left to your right. The machine should cover approximately 3’ to each side. Position the handle so it is comfortable for the user.

15. Make one pass from left to right and then pass back over the same area moving the machine to the left. Use slow. Uniform movements.

16. Repeat this procedure and move the machine by stepping backward one step, repeating this process making sure to overlap each pass.

17. Continue on to completely strip all of the flooded areas.

18. Use a wet vacuum and a squeegee tool to pick up dirty solution.

19. Wet mop the stripped area followed by another pass with the wet vacuum.

20. Repeat these procedures until the entire area is stripped.

21. Rinse the entire floor again with a floor neutralizer conditioner to lower the pH of the floor.

22. Rinse the floor with clean water.

23. When the floor is dry the entire area should be uniformly dull. Re-strip any shiny areas, neutralize/rinse.

24. An automatic floor scrubber can be used for the final rinse.

25. Use proper procedures for applying floor finish to the floor.

26. Clean all equipment. Clean the pads with nylon brush or let them soak in a pad cleaner solution then spray them with water. Hang them up to dry. 

27. Return equipment and supplies to the storage area. 

     APPLYING FLOOR FINISH
     When applying floor finish, stay at least one tile away from all edges on every coat except the last. The last coat should be applied along the edge using caution not to get finish on the floor molding. Putting the mop in the finish and wringing the mop so the finish is not dripping, frame a “U” shaped area in the farthest area from the entrance. 

     Before adding floor finish to the bucket line the bucket with a clear liner. This will prevent any hardened floor finish built up in the bucket.

     Frame the area by pulling the mop along the left side, turning to go back down the right side. This will give you an upside down “U” shape to work in.

     Frame your area so you can comfortably span both sides of the “U” while standing in the middle. Pull the mop from the left to the right gently lifting the mop head up to roll back over. 

     Follow this procedure order:

1. Repeat this process until the entire framed “U” area is covered with finish.

2. Continue this process until the entire floor is covered with finish.

3. Apply a second coat when the floor is completely dry. Normally, no more than two coats should be applied per 8 hour day. 

4. Apply the final full coat of finish up to the edges. Do not apply any finish to the walls, baseboards, furniture, etc.

5. In high humidity, a fan may be used to pull the air from the area. 

6. If fans are used to speed up the drying process do not place them in such a way as to direct the air on the finish.

7. If the floor is stripped all the way down to the bare tile there should be a minimum of 7 coats of wax put on each floor. 

8. Return the equipment and supplies to the storage area.

9. Remove the clear liner and rinse out any remaining finish from the buckets and wringers with hot water and wipe off with a dry cloth. 

10. Clean the rest of the equipment and cords and wipe them dry.

11. Rinse out all pads and brushes with water.

12. Soak pads with heavy build up in a solution of pad cleaner. 

13. Rinse pads out with water and hang them up to dry. 

14. Return chemicals to the proper area.

15. Rinse out the wet mops with water and hang them up with mop head down.
16. Notify your Custodial Supervisor of any problems or concerns you may have about the equipment t, supplies, or possible safety hazards. 
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