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Appendix 
D-1
Supplied Equipment Listed by Building and Cleaning/Use Expectations
Created by:

Andy Czaika
Director of Facilities & Safety Services
Charlotte Public Schools.
EQUIPMENT SUPPLIED BY BUILDING
The below equipment listing is a minimum expectation of equipment used. 

HIGH SCHOOL/CPAC
1 – Clarke TFC 400 Restroom Cleaner
1 – Clarke 20” Round Riding Scrubber
1 – Clarke 28” Square Riding Scrubber
3 – Advance 20” Swing Machines
3 – Aqua clean 16” Carpet Machines 
1 – Bobcat 10 Carpet Machine
1 – Pacific Dual 12” Walk Behind Scrubber

1 – Pacific 20” Walk Behind Scrubber

2 – Advance Wet/Dry Vac

1 – Electric Power Washer

MIDDLE SCHOOL/CUE/AQUATIC CENTER
1 – Clarke TFC 400 Restroom Cleaner

1 – Clarke 20” Round Riding Scrubber

1 – Clarke 28” Square Riding Scrubber

2 – Advance 20” Swing Machines

2 – Aqua clean 16” Carpet Machines 

1 – Pony Walk Behind Carpet Machine

2 – Clarke 20” Walk Behind Scrubber

2 – Advance Wet/Dry Vac

1 – Electric Power Washer

PARKVIEW ELEMENTARY
1 – Clarke 20” Round Riding Scrubber

1 – Advance 20” Swing Machines

1 – Aqua clean 16” Carpet Machines 

1 – Clarke 20” Burnisher Machine

1 – Adfinity 20” Walk Behind Scrubber

1 – Advance Wet/Dry Vac

1 – Betco Upholstery cleaner

WASHINGTON ELEMENTARY
1 – Clarke 20” Round Walk Behind Scrubber
1 – ICE 16” Carpet Machines 

1 – Betco Upholstery cleaner

1 – Advance Wet/Dry Vac

1 – Advance 20” Swing Machines

GALEWOOD ELEMENTARY

1 – Clarke 20” Round Riding Scrubber

1 – Advance 20” Swing Machines

1 – Bissel 10 Carpet Machine

1 – Viper 20” Walk Behind Scrubber

1 – Advance Wet/Dry Vac

1 – Betco Upholstery cleaner

WEYMOUTH CHILD CARE BUILDING

1 – Pacific 20” Walk Behind Scrubber

1 – Betco Upholstery cleaner

SERVICE CENTER TRANSPORTATION BUILDING STOREAGE 
3 – Advance 20” Walk Behind Scrubber

1 – Clarke 20” Walk Behind Scrubber

1 – Afinity 20” Walk Behind Scrubber

1 – Clarke 28” Square Walk Behind Scrubber

1 – Betco  28” Propane Burnisher

4 – Advance 20” Swing Machines

1 – Clarke 18” Carpet Machines 

1 – Advance Wet/Dry Vac

1 – Betco Upholstery cleaner

1 – Bissel Carpet Cleaner
As stated before this is the minimum level of equipment needed to provide Custodial Services to all of the above mentioned buildings. All snow removal equipment will be provided by the District. 

A.1 CLEANING AND MAINTAINING EQUIPMENT
         These lists are not intended to be all inclusive but rather to provide the general guidelines. Please note the Contractor is responsible to keep all equipment in proper working order. The District will not be held responsible for equipment repairs to Contractor owned equipment. Any District owned equipment will not be removed from District buildings to go to other buildings or other Contractor clients. 

1. Equipment is expected to be cleaned and properly maintained at all times.

2. Battery operated equipment should be charged after each shift. 

3. All equipment should only be used for the purpose intended and the appropriate personal protective equipment must be worn. “The PPE will be provided by the Contractor.”

4. Equipment is not to be loaned or to be borrowed by another building without notification to the Custodial Supervisor. 

A 1.2 GENRAL GUIDELINES
            In order to extend the life of the equipment, daily and weekly attention to maintenance is required Equipment is vital to the efficient cleaning of the Facilities. All equipment should be working properly when in use and stored correctly. 
          These are general guidelines. Always refer to the owner’s manuals for specific maintenance recommendations.

          It is very important to read the operator’s manual before operating any equipment you are not familiar with. Report all repairs to the Contractor’s custodial supervisor immediately. 

A 1.3 EQUIPMENT CARE

          AUTOMATIC FLOOR SCRUBBERS
           Prior to use:

· Check pads and replace if worn.

· Check to make sure that the machine is fully charged.

· Use the appropriate solution for use.

               After use:

· Completely drain both tanks. 

· Rinse the recovery tank thoroughly. Keep the tank open for proper ventilation and air drying.

· Clean squeegee assembly and check for wear.

· Wipe exterior of machine with a damp cloth.

· Check water level in batteries and fill if needed using distilled water. Note: Gel Cell batteries do not apply; no maintenance is required.

· Ensure battery caps are tightly sealed. 

· Plug in the charger, ensuring that the charger connections to the battery terminals are tight and clean.

             CARPET EXTRACTORS
· Inspect cord and hoses for damages.

· Completely drain both tanks.

· Rinse the recovery tank thoroughly. Keep the tank open for proper ventilation and air drying.

· Remove spray jets and rinse.

· Wipe exterior with a damp cloth.

· Inspect brushes and clean as needed.

              VACUUM CLEANERS
                 Properly maintained vacuum cleaners can save valuable time and labor while keeping the floors looking great. Keep your vacuum cleaner suction system void of debris and obstacles can increase the life of the vacuum’s motors in turn saving money on internal parts and labor. 

                 Canister & Back Pac Vacuums
· Inspect cord for any damages.

· Check collection bags for holes.

· Collection bags should be emptied as needed.

· Wipe the exterior with a damp cloth.

                 Upright Vacuums
· Inspect cord for any damages.

· Check the beater bar and clear any obstruction and wipe clean as needed.

· Check the collection bag and replace as needed.

· Check filters and air path clean-outs.

· Wipe the exterior with a damp cloth. 

                  Wet Vacuums
· Inspect all cords for damages.

· Drain recovery tank and rinse thoroughly. Keep open for proper ventilation and air drying.

· Check filters and air path clean-outs.

· Clean squeegee assembly and check for water. 

               BROOMS, WET MOPS AND MOP BUCKETS
               Brooms
· All brooms and dusters shall be cleaned of dirt, debris and dust after each use and stored properly. 

               Wet Mops
· Proper mop maintenance can make your mops last up to 5 times longer and help you do a better job of cleaning your floors. Here are some simple steps to follow:

· When using a new mop head soak in hot water for 10 minutes prior to using and rinse thoroughly.
· Let mop wringer rinse the mop. Do not twist the wet mop in the wringer this can loosen the wet mop strands.

· Try not to leave the mop in the mop water overnight, this can breed bacteria and also weaken the wet mop fibers. 

· After use, clean in warm water to make sure that any chemicals that were used are rinsed out.

· After use, hang the mop to dry after cleaning, this prevents the growth of bacteria form forming on the mop. Hang wet mop heads in an inverted position, using a hook.

· Try to have a different mop head for different types of jobs especially for general use and hygienic areas. 

               Mop Buckets
· When using a mop for floor finish, line the bucket with a clear trash liner this will prevent build-up. Here are some simple steps to follow:

· Empty buckets after each use.

· Rinse bucket and wringer thoroughly

· Lubricate wheels as needed.

A 1.4 EVENING CUSTODIAL RESPONSIBILITIES

            Evening custodians are responsible for providing the care, cleaning and upkeep of the following in their assigned areas, floors, furniture, drinking fountains, lavatory fixtures, sinks, cabinets, chalkboards, chalk trays, glass areas showcases, wastebaskets, walls, etc. Their individual responsibilities include, but are not limited to the following:

· In adherence with the District’s pandemic response, masks must be worn if required by the District when students and staff are in the building. “Currently there is no mask requirement for the District.”

· Assigned areas and the building are to be secured according to the safe schools’ protocols at all times. This includes all exterior and interior doors and windows.

· During your shift, all lights, computers, appliances, etc. should be turned off when not in use.

· All hygienic areas (restrooms, locker rooms, shower rooms, drinking fountains, etc.) are to be cleaned daily with a germicidal/disinfectant. 

· A proper level of supplies in the various dispensers in their assigned area is to be maintained. All custodial closets and carts are to be kept clean and well organized. 
· Report burnt out light bulbs that are not able to be repaired/replaced by the custodial team. 

· Safety hazards and emergencies are to be eliminated or clearly marked to avoid possible injury and reported for immediate repair as required earlier in the RFP. Inform the Custodial Supervisor or Building Secretary via note or verbally then double check to make sure the message has been delivered and is being acted on appropriately. 

· Fingerprints, smudges, heel marks and general graffiti are to be removed daily. 

· Set up/break down and clean up services are to be provided for building permits and building extra-curricular activities.
· Help with snow removal during event. 

· A high standard of cleanliness and sanitation in the assigned area is to be maintained by adhering to the expectations listed in the Cleaning Procedures. 

 A1.5 SUPPLY REQUESTS
            Each month the Custodial supervisor shall submit consumable supply order forms to the Facility Director’s office. For proper delivery and management, District requests that this is done on the 15th of each month. Supplies will then be ordered and delivered directly to the buildings. An electronic order can be placed to the Facility office as well. Orders must be reviewed and approved by the Custodial Supervisor prior to submitting to the Facility office. 

           It is important to keep an adequate amount of supplies available in stock without overstocking. Products are consistently being evaluated for doing tasks in the most effective way at the lowest cost. Also, cleaning products that expire may lose their effectiveness, become damaging to surfaces and/or unsafe to use. The life expectancy of each product varies. Therefore, it is critically important to rotate chemicals so the older chemicals can be used first and we should not overstock products.
        District-Approved Cleaning Chemicals and Chemical Safety
        Any cleaning supplies used within the District should be preapproved by the District in advance of use. It is important to the cleaning program to standardize products and procedures throughout the District to ensure the safety and wellbeing of students, staff and visitors. Each product requires a Safety Data Sheet (SDS). 

        Proper mixing of products is critical to the cleaning program. Diluting concentrated cleaner in the proper proportions is efficient and practical. Always read product label and follow instructions to measure the proper dilution ratios. Please refer to the Standard Dilutions Table for proper mixing of water and concentrated cleaners. This information must be posted in EVERY custodial closet.

        Too much concentrate can:
· Damage surfaces that are being cleaned.

· Be harmful to the skin

· Create too many suds

· Waste Product.

          Too Little concentrate can: 

· Not produce the desired results.

· Waste time

· Waste energy

· Waste materials

     When handling any chemicals, the rules listed below should always be followed. 

1. Know the chemical you are using. Do not use chemicals from unmarked bottles. All containers must be properly labeled.

2. Always read the labels and follow the instructions.

3. Do not substitute chemicals. Many chemicals are made for specific jobs only. 

4. Never mix one type of chemical with another. You can destroy the usefulness of a chemical by mixing it with other chemicals. You can also create a poisonous gas or solution that can harm you or co-workers.
5. Do not rely on the smell of chemicals as a means of identification. The fumes from some chemicals can be harmful. 

6. If the solution you are using is a string acid or alkali, protect yourself with safety glasses. Rubber gloves, and adequate protective clothing.

7. Do not store chemicals on overhead shelves.

8. Have available and review Safety Data Sheets (SDS) on all chemicals you use.  
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