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F.S.P.M.A., Florida School Plant Management Association, was organizec
established in 1960 with three (3) main objectives.

F§EI\7\A Mission Statement
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FIRST, to determine the nature, extent and qualigtofictanal services
required for the educational program, and to promote the development of
services by establishing the acceptable policies, standards, and practices

SECOND, to develop a working relationship with school administrators, m
noninstructional, and instructional personnel, to foster programs through ¢
facilities and environment.

THIRD, to promote the professional advancement of school plant mainten
operation, safety, energy management and environment.
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A The exchange of information and ideas among school districts, communit
and universities for the purpose of improving school plant management,
maintenance and care through the promotion of acceptable policies, stanc

practices; and to promote the professional advancement of school plant
management personnel.



¢ -
,V‘ .

&

E@@D(I\anoperat/ip‘

11035 SW 84th Street
Miami, FL 33173
3058351050 B058351056

http://plantoperations.dadeschaobls.net
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The Mission of the Department of Plant Operations is to serve as the professional custodial consult
school site personnel and provide support that will ensure our District facilities are clean, safe and s
for our students, faculty and visitors.

Our primary functions are as follows:

Perform yearly Sanitation Audits

Provide management and custodial training
Develop custodial standards and cleaning protocols
Perform Custodian Allocation Surveys

Provide Job Assignments

Perform and assist schools with organizing Cleaning Schedules and Standards in order to ens
satisfactory grade during the Sanitation Audit

Supply District custodians with I. D. badges

Assist with Disciplinary process

Assist with Custodial selection during the interview process
Serves as the Emergency Response Team
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A Safety is avoiding accidents that cause human suffering and property loss
humans can prevent accidents from happening. Accidents tend to happel
one is tired, sick, under stress, or simply being careless. Environmental f:
also play a role in causing accidents. For example, noise and other distra
can create conditions in which accidents may happen. But these environi
factors can usually be controlled by workers or at least, taken into accoun
practicing safety. Human errors tend to cause more accidents than equip
failures

A Mostccidents can be prevented by learning and following safe working h:
Safe practices are achieved by training (for example, all employees shoul
informed about local means for chemical solution disposal) and action (fol
wearing protective goggles). Accidents are not avoided by good luck or ¢
bad luck. PEOPLE CAUSE ACCIDENTS.
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A PersondReasons
A ProfessionBeasons
A LegaReasons
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A Although the law provides considerable protection for employees of public
agencies, it allows employees to be personally sued for willful disregard fc
safety.
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A Chemical
A Electrical
A Fire

A Physical
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A Many federal and state agencies are concerned with chemical safety in th
workplace, and there are numerous regulations and guidelines in this are:
federal level, the Environmental Protection Agency is charged with overse
many aspects of safety within the workplace. This agency is responsible
publications and regulations concerned with chemical safety. The OSHA
Communication Standard requires employers to inform and train employe
handling and emergency procedures relating to chemical substances use
job. Currently, this is required within 30 days for new employees and sho

renewed annually for all employees.
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DOESREF Site and Table of Contents

http://www.firn.edu/doe/rules/begin.htm

5.4SPECIAL CONSTRUCTION(1) Accessibility Requirements.(2) Assembly
Occupancies (Within Educational Facilities).(3) Boiler Rooms.(4) Chemical St
Child Care/Day Care Facilities.(6) Clinics.(7) Kilns.(8) Kitchen and Food Servi
Facilities.(9) Laboratories and Shops.(10) Library and Media Centers.(11) Op
Schools.(12) Paint Spray Booths and Rooms.(13) Performing Arts Theaters a
Auditoriums (Serving the Public). (14) Pools.(15) Public Shelter Design Criteri
Relocatables.(17) Shade and Green Houses.(18) Stadiums and Bleachers.(1¢
Stages.(20) Storage.(21)-OaoteRooms.(22) WallCoolers and Freezers.

5.5EXISTING FACILITIES(1) Administration.(2) Site.(3) Concrete.(4) Masonry
Metals.(6) Wood.(7) Insulation and Moisture Protection.(8) Doors and Window
Finishes.(1@®pecialtied.l) Equipment.(12) Furnishings.(13) Special
Construction.(14) Conveying Systems.(15) Mechanical.
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A DOESREF Site and Table of Contents

A
A http://www.fldoe.org/coreffileparse.php/7738/urlt/srefrule14.pdf

A Chapter 5, Section 5
I Existingracilities;
(1) Administrati@®) Site. (3) Concréde.Masonry5) Metalg6) Wood.
(7) Insulation and Moidtuatectiarg8) Doors and Windows. (9) Finishes.
(10)Specialties(11) Equipment. (12) Furnishing. (13)Gpestraiction
(14) Relocatables. (15) Conveying SyfieniMechanical. (17) Electrical.
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A No one should use any substance, even household products without understz
what dangers exist and how to use the product safely. Chemical substances
used only in the manner and for the purpose for which they are intended. Bef
any chemical, the employee should learn about possible hazards, disposal, at
emergency treatment measures, and handling procedures. All of this informa
be found on either the label on the product, or its Materials Safety Data Sheet
Globally Harmoni&gstem (GHSYhich should be available at each site using a
chemical. (Samples of MSDS forms are found in the In Depth Information Se
NEVER use a product from or in an unlabeled container. Every district, comm
college and university should have a general policy for the use of chemicals.

A Potential hazards of chemicals relate to the chemicals harmful effect on the sl
eyes or internal organs of the human body. Chemicals may be introduced to
In the form of fumes, liquids or solids. The major safety precaution to take wh
working with chemicals is to avoid contact as much as possible.
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Avoid using hazardous chemicals for any task that can be done some oth

If you must use a hazardous substance, always wear protective clothing (
goggles, shoes, aprons) PPE, as appi8@&. GHSIll tell you.

Dilute chemicals only in approved combinations and to the proper ratio.
Never open packets or bottles with teeth.

Avoid splashing or spilling liquids.
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A Certain chemicals should NOT be stored near each other. The risks incluc
combining fumes which may become explosive or vapors which form pois
gases.

I For example, bleach and ammonia may leak or evaporate from improy
sealed containers. If these fumes combine they form an extremely tox
gas.

I Acidswith alkalis, and pool chemicals with petroleum products such as
cleaning liquids, are also hazardous combinations.
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Never transfer chemicals into an unlabeled container.

Store potentially flammable chemicals in approved containers and areas.
NEVER store chemicals in electrical, mechanical, or boiler rooms.

Keep chemicals away from sources of heat, such as furnaces or sunshine

Chemical storage areas should not be crowded. Areas should be designe
built specifically for such storage, with the proper ventilation and fire resist
Some chemicals are sensitive to extreme temperatures.

Custodians required to clean or enter chemical storage areas, (science
laboratories), for all intents and purposes should receive training in propet
and storage procedures.

Custodians shoul i ibfee a wame rodt gtr e



(/

™ (&I\emlcal Disposal , &
— F R - 4-‘
I——l
A Improper disposal of substances such as cleaning chemicals used on the
cause serious problems. The Material Safety Da#sBI$:66H8)entioned

earlier, contains information about safe disposal procedures for the chemi
substances use.

A Biohazard waste disposal is usually under contract along with the clinic w.
Check with your Environmental Specialist
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A One of the chemical hazards that is often overlooked is that of poisonous
As almost everyone in Florida is aware, the subtropical climate is good fot
plants that have topic leaves, sap, or berries. Many common landscape [
(such as ol eander and <cor al bean)
vy, and toxic mushrooms) can be chemically hazardous if eaten or touche

A For a list of poisonous plants, refer to your local County Extension Agent.
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A Working with electricity can be a shocking experience for those not familie
hazards of this area. Besides the risk of electrical shock, many fires are c
electrical misuse or malfunction (see also the Fire Safety section). Receiv
training and paying careful attention to safety precautions are important fc
tasks involving electricity.
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A The school custodian should be aware that codes and guideline relating t
electrical wiring and equipment exist, even though the details may not be
necessary for custodial tasks. Guidelines found in the National Electrical
( NEC) and Underwriteros Laborator
contents of buildings from hazards arising from improper installation and/c
standard equipment. For example, the NEC describes acceptable electric
installation methods for different purposes. UL provides lists of and produ
identification labels for different types of electrical products and materials
extension cords, sockets, and lamps

A In some instances the State Requirements for Educational Facilities (for e
5.5) contain references to both NEC and UL. Wiring or products that do 1
conform to these standards shall not be used in schools.
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A An understanding of what happens as a result of carelessness with electr
hel p avoid electric shocks. E |
resi stanceo. This path can be th

defective piece of electrical equipment is handled when standing on a wet

A The risk of shock is lessened by use of a grounding plug or wire, which pr
better path. Insulating the body, such as by wearing rubber glogesedr rubl
shoes, also helps.

A Electrical hazards exist any time a power tool or other piece of equipment
or serviced. Wiping off an electric hand dryer can be as dangerous as imj
operating a wet/dry vacuum if safety precautions are not taken.
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Never use defective equipment, such as a tool that overheats, or has a cr
frayed, spliced or worn electrical cord.

Always grasp the plug, not the cord, when unplugging equipment. This c
risk of damage to the cord and danger of a broken cord in your hands.

Use the grounding plugs properly. Do not use ungrounded extensions (tw
with grounded (three prong) plugs.

Outlets with Ground Fault Circuit Interrupt (GFCI) protection devices, shol
available for use in all areas around water supplies and in damp areas pe
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Use only tools in good condition

NEVER hang extension cords over nails, bolts, or sharp edges. Do not allow them to become kinked or knc
Store properly out of the way. Keep electric cords away from oil, heat, and strong chemicals. Never allow a
extension cord to lie on a damp or wet surface

Use properly rated extension cords only when absolutely necessary. Place cords away from high traffic aree
prevent anyone from tripping over them. Do NOT extend them through windows or doorways where they mi
pinched or crushed

Do not overload a tool.bs capacity or try to hurrtr

Keep your fingeronorneatoshuf swi t ch so power can be discontin
tamper with any safety shut off that is built into the .equipment

Maintain your balance while using all power equipment. For example, when using an electric drill, reduce pr
when the bit is about to penetrate the object being drilled

Disconnect power cord before adjusting tools; such as changing the blade on a skill saw

Use only tools for which training has been received.
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Fire safety means both preventing fires and taking the correct steps shoul
occur. Fire prevention is the responsibility of all building occupants, but th
custodian has a special role to play.

Good custodial housekeeping practices for example, keeping litter and de
building, and cleaning properly all equipment and vents are important pre«
to take against fire hazard.
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A The State Requirements for Education Facilities (SREF) regulates many e
practices in schools. The Florida Fire Prevention Code regulates fire safe
schools & colleges.

A

A This regulation includes NFPA 1 and NFPA 101 and covers fire resistance

building materials, use of smoke detectors, fire alarms, storage of flamma

combustible materials, required means of egress doors, hallways, emerge
and other related topics.
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A Areas that often contain fire hazards are storage, equipment, furnace rooms &
custodial closets, which tend to accumulate clutter. The custodian is in a unic
position to recognize and eliminate potential fire hazards in many of these are
time a possible problem is noted, the custodian should notify the proper supel

administrator.
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A Custodial tasks can sometimes affect the level of fire resistance of an area. I
cases, maintaining the structural integrity of all or part of a building is necesse
adequate fire protection. The custodian should never create holes in partition
mar the surface of walls, floors and floor coverings, or create gaps between fr
windows or doors without considering whether a possible fire hazard will arise
gouges, gaps, rips or any other damage to the building becomes a fire hazard
this immediately.

A Damage is not the only way a fire hazard can be created. The risk of fire dam:
greatly increased by not using built in safeguards properly.
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A Leave fire doors open (identify on campus all fire rated doors and check v

safety inspector for compliance tcI0EPA

A Wedge smoke or fire doors
A Prop open doors or lids on flammable storage areas or cabinets
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Four major sources of fire hazards are lightning, electricity, human carele:s
and chemical combustion.

Lightning cannot be prevented, but keeping buildings in proper condition c
minimize its effects.

There are other things the custodian can do to eliminate many of these ot
hazard sources.
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The custodial staff as well as all other personnel shoulesfoldéuagpolicies of the district,
community college or university.

Watch out for defective outlets and be sure they are not used until repaired.

Never overload a circuit with extension cords or multiple outlets. Report any overloads
noticed.

Follow all regulations in the SREF, (see Laws and Regulations section) concerning stc
flammable materials and disposal of combustible flammable trash, such as oily rags or

Follow all regulations as they relate to the accessibility of electrical closets, outlets and
extinguishers.

Specifically, flammable and combustible materials must be stored only in approved cor
cabinets, or rooms. Such custodial materials as dirty mop heads, oily rags, furniture pc
paint and so forth must be stored in an approved metal safety contaiclesingHid c=de
SREF).
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Debris should never be allowed to accumulate. Flammable materials and
petroleumpowered equipment (lawn mowers, trimmers, etc.) shall not be st
electrical, mechanical, or boiler rooms.

Large quantities of flammable liquids and some other materials must be g
special treatment. Check the regulations in SREF if required to prepare o
more than small amounts.

Cleanliness is important in fire hazard areas such as electrical and boiler |
Dust is flammable and should be removed from surfaces and equipment f

Use extreme caution around fuel storage tanks. Any spark or flame near
or defective valves or regulators could cause explosions as well as fires b
fumes.
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A Report any suspicious sitpsning smells, smoke, sparks or noises.

A Keep electrical equipment in good condition. Do not allow electric cords t
damaged or motors to become dirty. Report strange noises or other unus
events observed about fan belts, gears, or any other part of a piece of eqt
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A Many innocent looking objects are fire hazards. All schools should have |
relating to the use of potentially dangerous decorations such as crepe paf
streamer s, nat ur al Christmas tr ece
SREF regulations should be noted. Treat these with the same cautions as

flammable objects while disposing of them and/or cleaning near them witr
equipment.

A Hallways, aisles and doorways must never be restricted or blocked by obj
prevent a fast exit in case of emergency. On the other hand, all fire doors
kept closed.

A Know what actions to take, in case of fire. Prompt action can save lives a
property.
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A Another important area for safety awareness is in physical activity, such a
heavy loads and working on a ladder. Many back injuries, broken bones,
wounds could be avoided through awareness, carefulness, and proper tra

A Some physical safety regulations are included in the State Requirements
Educational Facilities. They deal with such things as keeping shop floors
obstructions and grease, use @lipanaterial around pools, and other
environmental factors, which may not be under the control of the custodia
However, there are many job factors, which the custodian can change or |
to help avoid this type of hazard.
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Size up the load. If too heavy to handle get help or the proper equipment such as
hand truck. Delaying the job a few moments to get assistance is better than riskin
injury

Check the route. Decide the safest path to take with the load, see that the way is
Be sure that where the load will be placed is ready

Get a firm footing and take a good grip

Feet a little apart for good balance

One foot beside and one behind the object
Keep back straight and aligned with the neck

Bend knees, allowing legs instead of back to support the weight.
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Grip the object with the whole hand including palms, not just the fingers

Keep the load close to the body. Tuck arms and elbows into the body, and center :
body weight over the feet. Lift with a steady thrust, starting with the rear leg

Never twist the body. Move the feet to change direction

Bend knees to put down the load. Be sure fingers are not caught underneath the «
as it is put down

If the load requires special handling, wear proper protective gear, gloves, protectiv
footgear and other clothing. For instance, wear protective gear when carrying liquis
chemicals in containers that may leak, or objects with sharp edges

When help is required to move a load, teamwork should be practiced and one per:
should call the signals.
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A Each year thousands of accidents occur by falling é7AslipSiddRE THE
SECOND MOST COMMON CAUSE OF FATAL INENdRIESINg hurricane
cleanup, falls take more lives than the actual disaster.
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A Loose, long or inappropriate clothing for the job can cause falls. Shoes st
slip resistant with rubber or other grip type soles. Sandals, clogs and flip |

not appropriate for the job, especially when pressure cleaning.

A Be alert.

A Watch for things that can trip other people. A fall just from a standing pos
fracture a skull and a jaw. Loose tiles or carpet seams or uneven cement

trips.
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Wet conditions cause a particular

to warn people. Rope off the area if necessary. Proper footwear must be
walking on a wet surface. Custodians must step carefully and slowly.

Spills and leakage from trash or bags can create additional hazards.

Be especially careful when working on stairs. Use handrails if possible ar
antislip strips to smooth or worn stairs.

Working above ground creates a potential fallinéNEd4aiRduse a support
that is not specifically designed for such use. Always use a stepladder, no
chair.
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Always inspect the ladder or support to be sure it is in good repair.
Set up the support properly, with ends firmly seated on a level surface.
Do NOT place metal ladders or scaffolding near electrical wires.

Never stand above the safe point on a ladder. The top two steps of the lac
for support, not stepping.

Move the support as close as possible to keep within a comfortable reach
distance to the task at hand.

Only one person should be on a ladder at any time. Whenever possible, |
extra person hold the ladder steady.
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A When working with sharp objects remember these rules:

Be especially careful when carrying a sharp or pointed object in case «
fall. (Objects should be pointed down and away).

Wear proper hand protection, such as leather gloves, when working w
sharp tools or object.

Do not reach into waste containers or push trash into a partly full
container with hands or feet.

Put waste with sharp edges, such as broken glass or old nails, into stt
containers. NEVER put objects that might break, such as burned out
bulbs or fluorescent tubes, into trash containers. (Fluorescent tubes a
present a gas hazard. They must be placed in approved containers.)

Be aware of sharp edges on furniture or other objects being moved. E
the edges of a cardboard carton can cut badly.

Do not put hands or head into places that have not been visually
inspected for possible hazards.

If part of custodial responsibilities, playground equipment should be
frequently inspected for loose bolts, sharp edges, or other hazards.
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A What is ADA ?
Americabisability Act

A Ensuringafe unobstructed access for persons with disabilities, is an impor
area of responsibility for the custodian. Under SREF and ADA, school

administrators are responsible for accessibility to public school buildings \
rails, automatic doors, etc..
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A Ground areas should be clear of obstacles such as overhanging branches

A Large, raised, or Braille lettering, warning and directional signs should be
In such areas as elevators. Custodians should check these signs to be st
damage or defacement of these signs is reported and corrected.

A Furnishings, such as drinking fountains, toilet stalls, and chairs should be
repair and useable by those with mobility or dexterity limitations. Report &
unusable (broken, clogged, or blocked) equipment promptly.
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A Any new or temporary obstacle created by custodial job activities, such as
a path way, sprinklers, hoses, or drying floor finish, should be roped off. F
persons, fnNbeeperso attached to sa
allows.

A If you have automatic door openers that are turned off at night, make sure
toggle switch is turned on (usually found over the door) to allow the electri
plates to work.
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Always use the proper tool for a job. Approach the use of a tool with resp
car e, even 1 f 1t 1 s an action tha

carelessness can cost an eye Oor worse.

Never use a defective tool, such as a hammer with a cracked handle or ct
head.

When handing a tool to another person, sharp points and cutting edges sl
pointed away from the giver and the received. Sharp tools or pointed obje
NEVER be carried in a pocket. Proper tool pouches, sheaths, or boxes sl
used.

Do not use tools when hands are slippery with grease, moisture, or any ot
substance.

Always be conscious of where parts of the body are in relation to the tool |
used. For example, keep fingers out from under hammers; do not pry witl
near the face.
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Wear protective gear. ALWAYS wear goggles when hammering, sawing,
or performing any other task involving hazardous tool usage.

Keep tools in proper shape. A sharp knife is less dangerous than a dull o
must be forced through what is being cut.

Be careful of hot surfaces when working withayaseliee tools. (See also
the Fire Safety section.)
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A Toxic, flammable, or otherwise hazardous chemicals are most commonly
encountered in the custodial closets, kitchens, science laboratories, and S

rooms. These materials should NEVER be handled without proper knowle
training, even if it is just to dust the container.
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Particular electrical hazards occur in kitchens, workshops, and machine rc

Look for common hazards such as damaged cords or equipment in areas
they might be overlooked; for instance, lounges, offices and behind vendit
machines, etc.,

Equipment with internal combustion engines (powered by petroleum prodi
should NEVER be stored in electrical, mechanical, boiler or chemical stor:
areas.
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A Wherever a ladder, mop, tools, or other equipment is used, there is the pc

accidents. Accidents can happen to the custodian or others. Stairs, hallw.

furnace, boiler rooms, and school grounds are all likely places for tripping
cuts, or access problems.
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The occupants of a school are often dependent on custodians for thelr he
even their lives.

Safety is the most important responsibility of the professional custodian. V
safe and continually reminding others to be safe may seem to drive peopl
but when safe practices are not used accidents are bound to happen.
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A In spite of good safety practices, accidents may happen. It is important fo
custodians to know and understand local school board policy and procedt

relation to emergencies and accidents.
A THREE MAJOR AREAS in which advance knowledge is important are:

I Emergendylanning
I First Aid
I AccidenReporting
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A In case of an emergency such as fire, bomb threat, or chemical hazard, al
occupants of a school should know evacuation procedures. Under SREF
school building up through 12th grade is required to have an emergency e
plan. This regulation also specifies emergency drills that must be conduc
some of the responsibilities for various school personnel. (See the Laws
Regulations sections for more details.)
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A One of the best ways to gain knOV\

emergencies Is through i nstructioc
practice and reality should be clearly defined, as specified in SREF. All ci
staff should receive training in emergency preparedness and procedures
practiced at each work site.

The basic concern in case of emergency evacuation is to get all occupant
the facility as quickly and in as orderly a manner as possible. In general,
custodiands main responsibility I
The custodian is also required to turn off such equipment as may spread f
hinder firgghting operations. The custodian may also be the only staff per
iImmediately available as a source of emergency information.
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A The custodian should tmadlable:

I Telephonaumbers for fire department, sheriff, or police, utility companies, amk
service and physicians, residence of principal or other administrator.

I Know the procedures to get access to general emergency number 911 at you

I Chart or plan showing locations of cut off valves for water, gas, oil and locatiol
hydrants and extinguishers.

I Location of driveway entrances to buildings.

I Location of main electric switches and emergency system controls, ventilation
and openings.

I All building exits, fire escapes if any.
I All major hazard areas, such as flammable storage.

I Special equipment for emergencies, such as flashlights, portable extinguisher
aid Kits.



Custodial r%e nsibilities for emergenc pla
ts should be known

A These mayclude:
I Monitorinthhe status of fire extinguisher readiness
I Notifying the fire department
I Sounding the alarm
I Attempting to extinguish small fires
i Cutting off main valves or switches
i Assisting emergency personnel with locations at the site.



