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F.S.P.M.A., Florida School Plant Management Association, was organizec
established in 1960 with three (3) main objectives.
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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.
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The Mission of the Department of Plant Operations is to serve as the professional cust
consultant to school site personnel and provide support that will ensure our District faci

clean, safe and sanitary 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 orde
a 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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Aln schools, fAsanitationo is
learning environment.

A Housekeeping covers tasks done to improve the appearance and usefuln
area. In this manual, both sanitation and housekeeping will be discussed.
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A Help make schools a healthy, safe place.

A Provide an attractive, productive workplace.

A Lengthen the useful life of the school plant and its furnishings.
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School custodians are vital to all sanitation and housekeeping activities in
school. Their tasks hold the greatest responsibility in this area

Thesdasks can have immediate, visible results amdragmgpact on the
health of everyone in the schools, homes and county.

Personal satisfaction i n sparklin
efforts. In addition, these efforts are essential for achieving the goals set |
health entities.
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A Includes the removal of dirt, grime, and trash from building areas.

A Elimination of potential sources for biological growth.

A Eliminatioof odors.

NOTECIeaning of all types of floor surfaces is also part of housekeeping and

sanitation. However, it plays such an important part, it is covered in a separe
manual in this series.
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A Random Definitions:

BacteriaTiny living things that can only be seen under a microscope. °
often cause disease, live and multiply in stale water, filth, dirt, and rotti
material.

Biodegradablé substance that is easily decomposed into a harmless t
product for the environment.

ConcentratéAn undiluted fluid. (Note: Most concentrates have water
removed for weight purposes)

CorrosionEating or wearing away slowly by chemical action, an examy
rusting. (One reason for deleting bleach).
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DisinfectarfAnything that kills bacteria that can cause infections. ECJsuaITf/'the word
disinfectant means the same thing as germicide, or bactericide.

DispersionThe breaking up of dirt into very small particles and spreading them arol
EmulsionTiny drops of grease, fat, or oil; evenly mixed and suspended in water.
EmulsifierProduct made to remove oil, fat or greasy substances.

Fungt Plant like organisms, that are not green, such as mushrooms.

FungicideA substance for Kkilling mold, at

Germ A tiny living thing that can cause disease. Some germs are bacteria, molds
and virus.

GermicideA substance for killing germs.
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IAQ- Indoor Air Quality L
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ImperviousNot allowing penetration or passage, not capable of being affec
disturbed.

IneringredientsThose ingredients in a product which do not have an active
I n the productodés main job. They a
add bulk.

IPM- Integrated Pest Management

Microband MicrorganismWords for small living things that can be seen on
under a microscope. Bacteria are microbes.

Moldand MildewTypes of fungi that grow on moist surfaces. They are unsic
and can cause odor
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Sanitize: Removal or neutralization of mater|a1s injurious to huméﬁ . A

4

Soluble Able to dissolve. Salt is soluble in water.

Solvents Strong chemicals that clean by dissolving action. They are good for somg
However, they require expert handling and are often a fire and health hazard. Ever
amounts will completely destroy painted walls, floor tile and a great many plastics.

SynthetiDetergents: Chemicals derived from petroleum products and man created
materials. Synthetic detergents are replacing many of the soaps for cleaning jobs.

Sterilize To Kill all living things. (Just seeing if you are still with me.) Complete steri
very difficult to achieve.

SuspensionHolding of dirt particles up in a cleaning solution and not allowing them
into it.

Vitreous A substance that is glossy. Most sinks, commodes, and urinals found in s
made of vitreous china.
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Choosing the right equipment for the task, using it properly storing and m
it properly can save time, effort and money.

Sprayers

Brushes

Micrefibercloths or scrub pads

Floottools

Wewill cover most floor and carpet care in Manual IV Floor and Carpet Ce

Schools.



A Germicide
A Cream Cleaner
A Hydro Degreaser

A Floor Finish Removal
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A Many of the sanitation tasks of the school custodian fall within state and Ic
regulations. These regulations include statements about such matters as
frequency of cleaning critical areas.

A Dirt can be defined as dust mixed with something, such as water or oil, wt
causes it to stick to a surface.

A Dirtremoval consists of loosening this bond and then removing the loosen
resi due. This nunl ockingo of t he
agents.
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A Points to consider when selecting cleaning materials
I Strength Does it have the necessdapningower?
I Labor Isitquick and easysts?

I Cost |s the prodacbnomical?

I Safety Can it be used on surfacdisands?
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A Selecting the proper cleaning tools will determine the effectiveness of clee
the ease with which the task is accomplished.

A Alist of custodial housekeeping supplies and equipment considered usefu
cleaning a school

I Custodiadart- vacuum cleaners, brooms, mops, bucket and wringers,
fiber cleaning cloths and dusters, scrub pads, counter brush and dusty
plungers, ladder or scaffold, hand truck, dolly, waste containers, putty
funnels, measuring cups, dispensers, metal or wood furniture polish, ¢
Insecticides, fungicides, bactericides, algaecides and other cleaning a

Note Donot forget your PPE! !
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A Greases and oils account for the more common types of soils. They rang
industrial fumes, cooking fumes and body oils, to actual lubricating grease
oils. Some are very thin in consistency while others are almost solid. Col
depends on the other soils mixed with them and their temperature at the t
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A Oily type soils are generally of two (2) categories; (1) petroleum or minera
and (2) vegetable or aniypal. Petroleugpes are generally inert or resistant
combination with most chemicals. Removing this type of soil requires a p
action such as emulsification, suspension, or even physical attack with me
agitation, as with a scrub brush.

A Higher temperatures tend to soften oily types of soil and make removal ez
However, temperatures that are too high may damage some surfaces. Be
removal is usually accomplished with a solvent or good emulsifier or susp
agent. (Solvents must be used with care so as not to damage the underlyi
surface.)
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A Natural Earth would be soils such as clayish materials, soot, dust, sand al
the materials commonly referred t
anything. Therefore, they can be removed by agitation and suspension.
In suspended form, they should be completely removed by rinsing or wipit

A Scale: is usually the result of hard water or industrial waste accumulation
include rust, especially in areas where the iron content in the water is higr
removal of scale is easily accomplished with either acid cleaner or pumice

Caution When using any form of acid cleaner, be sure to follow proper safety
procedures.
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A There are two types of frequenl®airing

¥
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I ROUTINEDaily Cleaning

I PERIODIM@suallglone on a weekhyweeklymonthly, quarterly, semi
annually or yearly basis.
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Sweeping / Vacuuming

Micrefiber dust mopping

Dusting

Emptying waste and garbage

Removing stains and spots

Policing grounds

Emptying pencil sharpeners

Sanitizing sinks and other fixtures

Cleaning tables and floor in cafeteria (if it is a custodial responsibility)
Cleaning and storing tools and equipment
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Windowsscreens and sills
Walls
Ceilings
Light Fixtures
Chalkboards/Whiteboards
Lockers
Blinds
Woodwork, shelves, cabinets, furniture and display cases
Gym and bleacher seating
Heating and air conditioning vents
Grills and other equipment

alre;

d
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A http/plantoperations.dadeschools.net/pdfs/freq_tasks checklist.pdf
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A In cleaning an area, the most logical place to start is the ceiling. Clean the
next, followed by the windows. The furniture and fixtures should then be
and the last general area to be cleaned would be the floor.

-

A The ceiling should be regularly vacuumed or dusted to remove cobwebs,
loose dirt. It is important to vacuum regularly around the air conditioning \
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A BE SAFE: Whenever it is necessary to reach something above a comfort
height, extreme care must be taken to avoid falls that can cause injuries o
to property.

Neverstand on whatever is available. Use the right tools for the task at hand.



(

Ceh\/é S\urface Cleaning continu

Housekeeping | .
L ii— "3

A When a thorough cleaning of the ceiling is required, know what you ceiling
made of prior to placing any water or liquid Brathyeacoustical ceilings are
not washableFor these navashable ceiling materials, a dry method is
necessary. A vacuum with soft brush attachment should be used to remoy
dust. Cornstarch, talcum powder, or other dry powder cleaner can then be
and rubbed gently with a very soft bristle brush. (Removal of tiles can be
efficient for dry methddpke sure to replace damaged or missing ceiling tile
SREF
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REMOVE THE TILE FROM THE CEILING!!!

A Apply cleaning solution to an ar e
following the grain of the material. Use only enough solution to clean.

A Dip cloth in cleaning solution and wring dry, wipe off excess cleaner from
tile.

A If rinsing is necessary, use only clean water. Dip another cloth into clean
wring almost dry. Wipe the ceiling tile in the same way as with the cleanir
solutionThisprocedure will require two or more containers or buckets and f
changes of water. Repeat and continue until the entirdezgilinksigsually
advisable to clean the ceiling fixtures at the same time. Dust first, with vac
cloth, then wipe with cleasohgion. Alwalggn off electrical fixtures before
cleaning with any liquid. Avoid touching hot bulbs.
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A Routine Cleaning
I Dustingvith a mop or dusting attachment on a vacuum cleaner.
I Removing fingerprints from heavy use areas such as around light swit

I Fingerprints or graffiti usually can be removed using a small spray bot
with a general purpose cleaner. Spray the cleaner on a damp sponge
and wipe.

NOTE Dondét spray the wall directly
from bottom and go up.
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Horizontal blinds, such ashinmis/Venetian blinds catch a great deal of dust
and are not recommended for use in the educational setting. Vertical blin

better choice.

Dustingr vacuuming is usually all that is necessary for keeping blinds clee

Howevemwhen they become soiled and dirty, they should be removed and
with a detergent and water followed by rinsing and dryidtpbeface re



(

Housekeeﬁ\); Window & Wlndow mew

eanlng Contiv/ X >
e

A Screens should be cleaned frequently. Vacuuming will remove the dust b
washing. Mix detergent and warm water, clean small areas at a time, rin:
clean water. Make sure screens are dry beftadling).

A Cleaning windows and glass in most schools is an enormous but very img
job, since clean windows let in much more natural light. As #hichads one
the natural light can be lost by dirty windows. Natural light is important fot
appearance of the rooms and for avoiding overuse of artificial lighting (wh
wastes energy). Recent studies show that efficient use of natural lighting «
Improve test scores as much as 18%.
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A Gather your equipment:
I Glass cleaning solution

I Microfibawindow tool or cloth

I Bucket

I Squeegee

I Safesupport, either ladder or scaffold

I Safetyequipment necessary
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I Raise blinds and remove everything from the windowsill.

I Washglass with Microfiber cleaning tool (cloth or sponge may also be (
and cleaning solution. Go left to right, then up and down, over the en
surface. On the outside of high windows, a telescoping pole with hose
brush is recommended.

I Usea squeegee to remove the cleaning solution, either left to right, or |
down. Hold squeegee at an angle so water will run away from area ju
cleaned.
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A If using side to side, use a smooth single stroke. Start with squeegee stra
and down in the upper corner and stroke to the other side. Make half turn
return. Continue in overlapping strokes. The water should run down and

the bottom corner.

A If using top to bottom, move the squeegee in separate strokes.

A Wipe the blade with the cloth or sponge at the end of each stroke.
A Wipeup extra water on the sill.

If the squeegee is used properly, there will be no streaks or spots on the wing
A microfiber cloth can be used to polish the window if streaking occurs.
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A Finished Wood

T Itis often difficult to tell whether a surface is natural wood or one of the
synthetics such as Formica.

A Wood Surfaces
I Ifthe type of finish on the wood is doubtful, follow this general procedu

A Dust the surface (see Cleaning General Use Areas).

A Spray or wipe on the polish, wipe with the grain of the wood:; follow
directions on the container.

A Buff with a clean cloth.
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A Formica/Synthetic Surfaces

I Washhe surface with a damp cloth and mild general purpose cleaner,
the polish used has a cleaner included. Use as little water as possible
quickly. NEVER use abrasives.

Besafe with furniture polish if you spill it on the floor it can and will cause a b:
fall. Wipe up any drips or excess spray.
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A Most painted areas, whether oil based or synthetic paint has been used, c
cleaned with a mild clealignu notice the wall color coming off onto your clc
stop. You will need to check with your supervisor who will most likely con
Trades Supervisor for type of paint and appropriate cleaning procedures.

A Epoxypaints, especially the enamel mixes and urethane finishes give a du
long lasting and easy to clean surface.
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A NEVERiseabrasives or solvents (such as polish remover or turpentine) on
Plexiglas. Natudaltergent or most regular glass formulas may be used to ¢
Plexiglas. Test a hidden or small spot when in doubit.

A Most metal surfaces in schools may be cleaned with any neutral cleaning
Neutral detergents angwibose clean and shine formulas, such as glass
cleaner, may be used on stainless steel, chrome, and aluminum. For hea
stainless steel or aluminum, gentle rubbing with stainless steel cleaner ms
used. Brass, copper and silver require special metal polishes.
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A Synthetic neutral detergents are better for cleaning marble than soap bec:
do not leave a film or scum on the stone; and the water does not have to |
softenedMarble is a form of limestone. Do not use harsh cleaning powdel

acids. NEVER use an oil based cleaning treatment on marble.

Notethat many foods and drinks will stain or damage marble badly, such as fi
juice.

A Granite: Avoid abrasives, especially on highly polished granite
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A Furniture is another periodic cleaning responsibility done on an as needec
at least three (3) times a year. Mild detergent and warm water will serve f
cleaning most types of furniture.

A If the furniture is cleaned using a wet method, it should be dried using abs
cloths.
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Dustingnext to sanitizing is one of the most important daily tasks performec
school Alhorizontal surfaces are examples of daily dusting. Lockers, clock
charts, pictures, electrical appliances and windowsills are examples of we

dusting.

Classroonshould be dusted daily as part of the standard cleaning process

Atreated, folded cloth or duster with furniture polish or dust mop treatmen
an excellent dusting tool. A dry cotton cloth or feather duster does not, the
redistribute tlieist. FSPMAcommends Micro fiber dusters and cloths
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Minimursteps and time for daily dusting (of horizontal surfaces within) a classroorﬁ‘.

Enter the classroom and begin dusting the horizontal surfaces continuing clockwise or
clockwise, depending on physical orientation (right or.left handed

Continue around the four walls, dusting all horizontal surfaces (Personal objects of the
shall be handled on a case by caseladtswith Supervisor). * Be careful not to disregaret
the entire desk top or book shelf top because there may be one personal item

Move to the first row of desks and begin dusting the tops, moving to the rear of the roo
the last desk in the row has been dusted, start from the last desk of the next row and d
the front of the room. Continue throughout the room in this manner.

Finish by dusting the teacheros desk.

Thismethod is known as the TOPS ONLY method, and is an excellent daily procedure.
custodians should be able to dust an average classroom using this method in approxin
(5) minutes
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A An analysis of dust taken from window ledges of buildings in large cities r
that it contained ashes, sand, animal and insect wastes, plaster, soot, bric
clothing fibers, hair, steel, and many microbes. It should be clear that the

objective is to remove this material, not just spread it around.
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A When cleaning adassroom areas follow the procedure below:
I Movdrom the door around the room, dusting all flat surfaces.

I Move objects as necessary, but replace them as you found them. Overlap strokes
missing spots.

I Beaware of AC vents and accumulation of dust particulates in various areas.

i Dustsome or all of the up and down surfaces, example walls, as time allows or the
schedule requires.

I Spotreat for fingerprints on walls.
I Clearglass and other special surfaces as necessary.

Remember he i dea is to get the dust into the
leave a treated dust cloth on a surface for a long time as it may leave a mark on the finish.
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A Theone thing to remember with stain removal is to THINK. Never be in a hurr
removing a difficult or unknown stain. What you choose to do may be worse tt
nothing, if you use the wrong substance or technigue. When in doubt, please
No single chemical or treatment can begin to solve all staiManoileensicals

and substances we will address are dangerous. Always follow proper safety
precautions when using them.

A ALWAYS
I Wear gloves
I Avoid splashing
I Follow the directions for the product you are using

A NEVER

I Use a mixture stronger then recommended
T Use substances that create fumes in an unventilated area
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A Absorbent Meansomething that will soak up
A VolatileSolvents Meanghat it evaporates and dissolves easily

A Bleaches Meansomething that destroys color or pigment
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Absorbentgprevent the stain from spreading and from soaking into the surface
Examples

I Blottngpgaper, Dry detergents, Cloths,
Paper towels, Sawdust, Talcum powder

VolatileSolventdissolve a stain and loosen it so that it may be either removed
spread out to invisibility.

Examples
I AlcohglBenzyl, Turpentine, Acetone, Ether

Bleachegslestroy the color or pigment in a stain.
Examples

I AmmonigChlorine, Chloride of lime, Household bleach, Hydrogen peroxide
Javelle water,, Oxalic Acid and Permanganate of potash.
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Try to remove stain before it has a chance to dry or set.

A Blot or scrape up the excess stain material, if possible.

To

o To Do D>

Apply the substance or technique appropriate for the type of stain and surface
on a hidden spot if possible). If the surface is damaged another substance or
may be required.

Try to begin at the outer edges of the stain and work toward the middle, to ke
stain from spreading.

Check the results.
Repeat or vary the technique until stain is gone.

Refinish or treat the surface as necessary.



(

LJi\

StaTé Re\'noval Specific Technlqum

Poulticean absorbent powder made into a thick paste with hot water or W|th t
proper liquid chemical

A

A
A
A

Wet the stained area with water, or the recommended solution for removir
stain.

Make the poultice by carefully mixing the powder and liquid. Careful! Do r
the powder dust while mixing; go slowly.

Apply the poultice about 1 @A to I

Allow the poultice to dry about 24 to 48 hours. It must be completely dry,
the top.

Asthe poultice dries, the stain is drawn out of the surface into the poultice po
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A Chewing Gum: Apply dry ice or a freeze spray until the gum is brittle enoi
crumble off. Other methods include rubbing alcohol and steam removal.

A Chocolate Stain€hoices

.
i Or use nine (9) parts alcohol to one (1) part ammonia
.

|

Use an enzyme if possible

(Use this mixture sparingly or you may strip the color)
Hydrogen peroxide may also be used.
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Dampen the spot with water and apply an enzyme as directed by the man

Or dilute one part of glycerin and four parts water; apply to the stained are
cloth saturated in the solution. Allow soaking for fifteen minutes, and ther
with water.

To remove difficult coffee stains apply a strip of cotton batting saturate wit
hydrogen peroxide and over this apply another strip saturated with ammo
Rinse with water.

Check with your Supervisor prior to using this technique.
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A Soft Drinks:

i If the stains cannot be removed with clear warm water, try adding a litt
or neutral synthetic detergent to the water.

T Commercial ink remover if available.

I Or make a strong solution of powdered laundry bleach in hot water; m
a thick paste with powdered chalk or whiting, follow the technique for c
with the poultice method.

A TeaStains:
I Use an enzyme
I Or use detergent or soap with water mixed with a little white vinegar
i1 f this doesndt work, try dry ¢
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A Tobacco
T Usea commercial ink remover if available

I Or make a strong solution of powdered laundry bleach in hot water, m
a thick paste with powdered chalk or whiting, follow the technique for c
with the poultice method.

A Sugary SubstancgEor the removal of candy or other sugary substances)
I Clear warm water should be tried first
I If this fails, add a little soap or neutral synthetic detergent.
I Alcohol, diluted with an equal part of water, may be tried next.



