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2 Custodial Plan
	Introduction
	The following guidelines and policies will ensure _BUILDING MANAGEMENT GROUP NAME_ provides the highest custodial service possible using in-house personnel. 

Total commitment to the guidelines and policies in this chapter is required by the Building Manager, Custodial Supervisors and Custodians in order to meet our service goals.

The cooperation of all Managers and staff also is essential to the success of _BUILDING MANAGEMENT GROUP NAME_’s custodial efforts.


	Custodial plan
	The cleaning schedules and routines in this manual are designed for the floor plans of the building, and:

· indicate which tasks are to be completed daily, weekly, or at other scheduled intervals
· provide estimates of the total time to complete a scheduled task or routine

· are organized by the number of workstations and individual tasks

· ensure any floor can be cleaned without interruption caused by employee absences

· can be used to train newly hired or substitute custodians


	Chapter contents
	The table below lists sections included in this chapter.
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2.1 General Staffing
	Hiring practices
	_BUILDING MANAGEMENT GROUP NAME_’s commitment to sustainable practices is reflected in hiring practices for all custodial employees. 

All vacant positions, whether promotional or new, are defined in the _DEPARTMENT NAME_’s Duty Statements and Job Opportunity Bulletins. The bulletins clearly state that persons interested in vacant positions must understand and agree to apply sustainable work practices. 

All custodial employees must strive to maintain environmentally safe buildings.


	Positions
	Staff positions for the building are listed below:


	Number of Positions
	Position Title
	Description of Duties

	1
	Building Manager III
	Manages the custodian program.

	1
	Custodian Supervisor III
	Supervises all four CS IIs for the East End Complex

	1
	Custodian Supervisor II
	Supervises 18 Custodians

	18
	Custodians:

· 2 day shift

· 2 swing shift

· 16 night shift
	Perform custodial tasks in three shifts:

· day shift (7am-3:30pm with supervision by CS III)

· swing shift (3pm-11:30pm)

· night shift (5pm-1:30am)


2.2 Special Cleaning Requirements

	
	Special cleaning is required for:

· Special finishes

· Executive areas

· Daytime/secure areas

Special cleaning is also required for periodic or lengthy cleaning processes.

Custodial Supervisors should use the Special Cleaning Requirements Form on page F-1 to identify and track areas that require special cleaning.


2.3 Active Management Program

	Introduction
	Cleaning supervision and management requires active personal involvement, visibility and availability.

An active management program addresses the following needs:

· communication

· attendance

· problem identification

· development and implementation of solutions


	Communi-cation
	All custodial and maintenance staff, which includes managers, supervisors, and crews, must communicate frequently and regularly in order to address and resolve any issues that may arise.

Structured, regularly-scheduled meetings are a preferred method for conveying information. In addition to meetings, staff should be available to confer as often as necessary.

Emergency response plans must be clearly communicated to custodial and maintenance staff so they can react in an appropriate and timely manner.


	Attendance
	Daily attendance is impacted by the abundant benefits available to employees, such as vacations, sick leave or governmental protections such as worker’s compensation, FMLA, etc.

Use of these benefits can create a frequently changing work condition. The interaction between the Custodians and each layer of supervisors and managers is critical to meeting the building workload. Management should encourage good work performance and good attendance


	Problem identification
	Problems must be identified as early as possible. Early identification is essential in determining if slight adjustments to a new or evolving condition can be made. 

Some conditions will be only circumstantial, or temporary. Others may require a permanent change after careful team consideration of the correct response. Problems that go unnoticed for a long period of time may require much larger actions to resolve than if they were identified early.

The entire staff must be committed to helping any individual member at any time to match a pace necessary to meet objectives or resolve a problem. 


Continued On Next Page
2.3
Active Management Program, Continued
	Program elements
	The _BUILDING MANAGEMENT GROUP NAME_ Active Management Program is comprised of:

· Managerial and Custodial Supervisor work plans

· Site inspections

Maximo tickets


2.3.1 Work Plans and Managerial Responsibilities

	Creating work plans
	Work plans describe the duties and responsibilities of managers and supervisors.

Building Managers and the Regional Manager are responsible for developing work plans. These work plans follow guidelines and standards that comply with:

· Departmental policies

· State and Federal rules and regulations

· Task-based cleaning recommendations
Custodial supervisors assist managers by offering expert advice and recommendations. Custodial supervisors are best able to identify the actual work load and to match staff resources with the work load. Custodial supervisors also help lay out the job cards specifying tasks that roll up into the plan. 


	Meetings
	Managers and supervisors must meet daily.
Daily meetings will provide a forum for:

· assessing the work plan’s progress

· defining areas needing attention or improvement

· determining goals and objectives

· reviewing accountability measures
At each meeting, the previous day’s written report summaries must be reviewed. Immediate attention must be given to any areas that may indicate nonstandard incidences. 

Monthly reports must be generated to summarize activities and provide a method for historical comparative review.


Continued On Next Page

2.3.1
Work Plans and Managerial Responsibilities, Continued
	Implementing work plans
	Both the Custodian Supervisor III and Custodian Supervisor II are responsible for implementing the task-based cleaning work plan by directly supervising specialists’ work.
For a description of supervisory duties, see Positions on page 2-2. 
Custodial Supervisors are responsible for creating work plans using the Custodial Shift and Task Schedule Forms on page G-1.


2.3.2 Custodian Supervisor III Work Plan

	Introduction
	The Custodian Supervisor III (CS III) assists in developing the technical aspects of the task-based cleaning work plan.

The CS III also:

· is accountable to the Building Manager for the direct success of the task-based cleaning work plan 

· implements the task-based cleaning work plan by supervising all hands-on training and overseeing the CS II’s application of facility management policies


	Responsibility as technical expert
	The CS III is the technical expert. 

It is the CS III’s responsibility to:

· apply custodial experience when supervising the systems cleaning work plan

· investigate and understand current personnel policies to ensure the safety, health, effectiveness and efficiency of the entire team

· recommend improvements or adjustments to the cleaning program

· recommend new technologies


	Responsibility as supervisor
	The CS III implements the task-based cleaning program by supervising:

· hands-on training

· application of the task-based cleaning work plan by the Custodial Supervisor II (CS II)
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2.3.2
Custodian Supervisor III Work Plan, Continued
	Responsibility as supervisor, continued
	The proper application of the task-based cleaning work plan is ensured by:

· regularly inspecting the floors

· interacting with and coaching staff

· ensuring work processes are maintained and program objectives are met
· documenting, responding to, and following up on complaints


	Communi-cation with managers
	The CS III must meet daily with the manager and inform the manager of any problems or concerns and how they’re being dealt with, team progress or need for adjustments, tenant relations, etc. 


	Communi-cation with supervisors
	The CS III must be informed and in control of the custodial operations at all times.
The CS III meets frequently with the CS IIs to:

· maintain a support system

· increase familiarity with the nightly activities and progress of the staff
While the CS II closely monitors staff productivity, quality or behavior slippage, the CS III watches for results and determines if workload adjustments are needed.

The CS III assists the CS II as needed in counseling or advice in disciplinary matters. 


	Reports
	Daily and Monthly Reports are compiled by the CS III and submitted to the Building Manager.
See Appendix A for Daily and Monthly Report samples.

The CS III directs the document preparation and assists the CS II to ensure justifications and supporting records are complete. 

The CS III submits a complete package to the Building Manager for review and final submittal.
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2.3.2
Custodian Supervisor III Work Plan, Continued
	Daily schedule
	The CS III is responsible for ensuring quality of workmanship and overall adherence to the cleaning plan for the building. 

The CS III must plan each day to include all the different areas and issues that require time and attention. The following is an outline of the different responsibilities the CS III must plan into the daily schedule:

1. Review all CSII Daily Reports to discuss custodian activities.

2. Meet with Building Manager to discuss any information the Building Manager may have concerning the building.
3. Coordinate CS II work loads and make sure all reports are accurate and timely.
4. Attend staff meetings.
5. Develop and submit monthly reports to Building Manager by the 4th business day of each month.

6. Conduct scheduled monthly safety meetings with all shift staff meeting IIPP reporting requirements. Submit sign-in sheets and necessary paperwork to office staff and ESHOP for record keeping.


2.3.3 Custodian Supervisor II Work Plan

	Introduction
	The Custodian Supervisor II (CS II) role is the most critical to the daily accomplishments and benefits of the cleaning program.


	Responsibility as supervisor
	The CS II must closely interact with the specialists at each shift by integrating their roles as coach to guide them in the team effort.
Throughout the balance of the work shift, the supervisor spends half of their time working amongst the specialist team by appearing on the work floors at unannounced times and at various stages of their progression throughout each floor.
It is important to talk with the specialists, comment on their work process and quality to encourage and energize the group. 

Talking to each individual specialist and walking their assigned areas are the two most important jobs of the Supervisor II.
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2.3.3
Custodian Supervisor II Work Plan, Continued
	Responsibility as supervisor, continued
	Any deviance on the Daily Report must be entered and highlighted to facilitate manager/supervisor review. Any indication of specialist’s actions or behaviors, either individually or in combination, must be addressed or corrected immediately to maintain the balance of harmony and energy necessary to accomplish the work in the allotted time.


	Quality assurance
	Contemporaneously, the CS II is responsible for the quality of workmanship. 

It is essential to be aware of details indicating change in the routine, change in attitude or change in morale by understanding the skills and characteristics of each individual as well as how the personalities blend.


	Daily schedule
	The CS II’s must develop a schedule that enables him/her to provide adequate, on-site supervision of the staff in the buildings during work shifts. 

The schedule must include continuous supervision of the crew for the entire shift. The CS II must be on site at the conclusion of the work shift to ensure proper clock out procedures are followed. See Time Keeping Policy in Appendix A.
Following is a list of tasks that must be performed by CS IIs:


	Task
	Task Details

	Develop schedules
	· Follow written descriptions of work to be done; frequencies tasks are to be done, methods used for tasks to be completed nightly, weekly, monthly, semi-annually and annually.

· A schedule of non-routine cleaning or special project work should be made at least one week in advance.

· Any extra tenant services should be scheduled when agreed upon. The completion date given to the tenant should be met.

· Hold regularly scheduled Team Meetings with CS IIs.

	Make adjustments to schedules for:
	· Absenteeism

· Immediate problems that require attention


Continued On Next Page

2.3.3
Custodian Supervisor II Work Plan, Continued
	Task
	Task Details

	Perform administrative review of:
	· Employee Records

· Time cards and attendance records

· Supply inventory

· Equipment preventive maintenance

· Maximo tickets (creating and closing)

· Daily Report

· Route/Zone Appraisals

· Restroom Appraisals

· Daily Route Timing Charts

· Monthly Reports

	Perform physical tours of the building
	1. Check to see that employees are situated and working.
2. Give assistance in training the new hires.
3. Check progress and quality of project work.
4. Get to know the staff.
5. Vary your schedule. Do not tour the same time every day.
6. Vary your route. Do not walk the same route the same way every day.

	Inspect all work areas
	· All areas must be routinely inspected so that the entire building is inspected every other week.

· Document the results of the inspection using the General Inspection forms to document either corrective or special work that is found when on a floor. 

· Issue Maximo tickets for each floor’s General Inspection. Items may be batched into one Maximo ticket. The Maximo ticket is issued to the janitor for the work they are to perform at least by the next business shift. When the work is completed, the custodian writes on the ticket what they did to complete the work, initials and turns the Maximo ticket back into the issuing supervisor for a follow-up inspection prior to entering the ticket report into Maximo.

	Explain inspections to the employees
	· Have employees sign the inspection report stating that it was explained and that they understand the prescribed amount of time to make corrections.

· Show them the proper techniques if necessary.
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2.3.3
Custodian Supervisor II Work Plan, Continued
	Task
	Task Details

	Follow up on:
	· Corrections and their due dates – don’t be late.
· Project work quality and quantity.
· Tenant satisfaction with special work requests.

	Requisition necessary materials and supplies
	· Use the appropriate forms and format.

· Custodial supervisors are to ensure that green products are purchased and meet LEED-EB sustainable cleaning products requirements.

	Meet with vendor representatives
	· Set a definite time limit when making appointments.

	Attend staff meetings
	· As necessary.


2.3.4 Site Inspections

	Introduction
	Site inspections are performed by the CS II and must be scheduled so that the entire building is inspected every other week. 

When inspecting, be critical. Being easy on inspections will only lead to a false sense of quality and poor customer satisfaction.


	Appraisal forms
	Use the Route/Zone Appraisal forms to perform nightly walks.

See Appendix A for a sample Route/Zone Appraisal form.

Document all corrective or special work necessary to resolve problems found when on each floor.


	Frequency
	Site inspections are to be performed by the CS II on a nightly basis. 

Completion of site inspections of the entire building must be accomplished on a bi-weekly basis, following up every other week. 
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2.3.4
Site Inspections, Continued
	Frequency, continued
	See Appendix A for a sample inspection schedule. 

See Appendix A for a sample inspection report.

Common-use conference and training rooms, auditoriums, lobbies, mail/copy rooms, and dock areas can be inspected on a random basis. For random inspections, use the Route/Zone Appraisal forms.


	Duty check-off sheets
	Each custodian should use the Custodial Duty Check-Off Sheet. Enter comments on the sheet in order to keep the supervisor informed of unusual conditions you find or of any work that is noted for daytime corrections. 

See Appendix A for a sample.

When using the Custodial Duty Check-off Sheet:

· The Custodian must sign and date the form before turning it in to the supervisor at the end of each applicable shift. 

· The supervisor creates a Maximo work ticket that is then routed to the appropriate group for correction – engineering/trades or day custodians. 

· Use the Duty Check Off Sheet to reference the work order and attach it to the supervisor’s daily report. Follow up within a reasonable time to ensure the work has been accomplished to ensure completion. 


2.3.5 Maximo Tickets

	Introduction
	Maximo is a computer system that is used as a management tool for facilities. Maximo helps managers perform:

· Workload management

· Cost assessment

· Preventative maintenance

· Inventory control

Although Maximo is used by each of the _BUILDING MANAGEMENT GROUP NAME_facilities, it is not used to monitor all facilities or coordinate operations between facilities. Each installation of Maximo is locally administered by the separate management groups and tracks the operations within a particular facility only.
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2.3.5
Maximo Tickets, Continued
	Introduction, continued
	Note: The following sections discuss custodial staff interaction with Maximo, but are not a comprehensive guide for using Maximo. For more information about Maximo, see the Maximo home page on the _BUILDING MANAGEMENT GROUP NAME_ intranet.


	Issuing tickets
	Maximo tickets must be issued for each floor’s General Inspection form. 

Maximo tickets are to be issued for spills, recycling, or anything over and above the regularly scheduled assignment. These types of tickets are to be charged to the applicable building.

Items may be batched into one Maximo ticket. The Maximo ticket is issued to the custodian with the following lead times:

· One workday for daily items

· Two workdays for weekly items

· Seven workdays for monthly items

· Fifteen workdays for quarterly, semi-annual and annual items

Please see Tenant work orders on page 2-14 and Reporting needed repairs on page 2-14 sections for more information regarding Maximo tickets.


	Closing tickets
	When the work is completed, the custodian initials the Maximo ticket and returns it to the issuing supervisor.

The supervisor performs a follow-up inspection to ensure corrections have been made prior to entering the ticket report into Maximo. 

If the deficiencies have not been corrected, corrective action may result.


	Reviewing tickets
	The CS III and the Building Manager review the Maximo tickets.

If a particular floor is repeatedly showing poor dusting for example, this could be for one of three reasons: the custodian doesn’t know how to perform the task, the frequencies are not being met, or the custodian doesn’t like to do it so only does enough to get by. In any event, the CS II is now aware of the problem and can follow-up appropriately.


2.3.5
Maximo Tickets, Continued
	Tenant work orders
	A tenant may request custodial services that are not part of the routine cleaning as provided for in the rental rate. These services can be provided for an additional charge. These services are to be billed by charging labor to a Tenant Services Work Order. 

Each Tenant Services Work Order must be assigned a Tenant Work Order Number in Maximo. To see the Tenant Work Order Number for this building, see Appendix H: Using Maximo.

The CS enters the time to be billed to the tenant via a Maximo work ticket and charges the time to the appropriate agency work order in PAL. 

If it is a minor one-time request, the CS, with the Building Manager’s approval, may wish to waive the charge as a means of improving tenant-management relationships. 


	Reporting needed repairs
	While performing the nightly routine of cleaning the building, custodians are the only members of the building staff exposed to every square foot of the common and tenant areas of the building. 

The maintenance staff has assigned areas to inspect and make repairs but, due to their limited number, it is extremely difficult for staff to identify all problem areas.

For these reasons, it is important that custodians report to their Supervisor anything that requires maintenance repair. This includes lights, ceiling tiles, blinds, restroom fixtures, floor tiles, etc. 

Report needed repairs using either of the following methods:

· Keep small paper note pads, record the problem, and give notes to the CS at the end of shift unless it’s an urgent matter.

· During regular inspections, note needed repairs on the inspection checklist.

The CS will enter the information in Maximo, leaving it in “Waiting Approval” status for the Supervisor of Building Trades and/or Chief Engineer to retrieve and assign to their appropriate staff.


2.4 Building Cleaning Method
	
	_BUILDING MANAGEMENT GROUP NAME_-managed buildings are cleaned using one of the following methods:

· Task-based method

· Zone method

The task-based method of cleaning buildings is based on specialization. Each member of a cleaning team executes specialized tasks that are designed and engineered for the building they are cleaning.

The zone method is a more traditional method of cleaning in which each custodian is responsible for performing all cleaning tasks in an assigned area of the building. 

See Appendix A: Custodial Policies, Forms and Reports for a detailed description of the cleaning method used for this building.


2.5 Environmental Maintenance Program
	Introduction
	Responsibility for the building environment and properly maintaining its cleanliness belongs to everyone who uses or cares for the facility.

Poor indoor air quality (IAQ) and exposure to chemicals leads to unsafe and unhealthy conditions for the people exposed to these unsatisfactory surroundings.

To reduce and hopefully eliminate unacceptable building environments, care must be taken to ensure optimum working conditions and steps regularly taken to reevaluate products and processes that will maintain healthy and safe work settings.


	Maintenance guidelines
	Modern concepts in performing good environmental maintenance include:

· implementation of sustainable management principles
· the use of green products
· personally presuming a stakeholder’s share of the maintenance responsibility
· keeping dust and dirt out
· maintenance of building equipment and tools
· adherence to regular maintenance cycles to achieve best possible building function to prevent air quality degradation
The _BUILDING MANAGEMENT GROUP NAME_ is committed to implementing these concepts whenever and wherever possible.


2.5.1 Sustainable Maintenance Program
	Building Management role
	_BUILDING MANAGEMENT GROUP NAME_ is the lead stakeholder. Its core competencies position it with an opportunity to have a positive impact upon:

· individuals who work in and visit our buildings

· business partners, who can further our work efforts by making strategic choices and aid in long-term planning
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2.5.1
Sustainable Maintenance Program, Continued
	Cleaning systems goals
	_BUILDING MANAGEMENT GROUP NAME_ has purposefully redirected its cleaning work force towards being a team that:

· Carries out a work plan that can be sustained over a period of time by applying all of its resources to maximize energy efficiencies.

· Creates a positive atmosphere of pride in the job and commitment to achieving excellent results.

· Produces an end product – i.e., a consistently clean building.

· Realizes the importance of each individual’s contribution to the team endeavor. 

· Actively promotes environmental awareness programs including:
· controlling pollution by using environmentally preferred products

· using products that protect and safeguard the life of the constructed finishes

· operating buildings within their design intent to conserve energy and provide healthy and safe business buildings

· establishing and following a purchasing and disposal program to manage recycled materials


	Sustainable goals
	Sustainable goals:
· Make better use of all resources
· Reduce waste in environmental performance

· Achieve economic business stability and efficiency

· Establish an equitable and well-balanced environment for the work force


2.5.2 Routine Shift Guidelines

	
	Routines use the above environmental and sustainable maintenance goals.

Routines are divided by day and swing shifts.

The CS III and the Building Manager must monitor day operations to ensure all tasks are performed properly.

See Appendix A: Custodial Policies, Forms, and Reports for a detailed description of the routine shift guidelines for this building.


2.5.3 Interior Pest Management Plan

	Introduction
	Building managers and custodial staff share a responsibility to keep buildings free of pests.

The interior pest management plan for the building is a subset of a larger Integrated Pest Management Plan, which incorporates pest management for the interior as well as the exterior of the building.


	Manager’s responsibility
	It is the building managers’ responsibility to develop, implement, and monitor an integrated pest management plan that includes both the interior and exterior of the building.

More information about managers’ responsibilities and integrated pest management plans can be found in the Integrated Pest Management Plan chapter of the Best Practices Manual.


	Custodians’ responsibility
	Custodians are responsible for performing duties associated with the interior aspects of the pest management plan.

A complete list of responsibilities is contained in the Integrated Pest Management Plan chapter of the Best Practices Manual.

In general, some custodians’ duties include:

· Keeping dumpster lids and exterior doors closed

· Regularly emptying recycling bins

· Cleaning recycling bins

· Reducing sources of water for pests (wet mops, clogged drains, etc.)

· Informing supervisors of the presence of pests


	Cleaning product requirements
	An important aspect of pest management is the cleanup of substances used for pest control. 

Cleaning products must meet the Green Seal GS-37 standard if applicable. Or, if GS-37 is not applicable, products must be used that comply with the California Code of Regulations maximum allowable Volatile Organic Compounds (VOC) levels.


2.6 Inventory Management and Purchasing Program

	
	An inventory management system aids in the efficient use, maintenance, and purchasing of:

· Tools and Equipment

· Supplies

· Chemicals


2.6.1 Tools and Equipment

	General guidelines
	All custodial equipment must meet LEED- EB criteria for sustainable practices. 

All custodial equipment must effectively reduce building contaminates, reduce injury to employees and maintain specified criteria for the task-based cleaning program prior to purchasing the equipment. 

All major appliances such as washers and dryers shall be Energy Star rated.


	Equipment requirements 
	Various types of custodial equipment are listed below, as are the mandatory requirements for those pieces of equipment. These requirements are required for LEED-EB certification and should not be modified.


	Equipment
	Requirement

	Vacuum cleaners
	Must meet the requirements of the Carpet & Rug Institute “Green Label Testing Program”. 

See Page 453 in the LEED-EB Reference Guide dated June 2005.

	Hot water extraction equipment used for cleaning carpets
	Must remove sufficient moisture to allow carpets to dry in less than 24 hours.

	Powered equipment such as floor buffers, burnishers and automatic scrubbers
	Must be equipped with vacuums, guards and other devices for capturing fine particles.

Must operate with a sound level less than 70dba.
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2.6.1
Tools and Equipment, Continued
	Equipment requirements, continued 
	The requirements are continued below.


	Equipment
	Requirement

	Powered equipment such as floor buffers, burnishers and automatic scrubbers
	Must be ergonomically designed to minimize vibration, noise and operator fatigue.

Should have rubber bumper guards to reduce damage to building finishes and surfaces

	Battery-powered equipment
	Gel batteries are preferred.

	Micro fiber technology
	Must be used to reduce cleaning chemical consumption.


	Equipment inspections
	Custodial Supervisor IIs will be responsible for inspecting existing equipment to determine if the equipment is operating within manufacturer’s specifications. 

All equipment which is damaged must be identified, removed from service and repaired or identified as surplus equipment if the item can not be repaired.
Custodial supervisors will be responsible for maintaining monthly inspection and maintenance and repair logs using the PREVENTIVE MAINTENANCE PLAN FOR EQUIPMENT. 

This log is to include date of purchase, Property ID tag numbers, manufacturer’s cut sheet, specifications and date of repairs.
Note: Maintenance of this log is mandatory for LEED-EB certification.


	Equipment tracking
	An Excel-based inventory log is used by custodians and supervisors to track:

· The number, type, location, and manufacturer of equipment in stock

· Property ID tag numbers

· Equipment weight
· The need for training before use
Maximo is used for tracking the equipment and any damages. Any damaged equipment can be logged and then reported by the supervisor to the Trades personnel by generating a Maximo work ticket.


Continued On Next Page
2.6.1
Tools and Equipment, Continued
	New equipment
	New custodial equipment is to be selected based on LEED-EB criteria as stated in the LEED-EB Reference Guide, version 2.0. 

All new equipment is to be tagged with identification tags and included in the Preventive Maintenance Log. 

All new manufacturers’ specifications are to be included in the Preventive Maintenance Log.


2.6.2 Supplies

	Introduction
	Custodial Supervisors are responsible for maintaining an adequate supply of paper goods and cleaning materials for use by the custodians. It is essential to provide the custodian staff with the proper materials to do their job effectively. 

Inventory records are necessary to control stock levels as well as control staff usage. By recording the amount of material delivered to each floor on a routine basis, the Custodian Supervisor and Building Manager will be able to:

· Control expenditures.
· Control overstocking.
· Ensure sustainable products are being used and non-sustainable products are being identified, removed, and properly disposed. 
· Facilitate review of products to ensure methodical comparison, introduction and maintenance of sustainable products which will meet LEED-EB criteria.
· Establish a benchmarking and price comparisons tool for control or justification of costs.
· Ensure all team members have sufficient and timely supply of all products needed to do best quality work.
· Manage administrative time to order materials, tools and supplies one time per month.
See Appendix A: Custodial Policies, Forms, and Reports for a detailed description of the Supply Storage and Tracking Policies for this building.
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2.6.2
Supplies, Continued
	Purchasing sustainable cleaning products
	90% or more of all custodial purchases must be comprised of sustainable products. Avoiding the use of toxic chemicals prevents hazardous substances from negatively impacting indoor air quality.

For a list of products that are sustainable and approved for use in State buildings, see the Best Practices Manual at the Environmentally Preferable Purchasing web site:
http://www.green.ca.gov/EPP/Introduction/default.htm
If a product is not currently listed on the web site, use the following guidelines when evaluating a cleaning product for purchase. Any new cleaning products must be approved by Environmental Safety Health and Operations Program (ESHOP) manager. 
Look for

In general, look for cleaning products with the following characteristics:

· available in concentrated form

· biodegradable

· not in aerosol can which contain propellants

· no toxic ingredients (no carcinogens or hazardous wastes)/non-toxic to human and aquatic life.

· packaged in recyclable/reusable container (minimal waste)

· are not petroleum-based and do not contain petrochemical compounds

· produce minimal or no irritation to skin, eyes, respiratory system

· do not contain unnecessary dyes and fragrances

· are not corrosive or highly flammable

· work optimally in room temperature water

Avoid

Avoid cleaning products which have the following labels (check both the product container and MSDS):

· Warning

· Caution

· Danger

· Flammable

· Poison

· Reactive

Should be avoided
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2.6.2
Supplies, Continued
	Ordering process
	All ordered supplies must meet State requirements for recycled-content products (RCPs) as well as Environmentally Preferable Purchasing (EPP) guidelines:
(http://www.green.ca.gov/EPP/default.htm).

For lists of supplies which meet RCP requirements, see the State Agency Buy Recycled Campaign web site:

(http://www.ciwmb.ca.gov/BuyRecycled/StateAgency/).
For more information about supplies that meet EPP guidelines, see Purchasing sustainable cleaning products on page 2-22.


	Procedure
	Details

	Step 1
	Once the Custodial Supervisor ensures that desired supplies, they complete and submit the Bid Quote Worksheet to the Building Manager for approval and signature.

See Appendix A for a sample of the Bid Quote Worksheet.
The worksheet will be forwarded to the Central Purchasing Unit at _BUILDING MANAGEMENT GROUP NAME_ Headquarters.

	Step 2
	After review, _BUILDING MANAGEMENT GROUP NAME_ Headquarters will fax the Purchase Order back to the assigned Custodial Supervisor.

The assigned Custodial Supervisor will maintain a file system for all purchases, deliveries, back-orders, etc.

	Step 3
	The Custodial Supervisor will calendar anticipated delivery date of order and track as needed to ensure timely delivery.


2.6.3 Chemicals and Cleaning Products

	Chemical storage guidelines
	Chemicals must be stored in isolated janitorial closets.

Isolated janitorial closets must have the following features:

· Structural deck-to-deck partitions with separate outside exhausting

· No air re-circulation and negative pressure

· Hot and cold water and drains plumbed for appropriate disposal of liquid waste in areas where janitorial equipment and chemicals are stored and/or water and cleaning chemical concentrate mixing occurs
Chemical storage in all floor hopper rooms and bulk storage in supply rooms must comply with _BUILDING MANAGEMENT GROUP NAME_’s Health & Safety guidelines. 

Chemicals must to be either stored in the original containers. If a secondary container is used, the secondary container needs to be identified with the chemical. If there are any chemicals or containers in question, the Custodian Supervisor II/III must contact _BUILDING MANAGEMENT GROUP NAME_’s Health & Safety Unit for direction.

A Material Safety Data Sheet (MSDS) for each chemical stored must be placed in an MSDS binder and located with the chemicals stored.


	Chemical Usage and Disposal Policy
	The following policies must be followed when using and disposing of cleaning chemicals:
· Custodian Supervisors must follow _BUILDING MANAGEMENT GROUP NAME_’s Injury and Illness Prevention Program (IIPP) requirements. The IIPP manual is located in the Building Manager’s office.

· When mixing chemicals, a system must be used that minimizes expose to concentrated cleaning chemicals.

· Ensure proper disposal of empty chemical containers. If possible, require vendor to dispose of containers.

· _ PRODUCT VENDOR_ will be responsible for picking the containers up at a designated location. DO NOT dispose of empty chemical containers in local landfills.

· Purchase cleaning products packaged in recyclable/reusable containers, thereby minimizing waste.


2.7 Employee Orientation and Training
	
	The following topics are discussed below:

· Orientation 

· Education and Training


2.7.1 Orientation
	Introduction
	Basic orientation topics will include:

· individual expectations

· rules and regulations orientation

· quality of work requirements

Hands-on skills and procedures training will be provided so that each employee will not only learn sustainable practices (i.e. proper use of sustainable products. chemicals, and disposal of equipment and packaging) but also system cleaning methods engineered for the building.


	Introduction, Continued
	In addition, during orientation, employees will be given instruction regarding basic job duties such as:

· trash removal

· inclement weather and wet floor procedures

· emergency procedures

Custodial Supervisors will be responsible for providing all new custodians with the above training within the first (5) days of the employees employment.


	Trash Removal
	Custodians are to remove only what is in the tenant’s wastebasket. Any other items will be removed only if they are plainly marked Trash.

Custodians are not to claim aluminum cans for personal gain.


Continued On Next Page
2.7.1
Orientation, Continued
	Inclement Weather and Wet Floor Procedures
	Rain combined with building traffic can make lobby floors wet, dirty, slippery and dangerous. 

Wet floors should be mopped or squeezed and floor mats wet vacuumed until the floors are dry. 

Floor mats, caution signs and umbrella bags must be used whenever floors are wet.


	Emergency Procedures
	The Custodial Supervisors and the Building Manager are to ensure that all of the employees are trained to properly respond to emergencies. 

These emergencies could include fire, smoke, flooding, electrical failure, health problems, bomb threats, or suspicious persons in the building. 

Routine safety training and a copy of the building’s Emergency Response Plan are to be provided to all staff. 

All new employees working in the building shall be given a copy of the Emergency Plan within a few hours of starting their employment.


2.7.2 Education and Training

	Introduction
	In order to provide quality service to building occupants, custodians must be well trained. 

The Department’s mandatory training includes New Employee Orientation, Violence Prevention, Sexual Harassment Prevention, and Cultural Diversity training. This training is to be provided to all staff on an annual basis.

Initial custodial training will consist of basic orientation (see Orientation on page 2-25).

Custodial Health & Safety training will be provided through mandatory monthly safety meetings and tailgate meetings that occur before each of the employee work shifts. These meetings should provide training on topics such as MSDS, back safety, etc.


Continued On Next Page
2.7.2
Education and Training, Continued
	Continuing education
	In addition, Custodial Supervisors and staff will be afforded opportunity for educational growth via departmental and in-house training. In-house training may consist of a combination of personalized instruction from vendors, video instruction, supervisors, and skilled contracted professionals.

Individual Development Plans are to be completed for all staff requesting one. Custodial Supervisors are to work with their staff to assist them in the development of their personal growth plans. A copy of each IDP is to be kept in the Regional employee’s personnel file.


	Training records
	Custodial Supervisors will be required to maintain Quarterly Training Records certifying and documenting each person’s training dates, attendance and sustainable subject practices discussed. These training sessions can be combined with the current OSHA IIPP Safety Meeting sessions, which occur monthly.

A record is to be kept for all training and provided to the office staff for recording purposes in ABMS. A sign-in sheet is to be provided and must capture the following information:

· date training is provided

· person conducting the training

· subject matter

· signature of employees in attendance
All sign-in sheets are to be provided to the Office Technician for recording and filing. The OT is to establish and maintain a LEED-EB training file so all documents can be obtained for the LEED-EB re-certifying process. A minimum of 24 hours per year is required to meet LEED-EB requirements.


THIS PAGE INTENTIONALLY LEFT BLANK




















































_BUILDING MANAGEMENT GROUP NAME_
2-1
2-22
_DEPARTMENT NAME_
_BUILDING MANAGEMENT GROUP NAME_
2-21

