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CKNOWLEDGEMENT OF TRAINING

I,_____________________________________ acknowledge completion of the

JAN-PRO Cleaning Systems training program which included training in:

·

 

Customer Relations

·

 

Quality Control

·

 

Hard Floor Care

·

 

Carpet Care

·

 

General Cleaning

·

 

Safety in the Workplace

This training 

was  completed 

on_______________________________.

A copy of the Policies & Procedures, Franchise Training, and Safety Manual was

also provided for future reference.

_________________________________            ________________________________

              Franchisee Signature

Franchisor
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__________________________

______________

Franchisee Name

Date

Do you feel you were thoroughly trained?

Yes

No

Were the instructors knowledgeable about the information they were teaching?

Yes

No

Did you understand each phase of training program?

Yes

No

Do you feel that you have a working knowledge of the following?

A.

 

JAN-PRO Policies & Procedures Manual

Yes

No

B.

 

JAN-PRO Accounting Procedures

Yes

No

C.

 

Customer Relations

Yes

No

D.

 

Accepting New Accounts

Yes

No

E.

 

Office Cleaning

Yes

No

F.

 

Restroom Cleaning

Yes

No

G.

 

Hard Floor Care

Yes

No

H.

 

Carpet Care

Yes

No

I.

 

Window Cleaning

Yes

No

J.

 

JAN-PRO Safety Manual

Yes

No

K.

 

OSHA Worker Right to Know

Yes

No
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[image: image6.wmf]Do you feel that you can effectively operate the following pieces of equipment?

A.

 

Vacuum

Yes

No

B.

 

Slow speed floor machine

Yes

No

C.

 

High speed floor machine

Yes

No

D.

 

Wet/Dry Vacuum

Yes

No

E.

 

Carpet extractor

Yes

No

If you answered no to any of the previous questions, please give an explanation

detailing the reason why.

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

Did you receive a copy of the following JAN-PRO Cleaning System Manuals?

A.

 

Policies & Procedures 

Yes

No

B.

 

Franchise Training

Yes

No

C.

 

Safety 

Yes

No

Do you feel you are now ready to begin servicing accounts?

Yes

No
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[image: image7.wmf]How would you rate the complete training program?

A.

 

Excellent

B.

 

Good

C.

 

Fair

D.

 

Poor

What part of the training program did you enjoy the most?  Why?

________________________________________________________________

________________________________________________________________

________________________________________________________________

We would appreciate any additional comments.

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

_____________________________

__

_____________

Franchisee Signature

Date
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[image: image8.wmf]SUPPLY & EQUIPMENT PACKAGE LIST

CHEMICALS

1 gal

glass cleaner

1 gal

all purpose cleaner

1 gal

disinfectant

1 gal

neutral floor cleaner

1 bottle

abrasive cream cleaner

1 bottle

bowl care cleaner

1 bottle

carpet spotter

1 bottle 

dust tre

atment spray

SAFETY

1

wet floor sign

1 box

latex

 gloves

1 pair

safety glasses

1

measuring cup

EQUIPMENT

3

spray bottles

1 box

polishing towels

1

sponge with green pad

1

feather or wool duster

1

Johnny mop and holder

1

1” putty knife

1

dust pan

1

broom

1

24 oz cotton mop 

head  

1

long mop handle

1 set

mop bucket and wringer

1 set

44 gal barrel with cart & 

caddy

1

upright vacuum

UPGRADE OPTIONS

DOWN PRESS BUCKET COMBO

BACK PACK VACUUM

DUST MOP COMBO

FURNITURE POLISH

LOBBY BROOM AND LONG HANDLE DUST PAN
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FRANCHISEE TRAINING PROGRAM

The purpose of our training and orientation program is to provide each new “FRANCHISEE” with proper cleaning techniques, proper use of equipment and materials, safe work procedures together with clarification and reinforcement.  For this purpose we have incorporated a combination of classroom and hands on training.  All Franchisees are required to complete this course prior to beginning their new account.

TRAINING CLASS OUTLINE

WEEK 1


1.
Welcome to Jan-Pro


2.
Introduction to Policies and Procedures

3. Read Section One of Franchise Training Manual





Bring your P&P and Franchise Training Manuals

WEEK 2


1.
Introduction to Cleaning Procedures



A.
Office Cleaning



B.
Restroom Cleaning





Bring your Franchise Training Manual

WEEK 3


1.
Introduction to Floor Maintenance



A.
Stripping And Refinishing



B.
Applying The Finish





Bring your Franchise Training Manual

WEEK 4


1.
Introduction to Carpet Care



A.
Routine Carpet Maintenance



B.
Interim Carpet Maintenance



C.
Restorative Carpet Maintenance





Bring your Franchise Training Manual

WEEK 5


1.
Safety

2. Window Cleaning

3. Franchise Test Study Guide

4. Test





Bring your Franchise Training and Safety Manuals.
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AMPLE FULFILLMENT LETTER

DATE

CERTIFIED MAIL - RETURN RECEIPT REQUESTED

NO. P 852 562 239

FRANCHISEE NAME

ADDRESS

CITY, STATE, ZIP

Dear Franchisee,

I am pleased to inform you that Jan-Pro has fulfilled its contractual obligation to offer you at

least $35,000.00 in annual contract revenue as stated in your Franchise Agreement.

Please find below a complete listing of every account we have offered to you since you completed

training and secured all necessary equipment and supplies.

Date 

of        

Account

 

         City

             Amount

Acceptance

Offer

3/14/94

Century 21 

Rockville

            

$   195.00 

Yes

3/27/94

Citicorp 

Morning Heights 

 

$   750.00 

Yes

4/16/94

Citicorp

Rockville               

$   330.00

Yes

5/10/94

Cit

icorp

Hometown

$   550.00    

Yes

5/16/94

Acme, Inc.

Riverside

$1,200.00

No

6/04/94

Hamilton

Southtown

                 

$   275.00

Yes

Total 

Offering    

         $ 3,300.00   Monthly

                                                $ 

39,600.00  Annually

Although we have fulfilled our contractual obligation to you, you chose not to accept Acme, Inc.,

valued at $1,200.00 per month. Jan-Pro will continue to offer business to you without assessing a

Sales and Marketing Fee until your franchise is servicing $35,000.00 in annual business. As per the

Franchise Agreement, the additional business will be offered at Jan-Pro’s earliest convenience.

Sincerely,

Jan-Pro 

of  Area

 

JAN-PRO
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NIGHTLY CLEANING SCHEDULE

        ENTRANCES – RECEPTION AREA -- HALLWAYS -- OFFICES

       CONFERENCE ROOMS -- LUNCH ROOMS – COMMON AREAS

·

 

Dust horizontal surfaces of desks, credenza’s, tables, filing cabinets etc.

 

·

 

Spot clean horizontal surfaces for removal of spillage, marks, and coffee rings.

 

·

 

Empty all trash receptacles and remove trash to a collection point.

 

·

 

Clean telephone receivers and bases.

 

·

 

Clean and sanitize drinking fountain(s).

 

·

 

Clean fingerprints and smudges from entrance glass and entry doors.

 

·

 

Spot clean fingerprints and smudges from partition glass and walls.

 

·

 

Sweep all hard surface floors with chemically treated mop head.

 

·

 

Mop hard surface floors to remove stains or spillage marks.

·

 

Vacuum all carpeted area walkways.

 

RESTROOMS

·

 

Empty trash receptacles and wash, if necessary.

 

·

 

Empty sanitary napkin receptacle and spray with a disinfectant.

 

·

 

Clean all dispensers, mirrors, and fixtures.

 

·

 

Clean and disinfect sinks, toilets, toilet seats and urinals.

 

·

 

Spot clean walls.

·

 

Spot clean partitions to remove smudges and graffiti.

 

·

 

Restock all paper products and hand soap.

 

 


CHAPTER 1

STARTING A NEW ACCOUNT

Once you have accepted your new account, a JAN-PRO Regional Office staff member will accompany you to tour the facility. This is called a ‘Walk-Through”. It will enable you to get a better understanding of the requirements of the Cleaning Contract. It will also help to make you aware of any special requirements or concerns, as well as to determine if any extra time will be needed for initial cleanup duties.

The first thing to consider when starting a new account is: 

"Do you have all the necessary supplies and equipment needed to do the work"?

Once you have all your supplies and equipment, you will need to decide which supplies will be stored at the work site and which will remain in your vehicle.  If you have multiple accounts, you can eliminate duplication of equipment and keep overhead down by transporting expensive equipment (vacuum, floor machines, etc.) from one account to the next.

If a janitorial closet is provided at your account, it may be helpful to store some supplies at each location.  Make sure that the janitorial closet has a lock and make sure that the employees of the account you are servicing are not “borrowing”  your cleaning supplies.

Before you start your new account, make sure you are familiar with all aspects of the building.  During the “Walk-Through” a building survey will be made and the New Account Start Up Form will be filled out, with a copy given to you.

The following points are key things you need to know when doing a Walk-Through:

· Contact Person: 

Know the person you will be dealing with in servicing your account.

· Building Entry: 

Know the proper building entry and exit procedures.

· Alarm Systems: 

The location of the alarm and how to turn them off  and reset them if need be.

· Location of light switches: 

You must know where all the light switches are. Which lights are to be left on and which lights are to be turned off before you leave.

· Emergency Procedures: 

Know who to contact in case of a problem or emergency. Get their phone number.

· Janitorial Closet: 

Know the location of the janitor's closet, plus equipment and supplies needed.

· Water Supply:

Is there a sink with hot and cold water in the janitorial closet or is there another source for water. Is there a water source on each floor of a multi-level building?

· Trash Disposal: 

Know the location of dumpsters, and any special procedures that need to be followed.  For an example; banks often require that certain 'trash" be saved for three days before being thrown out.  Also, it is very important to know what procedures to follow if your account is recycling paper.

NOTE:
To avoid carpet stains, never leave full bags of trash on carpets.  Leave them on tile floors in an out of the way place or bring directly to the dumpster.

· Ordering Supplies: 

Know who orders supplies, and who pays which items.

· Building Keys: 

Make sure the keys you are given open the appropriate doors.  Often a client will have duplicate keys made that sometimes do not work. Check each key with each appropriate door. Make sure you also have the keys to restroom supply dispensers.

NOTE:

For security reasons, never put an account name on a key.  Rather, code each key with a letter or number. If the account cancels, destroy the duplicate set of keys.

· Specific Job Duties: 

Know the specific job duties, frequency, and cleaning procedures that must be used.  Review the Cleaning Contract Agreement. Know the daily procedures, as well as periodic duty requirements. Keep a three ring binder, with a copy of the contract, in your car. This way you can refer to it at any time if you are in doubt.

· Efficiency:  

Think of the most efficient way to accomplish the assigned duties (where to start and where to stop).  Also allot time for special concerns or duties.

· Customer Communication Log

Introduce and agree upon a location to leave the Customer Communication Log Book.

Take notes during the walk-through for future reference.  We encourage you to ask questions should you not understand the duties or any aspect of the contract.  It is important that you spend the necessary time to establish a standard cleaning procedure for each area to be cleaned.  This will eliminate any misunderstanding and enable you to clean each area properly and efficiently from the start.

You should check all new accounts daily. The Regional Office will also be involved on a daily basis on a new account start up. And then as needed or as inspections are scheduled. It is very important that you stay in close contact with your “contact person”. Problems will not disappear by themselves.

For more information on Account Start-Ups refer to Policies & Procedures, Section 2, 2.21 and Section 6, 6.5.

CHAPTER 1.1

COST CONTROL

Cutting Cost Without Sacrificing Quality

Keeping costs in line is one of the most vital aspects of your business.  You should constantly look for ways to cut costs without lowering the level of production or the quality of service provided.

Of course herein lies a dilemma, anyone can cut costs.  The goal is to figure out how to cut costs without losing quality or production.  In this profession the largest cost is labor so this is where real cost savings must take place.  You must reduce the time it takes to do a job or assigned area without sacrificing quality or safety.

You can accomplish this by choosing one or more of the cost reduction approaches that follow:

Cost-Reduction Methods

· Require the use of efficient procedures or techniques that take less time and effort.

· Use equipment or chemicals that speed up the work process.

Investing in the right piece of equipment usually pays off in the long run. Also the cheapest chemicals is not always the most cost effective.

· Increase the expected level of production.  Basically, this means that you should try to service more square feet per hour.

Don’t settle for under-performance from yourself or your employees. Always work swiftly and do the job right the first time. 

· Spread out the time between certain cleaning procedures in selected areas of a building.  

Work load a five day per week account so you do one weekly task per clean. Blend in one of the monthly duties each week and one of the quarterly duties each month. This way you will accomplish all the duties evenly, without getting “slammed” at the end of the month.

· Reduce or eliminate waste.  This includes wasted time, wasted materials and wasted supplies.

Don’t waste time and motion. Plan your work and work your plan. Stock all the caddies completely, so you don’t have to kill time retrieving them from the janitorial closet later.

The foregoing factors are the most obvious areas where cost can be reduced.  You should also use your creativity and imagination to come up with new methods for cost reduction and control.  If you have employees you must place special emphasis on seeing that the cost reduction methods are used without sacrificing quality.  Simply going about business as usual will not bring substantial reductions in costs.

Do not hesitate to discuss cost and time saving ideas with your JAN-PRO Operations Department.  Cost reductions and quality improvement are two ongoing challenges for all your supervisors and employees. Remember your ideas and your actions will effect your level of profit.

CHAPTER 1.2

CUSTOMER RELATIONS

To really succeed, you must develop a solution-oriented attitude.  This means facing problems in a businesslike and unemotional way. Look for ways to solve problems rather than becoming defensive.

Check with your account on a regular basis to make sure everything is going smoothly and that they are satisfied.  When problems do come up, discuss them and come to an understanding or if necessary a compromise.  Sometimes you may not be doing everything that was agreed upon in the Cleaning Contract and sometimes the customer will be trying to stretch the agreement to include extra work.  By communicating you can prevent minor irritations from escalating into major problems.

A common mistake among janitorial contractors is avoiding the account manager.  They shy away from them like the plague, fearing an unpleasant confrontation and complaints.  This is one of the main causes of the high turnover in janitorial accounts.  The contractor and the account manager avoid communicating with one another, the final contact - a termination notice in the mail.

This is one of the many reasons that the JAN-PRO Franchise System works so well in this industry. We have found that you, as a business owner, will communicate with the account manager (contact person) on a consistent and regular basis. In addition you will have the Regional Office participating in the communication process, with customer service phone calls and site inspections.

Remember, don't think that if you don't confront problems, they will go away….. they won't.

CHAPTER 1.3

HANDLING COMPLAINTS

Complaints that are phoned in are much easier to deal with because there is direct communication and the problem can be more quickly resolved.

We urge all our customers to contact either you or the Regional Office right away, over the phone, if they have any questions or problems.  This allows either of us the opportunity to resolve their problems quickly, turning a bad situation into a good one. 

Sometime the customer will not take the time to call either of us, therefore JAN-PRO has developed another way of communication: The Customer Communication Log Book.

Customer Communication Log Book

JAN-PRO is proud of the success it has attained in account retention. One of the ways we have done this is through the use of the Customer Communication Log Book. This Book is left at each and every account. If it is a multi-tenant account, it is recommended that each tenant receive a Log Book. It is probably the most common way we communicate with the customer on a regular basis.

Implementation of the Customer Communication Log is vital for successful customer service and should be as follows:

The Customer Communication Log contains two tear-off pads.

1. Note Pad

2. Customer Evaluation Pad.

USING THE NOTE PAD

The Customer Communication Log is left at the front desk or another area as agreed upon by the customer, the Franchisee, and the Regional Office representative. The customer will be instructed to write any concerns about the cleaning, or areas where special attention is needed, in the Log. The first thing you should do, after entering the office and locking the door, is check the Communication Log for any concerns. If someone takes the time to write a note, then they feel it's important.  Whether or not the problem is legitimate, it should be dealt with that night. If this cannot be accomplished, a note from the Franchisee should be written to the customer explaining why it was not accomplished and when it will be done. Be wise and don’t use any lame excuses, this will only increase the dissatisfaction.

Always tear off the complaint and take it with you. Keep it in your records. Then leave a quick note back to the customer:  I took care or the cob web in the presidents office and will pay special attention to this in the future. HAVE A GREAT DAY! Your Name.

The Note Pad is also used to notify the customer of any maintenance issues, such as a leaky faucet, burnt out light bulbs, etc. If something is accidentally broken in the account be sure to leave a message and contact the customer the first thing the next morning. 

USING THE CUSTOMER EVALUATION PAD

The Customer Evaluation Pad is for the customer to fill out evaluating your performance over the past month. You are responsible for going to the customer to ask them to fill this out for you and for turning it in to the Regional Office. This simple procedure will accomplish several things.

· It promotes building a relationship with the customer.

A commonly heard complaint from customers is that once a new janitorial service has the account, they never hear from the service again. This solves that problem.

· It lets you know exactly how the customer feels about your service.

Remember; if it is a bad review, DON’T get angry. Be professional and discuss ways to improve the service. If you feel you will get angry, or that the customer is being unreasonable, call the Regional Office. The Regional Office will get involved to help mediate the problem.

· It protects you from a cancellation without merit. 

The only way a customer can cancel JAN-PRO’s service is for non-performance. When the Evaluation is filled out in a positive way it strengthens our position. 

If it is negative, it gives us the opportunity to fix the problems.

· It helps you expand your business.

As you know, you can expand your business with JAN-PRO. Obvious attention is paid to those Franchisee’s who are implementing the program every step of the way. Turning in these Evaluations every month is part of the program. We want to grow with Franchisee’s that want to grow themselves, who are providing exceptional service, and who are following the program.   

If the Customer Communication Log Book becomes torn or the pads run out, it is your responsibility to replace or replenish them as needed. The whole Log Book or individual pads can be purchased at the Regional Office for a nominal price. Only JAN-PRO forms are to be used in the Customer Communication Log Book.

CHAPTER 2

PROFESSIONAL APPROACH TO CLEANING

Professional Commercial Cleaning involves accomplishing certain tasks based on certain cleaning specifications at a certain price.  Simply put a certain amount of cleaning for a certain amount of money.  That means you must clean buildings quickly and efficiently.

Developing Efficient Cleaning Routines

Work routines are far more important in this business than in most others.  In the commercial cleaning business, where most of the overhead is labor, it is absolutely essential to have a highly efficient routine worked out for each account, regardless of who is doing the work.  In many cases, and particularly when you have employees, the efficiency of the work routine could make the difference between breaking even or making a decent profit on the account.

It takes practice and some creativity to discover the optimum way to get a particular job done.  Once you get the knack, you will be able to clean very rapidly and develop an efficient routine on any job in a short period of time.

The ideal routine on each account will vary according to the building size, design, and the cleaning requirements.  No matter what the task is, however, the main enemies are wasted motion and lost time.

First you must choose the most efficient path or cleaning route through the building.  The best path is the one that requires the least amount of steps and back-tracking. Professionals generally work around a room in a circular direction.

Whenever possible, you should carry all the equipment or cleaning materials with you.  A spray bottle of glass cleaner, a spray bottle of all-purpose detergent, a clean cloth and a treated dust cloth take care of 95% of routine cleaning.  These items can be easily carried on your belt or in a caddie.

If you need to carry additional equipment or supplies, you can look into getting some type of work belt or uniform that has the required pockets and space.  Some jobs will require more tools and supplies, and then you may need a caddy  (small basket) or a service cart.

CHAPTER 2.1

COSMETIC CLEANING

Your goal in professional cleaning is not to sterilize and sanitize every nook and cranny of a building.  Your objective is to provide the specific services your customer is paying for at a level of quality that meets JAN-PRO standards and you must accomplish this in a time frame that allows you to make a profit.

"Cosmetic Cleaning" does not mean sweeping dirt under the rug or short-changing your customer in anyway.  It does mean setting priorities and developing cleaning routines that allow you to do a high quality job and make a profit on each account.

Customers want their establishment to look and feel clean.  A crew cannot make even a small account completely spotless but one professional can make a building look and feel clean in no time at all.  This is what the customer is paying for.

You must learn to see a building from the customer's point of view: 

· What areas do they use most frequently?

· What is the first thing they notice entering the building in the morning? 

· Where do people put their hands and where do their eyes fall when they glance about the room? 

These are areas you should pay particular attention to.  Bathrooms are also very critical areas where everyone who uses them measures the level of cleanliness.

You will find that regardless of what the agreement specifies, the building owner or manager always seems to have a few “sore spots” where the cleaning is concerned.  These items may seem of secondary importance to you but you had better put them at the top of your cleaning list if you want to retain the account for a long time.

Remember that once you develop a good routine you will be able to keep a building in top shape with a minimum of effort.

When To Clean

The conditions at each account will dictate when you do the work.  Since businesses are active during the day, most cleaning work is done at night, generally after 5:00 p.m. and sometimes in the early morning. If an account specifies when the cleaning is to be done-make sure you clean it as they requested. 

Handling Periodic Cleaning

Most accounts you service will require the performance of periodic cleaning tasks, in addition to the regular daily maintenance (Check your Cleaning Contract). Periodic cleaning duties are those items in your specifications that must be performed monthly, quarterly, semi-annually, etc., such as floor stripping, window cleaning and wall washing.  This requires scheduled project cleaning.

The periodic duties from all accounts should be listed and kept track of in chronological order.  Dates when project work is scheduled can be entered on a calendar so that they can be spotted at a glance. For calendar refer to Franchise Training Manual, Chapter 25 – Forms.
There are several ways of dealing with scheduled project cleaning such as stripping and refinishing. If you've got the time, you can do it yourself. However, if you are already operating at maximum capacity and are not in a position to hire another regular employee JAN-PRO will assist you in finding a qualified temporary worker, or better yet, suggest another Franchisee to help you with your scheduled project cleaning.

Another option is to subcontract this work. For example, you could have a window cleaning company take care of all your high windows. Because they have all the necessary equipment to do the job right, they can generally do it faster and better. This would also save you from buying expensive equipment that you would not use very often.

It is preferred to have this arrangement completed before the contract is signed.

One good way of handling some of the periodic duties is to do a little bit each day. That way when the job comes due, it has already been done. For instance, periodic dusting tasks can often be handled easily this way. If your cleaning contract calls for performing all high and low dusting and dusting venetian blinds once per month in a building with 25 offices, this would be quite a chore to do all at once. However, if you perform this required dusting in just one office per night on your regular routine, you will hardly feel it and at the end of the month all the work has been done.

CHAPTER 2.2

Logical Order of Cleaning

To clean any building efficiently, you will have to perform all the tasks in a logical order.  Most general office cleaning is done in two stages.

· First, go around the room cleaning ashtrays, removing trash, spot cleaning and dusting. As you do this, pull out all the chairs.

· Second, vacuum or dust mop the floor.  As you clean under each desk, push the chair back.

Once you get used to this, you will find yourself using one hand to vacuum or sweep while you are using the other hand to move furniture.

If there are ashtrays, they must be dumped before the trash is removed.   Be sure you aren't putting any smoldering cigarettes in with the waste paper.  It is a good idea to empty the trash containers next, before vacuuming and dusting, since trash removal causes spills and creates dust.

On most jobs there is small litter to be dusted off the desks, so you will need to vacuum afterward. Also, sweeping last and "vacuuming yourself out the door" will leave the carpeting without any footprints, a nice psychological effect for your client.  To maximize this effect, determine which direction of vacuum stroke will fluff up the carpet pile the most.

Important Cleaning Priorities

Entrances are always of extra importance.  This is where most of the dirt initially builds up, on the way in and out of the building.  The entrance appearance gives the customer the first impression of your service.  An account may be in great shape elsewhere, but if the entry area is poorly maintained, the overall impression will be negative.

If the entry doors are glass, they should be spot-cleaned for finger prints inside and out daily.  It only takes a few seconds, yet leaves a very good impression of quality service.  The floor at the entrance receives tremendous amount of wear from the constant tracking in of grit and dirt.  This grit works like sandpaper on hard floors and creates a noticeable traffic lane in carpeting.  This floor area will require the most care.  If you can convince the owner or manager to put down some kind of walk-off mat at the entrance, it will save you time and money.  The mat will trap much of the soil before it gets into the building.  It will also protect the permanent flooring at the entry.

Other critical areas are restrooms, executive offices and desks, and any clearly visible flat areas that collect dust quickly.  If you have venetian blinds, they can be quickly dusted with a lambs wool duster. Ashtrays, mirrors and level glass surfaces should be kept spotless. Ashtrays may be quickly wiped clean with a damp cloth or paper towel, then wiped dry, leaving no streaks.  

Watch for fingerprints around doorknobs, light switch plates, glass tabletops, aquariums and other areas where people put their hands.  Trash cans or liners should be kept clean as well as empty.  Telephones and other small electronic and mechanical devices are often overlooked by the cleaner, but not by the client.  These are the tools they work with constantly, so it's important to keep the dust and smudges off them.

Cleaning Tips

In cleaning and dusting desktops, DO NOT put paperwork and materials on the desk "in order".  As messy as it all looks, it probably means something to the person just the way it is.  In fact, some companies do not want the desks touched at all.  This information should be included in the specifications.

NOTE:
JAN-PRO has a system using “Tent Cards” for cleaning desks. The cards are placed on each desk in a section or the whole building if it is small. They ask the occupant to place all items on the desk in the center of the desk or on the chair if they want their desk top cleaned. This method works very well and is generally well received by customers and their employees.

Along the same lines, don't throw anything away that isn't already in the trash or clearly marked “trash”, especially in a bank.  The implications are obvious.

If you have a cleaning closet or storage room at an account, make sure it is kept clean and in good order.  The appearance of this room reflects on your professional image. If your supplies and equipment are a disorganized mess, the customer may well conclude that your service is the same way.

NOTE:
This is more important than you may realize! Many accounts have been lost to this one oversight.

When cleaning alone in a building after hours, always lock yourself in, it's for your protection as well as the security of the building.  If someone came in and walked off with something because the doors were not locked, you'd have to answer for it and could cause you to lose the account.

If you break anything, notice something unusual, or find a maintenance problem leave a note for the contact person and call them the next day to explain (i.e.: out of order toilet or broken lights, etc.).

If you move anything while cleaning, be sure you get it back in its place before you leave.

Don't empty your vacuum bag inside a building, unless you want to start dusting again.  The best place to empty your vacuum bag is in the dumpster.

Before you turn off the lights, stop for a second and glance around the room. How does it look?  Is everything in order? Turn off the light switches as you clean from one area or office to the next.

NOTE:
Before leaving, spend 5 to 10 minutes walking through the building to double-check your work.  You would be amazed at what you will sometimes find.  This simple act produces great quality control and should also be taught and insisted upon from future employees as your business grows.

When leaving any building, double check that the lights are off and the door is locked.  Double-checking a door means: Lock it and load your equipment into your vehicle, then walk back and try the door again.  If you get in the habit of doing this, you won't accidentally leave a door unlocked or the keys in it.

The Longer You Clean A Place – The Smaller It Gets

When you first start to clean a new account, it may seem to take longer than you had planned.  This is natural because you are just getting oriented.  Don't get discourage because each day you will find little ways to speed the work up. Before long you will be amazed at how quickly and easily you are accomplishing the work that at first was so time-consuming.  A good cleaning routine becomes so familiar and efficient that it is almost automatic.  The longer you clean an account, the smaller it becomes.

Be An Innovator

There are always ways to improve on any job.  The really successful cleaning entrepreneur is always on the alert for a better way or method that can save time and money.  The ability to quickly size up a job and visualize a good cleaning system can give you a big edge to get the work done faster and better.

The Bottom Line

When you can fly through the work and do a great job too, you will begin to understand what professional cleaning is all about.  Be fast, be thorough, pay attention to detail and take pride in your work.

When you have accomplished that, you will be on your way to great success in this industry.

[image: image11.wmf]WEEKLY CLEANING SCHEDULE

·

 

Thoroughly dust all horizontal surfaces of office furniture, including desks, tables, file cabinets,

window sills, and wall hangings.

·

 

Vacuum all carpeted areas wall to wall.

 

·

 

Thoroughly mop all hard surface floors.

·

 

Polish all drinking fountains.

RESTROOMS

·

 

Clean and sanitize the outside of trash receptacles.

·

 

Polish all dispensers, mirrors, and bright work.

·

 

Dust tops of partitions and mirrors.

·

 

Clean and sanitize restroom partitions and walls.

MONTHLY CLEANING SCHEDULE

·

 

Thoroughly dust all vertical surfaces of office furniture, including desks, tables, chairs, file cabinets,

etc.

·

 

High dusting of air vents, tops of doors, door frames, ceiling corners, and edges etc.

·

 

Dust all baseboards.

 

·

 

Vacuum upholstered furniture to remove dust and lint.

·

 

Vacuum carpet edges and corners along walls and partitions.

 

·

 

Polish office furniture, desks, shelves, etc., with furniture polish.

·

 

Clean spots/smudges from walls.


[image: image12.wmf]ADDITIONAL SERVICES QUOTED UPON REQUEST

CARPET

·

 

Bonnet Cleaning

·

 

Extraction

HARD SURFACE FLOORS

·

 

Burnishing

·

 

Top Scrub and Refinish (Wax)

·

 

Strip and Wax

Jan-Pro

 will provide all chemicals, equipment, labor and supervision.  (

Company Name

)

will provide all restroom paper products, hand soap, and trash can liners.

We propose to perform the above duties as specified:

(  ) DAY(S) PER WEEK

   MONTHLY BILLING:     $


SECTION

II

Office

Cleaning

CHAPTER 3

OFFICE CLEANING
Offices make up the majority of the areas that you will be cleaning in each account.  Therefore it is very important that you spend a sufficient amount of time in cleaning these areas.

Your goal in professional cleaning is not to sterilize and sanitize every nook and cranny of a building.  Your objective is to provide the specific services your customer is paying for at a level of quality that is acceptable and you must accomplish this in a time frame that allows you to make a profit.

Developing efficient cleaning routines are far more important in this line of work than in most others.  In the commercial cleaning business, where most of the overhead is labor, it is absolutely essential to have a highly efficient routine worked out for each account, regardless of who is doing the work.  In many cases, and particularly when you have employees, the efficiency of the work routine could make the difference between breaking even or making a decent profit on the account.

To clean any building efficiently, you will have to perform all the tasks in a logical order. 

The equipment and materials you will need may vary depending on the account.  The following checklist can serve as a guide.



SAFETY



         


EQUIPMENT


(    Wet floor sign



    



(   Feather duster

(    Gloves

                                       

(   Towels

        
(    Safety glasses
                                       
(   1” putty knife

                                                                                        
(   Dust mop

    

CHEMICAL







(    Wet mop

             (    Glass cleaner







(   Bucket & wringer

      
 
(   All purpose cleaner





(     Dust pan & Broom

      

(   Disinfectant







(   Brute & Caddy

        
(   Carpet Spotter







(   Vacuum

         
(   Neutral floor cleaner

· Furniture polish

· Dust Treatment Spray

Before you get started: 

· Do you have your uniform and name badge on?

· Are you wearing all the necessary safety equipment?

· Did you bring in all the equipment that you need to clean with?

· Is the equipment in good working order?

· Did you lock the door behind you?

· When you entered the building was there anything that was out of the ordinary that would require you to leave a note or call the contact person. 

(Such as the door being unlocked when you got there, a broken water line, or obvious equipment missing.) 

These are questions you should ask your self every time you start to clean. 

Your next step should be to check the Customer Communication Log Book to see if the customer left any notes regarding concerns or special requests. Remember; this will probably be the main form of communication with the customer, since we typically work when they are gone. Be sure to leave them a quick note responding to their concern. And wish them a good day!

There are five simple steps that will allow you to clean efficiently and effectively each and every time.

1. DUSTING 

2.   SPOT CLEANING
3.   TRASH REMOVAL
4.   VACUUMING (dust mopping & wet mopping)

5. INSPECTION

DUSTING

(Step 1)

Equipment needed: Feather Duster, Towel, Dust Treatment Spray

· Clean the room in a clockwise or counter clockwise motion.

Typically, right-handed people clean in a counter clockwise direction. Left hander’s clean in a clockwise direction. This way they are able to pick up items with their leading hand and clean with their stronger hand.

· Ceiling vents and lights are the first items you dust.

Start high and work your way down. However, these are usually not a daily clean.

· Next would be the pictures and other items hanging on the wall. 

                  Hold the item with one hand when wiping to prevent it from falling.

· Check the window blinds; they collect dust easily.

A fast way to clean blinds is to close them all the way and wipe that side down with a cloth. Reverse the blind completely to show the opposite side and wipe that side down with a cloth. Again, this is not typically cleaned on a daily basis. 

· Inspect all horizontal surfaces for dust. 

Desk tops, book shelves, table tops, chair legs/rungs, filing cabinets, and window sills.

· Computer screens and keyboards attract a tremendous amount of dust.

Use only the feather duster on them. 

When you finish you should be in the same spot where you started.  Put your equipment up and begin the next step.

For more information on Dusting refer to Chapter 4.

SPOT CLEANING

(Step 2)

Equipment needed: Towels, All-Purpose Cleaner, Disinfectant, Window Cleaner, and Furniture Polish

Remember clean in a clockwise or counter clockwise direction.

· Start by using the All-Purpose Cleaner to wipe off any spots or fingerprints on the door.

·  Use the Disinfectant Cleaner to clean the light switch and door handle.

 These are areas that are often touched by many people. Because of this, there is a    

 greater chance of germs to be spread throughout the office.

 Be sure to spray the Disinfectant onto a towel and not directly into the light switch.

·  Look for spots on the wall. Pay special attention to the area around the trash    

 
      
    receptacles

· At this time you will use window cleaner to clean any glass partitions with finger prints or spots on them.

· Use the disinfectant to clean and sanitize the phone.

Be sure to spray the disinfectant onto the towel and not directly into the phone.

· If you have furniture that requires furniture polish, be careful not to use too much.

Using too much will attract the dust more readily and may stain the clothing of whoever uses that particular piece of furniture. Test the polish on a side of the furniture that is hidden from view, to see how the polish will take. You can reuse the same cloth, simply put it in a plastic bag to keep it clean.  

·  If the furniture does not need polish the all purpose cleaner will work just fine in removing spots and rings left from cups.      

TRASH REMOVAL

(Step 3)

Equipment needed: Brute, Trash Liners, and All-Purpose Cleaner

· Each office should have at least one trash receptacle; sometimes there will be more than one. Check to make sure that you have found all of them.

Always empty the trash container even if there is only a small amount of trash. If you don’t, the customer may think you did not clean his office.   

·  Only throw away trash that is in a trash container.

·  Do not throw away any boxes unless they are clearly labeled as trash.


 Have the customer clearly mark the boxes by writing “TRASH” on a piece of paper   

 or on a yellow “sticky” and placing on the boxes. 

· Pull the trash.

Remember to always use your legs to do the lifting, bend at the knees not at the back.  If you think an object is too heavy to lift it probably is; get help not hurt.

 Do not push the trash down with your hands. There may be something sharp in it that could cut or stick you. 

· When you pick the bag up make sure there is no liquid dripping out of it. 

This could stain the carpet creating additional work in spot cleaning.

· Do not drag the full bag of trash on the floor, the bag could rip leaving a trail of liquid or trash. Not to mention wearing out the carpet faster. Always use a “Brute & Caddy” to remove trash.

· After you put the bag of trash into the “Brute”; check the trash receptacle to see if it needs to be cleaned.  If it does, use the All-Purpose Cleaner to do so.

· If you have an odor in the trash receptacle after you have cleaned it, you may need to use a disinfectant to rid the odor.

· When you replace the trash receptacle liner (usually only if the liner is torn or a liquid has been disposed in it) tie a small knot in top corner of the bag.  

This will keep the liner from slipping into the receptacle and trash being thrown on top of it. 

·  Put the trash receptacle back in the same place that you found it.

For more information on trash removal refer to Chapter 5.

VACUUMING

(Step 4)

Equipment needed: Vacuum, Carpet Spotter, Towels

Before vacuuming pick up any large pieces of trash or paper clips.  You can get a magnet strip that goes on the front of your vacuum that will pick up paper clips and other little pieces of metal. This is a valuable addition to your vacuum because paper clips can lodge in the vacuum motor and the motor will burn up. 

· Remember you should always check your equipment to see if it is in good working order before operating. 

Check the cord, the belt, etc.

· Plug your vacuum into an outlet that is not being used by any other piece of office equipment, you could damage that equipment or overload the circuit. 

Do not unplug anything at an account. You may unplug an important piece of equipment and upset the customer. 

· Start vacuuming from the back of the room and work your way out the door. Remember; part of cleaning is the perception the customer has. Putting the first foot prints on a freshly vacuumed floor creates a good impression.

· On a weekly basis you will need to vacuum the edges of the room along the baseboards or partition walls. Use a shoulder vacuum, a backpack vacuum or the hose attachment on the upright vacuum (if so equipped).

· Never empty the vacuum bag in an area you just cleaned. 

This will create a dust storm and a lot of extra dusting.

For more information on vacuuming, refer to Chapter 17.

If you notice any spots on the carpet after vacuuming you should use a carpet-spotting chemical on them.  A general rule for spot cleaning is anything under 3” in diameter. If a spot is larger than 3” it may require carpet equipment to be used.  Check your contract to see if you need to clean the large stains or give the customer a bid. 

For more information on carpet spotting and stain removal, refer to Chapter 18.

DUST MOPPING

(Step 5)

Equipment needed:  Long Handle Dust Mop & Dust Mop Head, Dust Pan, Dust Treatment     

                                Spray, and  Counter Brush

Before dust mopping, pick up any large pieces of trash.   Use a putty knife to remove any foreign matter stuck to the floor. 

When using the putty knife, be careful not to remove the wax Finish.

· Spray the dust mop head with the Dust Treatment Spray.

The new sprays do not need to cure overnight. You can immediately use the dust mop after spraying the head.

· Start dust mopping in the back of the room and work your way out the door.

· Don’t lift the dust mop off the floor unless you are making a pile.

The beauty of using a dust mop is the speed of cleaning. Part of this speed comes from not having to lift the head. 

· With the same edge forward, outline the room and then go from side to side in a long slender figure eight or overlapping “S” motion with your mop. On larger areas such as long, wide halls, you want to dust mop the perimeter and then walk in straight lines back and forth from end to end.

· Use a dust pan and counter brush to pick up the dirt.

· Use the counter brush to brush off the dust mop head. When the head is soiled just wash the mop head in a washing machine.  This will allow you to always have a clean dust mop head and will increase the life of the mop head.

For more information on dust mopping, refer to Chapter 16.

WET MOPPING

(Step 6)

Equipment needed:  Mop Handle & Mop Head, Mop Bucket & Wringer, Neutral Floor  

       Cleaner, and a Wet Floor sign

Before you start put up the Wet Floor sign. It is very important to use the proper safety equipment for your protection and the customers. 

For more information on safety refer to the Safety Manual.  

The most important thing to remember about mopping is the sweeping.  If the floor has not been properly swept, the mopping will be a muddy mess.

· Start by mixing Neutral Floor Cleaner according to the manufacturers directions.

· The proper technique is to outline the perimeter of the area and walk backwards with the mop, while swinging it from side to side in a long slender figure eight or overlapping “S” motion.

Pushing a mop back and forth like a vacuum cleaner is highly inefficient and fatiguing. It does not “pick up” the dirt and it will, in fact, deposit dirt on the floor where the mop head stopped.

· You will need to rinse the mop head regularly and often. The dirtier the floor is the more often you will need to do this. 

One of the largest areas of complaints comes from mopping a floor with a dirty mop head or using dirty water. Mopping with dirty water will leave streaks and a dull haze.

Change your water as it begins to turn a light brown.

· After rinsing the mop make sure it is wrung out properly. You do not want it to be soaking we. If it is too wet it will only take you longer to get the excess water off the floor. 

· Leave the wet floor sign until the floor is completely dry to prevent any falls.

For more information on wet mopping, refer to Chapter 16.

INSPECTION

(Step 7)

· Before leaving the room, spend a few seconds double-checking your work.  You would  be amazed at what is sometimes found

· Turn off lights.

· Lock the doors behind as you leave each room. 

This simple act produces great quality control and should also be taught and insisted upon from future employees as your business grows.    

CHAPTER 4

DUSTING PROCEDURES

You can do a more professional job and save valuable time by learning and using some basic cleaning procedures.  This chapter contains helpful information and how to instructions for performing many different types of dusting. The chapter also shows you how to work more efficiently and it provides checklists and tips for selecting the proper tools and supplies.

DUSTING

You may think of dusting as simply the act of wiping up dust with a cloth, however, dusting is an important procedure in janitorial cleaning.

Dusting should be done every day to prevent offensive or damaging buildups.  Vertical surfaces such as walls do not need to be dusted as often as horizontal surfaces, such as tabletops and windowsills.

Four Key Reasons for Dusting

1.
Dusting helps create a cleaner appearance.  Visible dust can create an untidy and uncaring image, whereas clean surfaces present a positive and pleasing appearance. A clean, dust free environment also has a very positive effect on the people who visit or work there.

2.
Dusting improves environmental safety.  Accumulated dust can do more than just soil hands, clothing, work papers, and books.  It can cause irritation to eyes, lungs, and skin.  Excessive accumulations of dust are an extreme fire hazard in some locations.  In others, dust presents an increased hazard to long-term health.

3.
Dusting is an essential part of good sanitation. Airborne dust can spread infection because the dust may carry harmful bacteria.

4.
Dusting helps prolong the appearance and life of surfaces.  When dusting builds up, it hardens and becomes thick in corners.  Dust can stain furniture and fabric and cause unsightly film on glass and other hard surfaces.  After prolonged periods of exposure to dust, an exposed surface may become permanently discolored.

Dusting's general rule:

 Remember this general rule when you are planning a dusting schedule:

Above eye level or below knee level :     Dust Weekly 

Below eye level and above knee level:    Dust Daily

Eight Tips For Dusting A Room

1.
Do high surfaces first and work downward.  Proceed around the room in a clockwise or counterclockwise direction.

2.
Before dusting the desk group, be certain you have dusted all high surfaces of ledges nearby.  Then wipe the file cabinets with a folded dust cloth.  Dust back and forth over the surface until the entire surface has been cleaned.  When the cloth gets dirty refold it to a clean side and continue.

3.
Move objects to dust under them.  The easy way to move non-marking, heavy objects is to slide them, lift up light objects then dust under them and replace them.

4.
Do not move work papers.  Dust around them.  Papers in a pile may be shifted slightly, unless otherwise specified. If you do not touch work papers, you cannot be held responsible if a document is lost or misplaced.

5.
When complete cleaning of desk is required, leave the JAN-PRO tent card asking the desk occupant to please clear his or her desktop on that day so it can receive a complete cleaning and polishing.

6.
Telephones and computers should be dry dusted daily. They should be damp dusted periodically with germicidal detergent solution or polish.  Do not squirt cleaner on the phone itself.  Use a cloth.

7.
Dust chairs from the top down.  Use hand duster for chair legs and bottoms, when practical.

8.  
Spot-whisk fabric-upholstered furniture as needed.
The Best Ways to Dust Venetian Blinds

Venetian Blinds should be dusted periodically, if specified in the Cleaning Contract, with a hand duster or a vacuum. For best results, follow this three-step sequence:

Step 1:
Dust across the top of the blind.

Step 2:
Close the blinds on one side and dust the entire surface.

Step 3:
Close the blinds to the other side and dust the newly exposed surface.

How to Dust Hallways and Corridors

Hallways and corridors should be dusted as scheduled in the Cleaning Contract.  Dust such items as fire doors, fire extinguishers, exit signs, ledges, show cases, bulletin boards, any furniture, elevator call buttons, bars on exit doors and any other horizontal surface where the vertical pull of gravity will cause dust to settle.

CHAPTER 5

WASTE AND TRASH PICKUP

Waste and Trash pickup and the disposing of such material is a basic, and daily function.

Tips for More Efficient Waste/Trash Pickup

· Stock the cart with all the supplies and equipment you will need.  Take care to place items in an orderly manner so that they will be easy to locate and use.

· Take the cart and supplies to work area.
· Before you start the process of waste and trash pickup, plan the pattern you will follow in your work area.  The pattern should involve three separate stages:

1. General movement through the building.  

Decide where you are going to begin work in the building and where you are going to finish.  Then select the easiest and most efficient path for achieving your goal.

2. Movement within each room or unit.  

When you enter a room, remember that it is best to proceed in a clockwise or counterclockwise direction so that all waste and trash material is removed.  Empty wastebaskets, ashtrays, vending machine waste, and pencil sharpeners as you go around the room.  This planned pattern will help minimize the chances that you forget or overlook something.

3. Inspection.  

When you finish the waste and trash pickup, examine your work to make sure that you have not missed anything.  If you do a thorough job of either sweeping or vacuuming, you will automatically find any missed trash receptacles. Keep an empty large trash liner in your back pocket when sweeping or vacuuming to avoid returning to storage closet. Dispose of the trash in the dumpster or compactor.  Proceed to the next area to be cleaned, or return your cart to the storage area and prepare it for the following day's work.

· Extreme care must be taken to avoid disposing of items that are not meant to be thrown out; items found in the trash, or on top of or beside the receptacle that have value, should be left with a note asking if they are trash.  Boxes in rooms and halls should not be removed unless marked trash.  It is better to be safe than sorry.

Ten Ways to Improve the Servicing of Waste Baskets

1.
Push the cart as close as practical to the wastebasket. It is easier to push the pickup cart to the basket than to take the basket to the cart.

2.
While you are bending to empty the wastebasket, pick up any litter around it.  This makes it easier to dust mop or vacuum later.

3.
To empty the wastebasket, turn it over as far down inside the cart as possible.  This reduces flying dust and ashes.  Hold the wastebasket in one hand and to dislodge paper, tap it on the side or bottom with your other hand.

4. If necessary, damp wipe the sides of the wastebasket before replacing it.  Wash the inside of trash containers and baskets as scheduled to improve appearance and prevent bacteria growth or odor. (Liners prevent most wastebasket cleaning, but liners sometimes puncture). Clean dirty trash cans immediately to avoid odors or a time consuming job of cleaning hardened soda or coffee stains.

5. When emptying a wastebasket with disposable liner, the liner should be removed, sealed and placed in the pickup cart. After the waste basket is emptied put in a fresh liner if necessary, or follow your specifications about liner replacement

Note: When pressing the trash down, use the basket or some other instrument.  The 


trash may contain sharp objects that can cause injuries. 

     Never push the trash down with your hands.
6.
The inside of plastic trash receptacles should be scrubbed with DDS and a scratch pad.  Rinse well.  Use DDS and a sponge on the outside to avoid scratches or other damage to the appearance.  Wipe dry.

(DDS: Disinfectant Detergent Solution)
7.
Metal containers should have liners especially if liquids are present.  This will prevent the need for frequent washings that can cause rust and corrosion and limit the metal container's useful life.

8.
Don't expect other people to open up the liners.  When putting in a new liner, make sure the bag is open and extends down into the basket.  Otherwise, trash may lay on the top and start falling on the floor.  Also, when baskets have hooks hang the liners on the hooks.  This prevents them from falling too far down into the basket.

9.
Do not discard pressurized containers (spray cans) in receptacles intended for burnable rubbish.  The spray containers can explode when exposed to heat.

10.
Return the wastebasket to its previous location. Do not leave it by the door, on a desk, or in the center of an office.

CHAPTER 6

Ashtrays, Sand Urns, & Vending Machines

Ash Trays

· Empty and damp wipe ashtrays with DDS as you move around the room during waste and trash pickup.  Do not empty wastebaskets first and then go back to empty ashtrays. That wastes time and motion.  Combine as many tasks or operations as is practical.

· Pick up ashtray, make sure all embers are extinguished and empty the ashes into the fireproof container on the side of the pickup cart.  Never dump the ashes directly into your trash bag.  If necessary, use empty coffee can or other metal container to receive the ashes.  Also, avoid flourishing the ashtray and scattering ashes when you empty it.

· Once an ashtray has been emptied, it should be damp wiped with DDS and returned to its proper place streak-free.

· Ashtrays should be completely washed as needed.  If an ashtray is really dirty, place it in hot water with a little all-purpose cleaner. Leave it for an hour or so while you are performing other duties. It will then easily wipe clean.

Sand Urns

When servicing sand urns, remove cigarette butts and ashes with a sand sifter.  Fill urn with new sand when necessary. Also sand urns may become top heavy if there is not enough weight in the bottom.  To avoid this, the bottom should also be filled with sand or some other ballast.  Usually, white silica sand or colored foam urn filler is used.  The ballast should be disposed of when it becomes discolored or offensive.

Vending Machine and Food Service Areas

Waste from vending machine and food service areas usually contains liquids.  Therefore, the waste receptacles placed alongside vending machines or in food service areas should always have disposable liners and lids.  These should be collected and disposed of daily and new liners installed. Wash and rinse containers as needed to prevent an unsanitary condition.  Always wipe down the lid and edges of containers to remove residue.  Liquid wastes should not be dumped into canvas bag.  The liquids may run out the bottom of the bag and stain floors and carpets.  Use large plastic liners when working in these areas.

CHAPTER 7

LOBBIES, LOUNGES, KITCHENS

ELEVATORS AND OTHER AREAS
Large buildings typically have many different kinds of rooms and areas.  Some of these pose special maintenance problems and require specific kinds of cleaning.  This chapter deals with such places and suggests techniques for handling them.

LOBBIES

Lobbies are used by anyone who enters a building and like lounges, lobbies often are sources of first impressions about a business or institution so it is important that lobbies receive special attention and maintenance.

Lobby Cleaning Procedures

To clean a lobby area you need the same basic equipment and supplies necessary for routine cleaning jobs.  Assemble these items on the service cart and proceed as follows:

· Park the cart in or near the lobby.

· Sweep the steps, approach and immediate sidewalk areas (only up to 10 feet from front door unless otherwise specified in the Cleaning Contract.

· Clean the runner and mat at the entrance.Remember to clean underneath the runner and mat as well.

· Clean windows and door glass of finger prints at the entrance inside and out.

· Polish all metal and brass pulls.

· Empty trash containers, ashtrays and cigarette urns.

· Remove any cobwebs and spot clean the walls as prescribed in the Cleaning Contract.

· Dust windowsills, blinds, radiators and wall hangings. 

· Clean the wall directory and other information boards, signs or wall hangings.

· Dust all furniture, tables, racks, flower stands, doors, plaques and other items.

· Clean the drinking fountains using the procedure described in Chapter 7.5.

· Vacuum the carpet.

· Remove any floor mats.

· Dust mop the floor.

· Wet mop the floors.  

· Spray buff if scheduled.

· Clean and replace mats.

· Put the furniture back where it belongs.

· Report burnt out lights or other needed repairs to the Maintenance Department in writing.

Note:  Using mats in front of the door and runners in the entranceway can do a lot to 

preserve the  cleanliness of the lobby.  This is especially true in bad weather.  If your account is not using mats or runners you may want to mention to them their value both in terms of protection and appearance.  Mats and runners can also save you a lot of time and hard work.
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NEW ACCOUNT START UP

    

Account Name: _____________________________ Contact: __________________________

Address: ____________________________________________________________________

Telephone Number: _________________________ Fax: ______________________________

Emergency Contact: _______________________

_  Number: ___________________________

Billing Address: _______________________________________________________________

Walk Through Date: ___________________

_          

START DATE: ____________________

Franchisee: ___________________________

Days cleaned: _______________________

Time cleaned: _________________________

Monthly Billing Amount: _____________

__________________________________________________________________________________________

1.   Building entry. ________________________

_  Communication Log Book._____________

2.

Location of light switches. _________________ Is there a main shutoff? ______________

3.

Alarm system? __________________________  Code? _______________

_____________

4.

Storage areas: __________________________  Are they locked? ____________________

5.   Water supply Location. ___________________  Hot & Cold ________________________

6.

Who furnishes account supplies? ____________ What do they include? 

________________

_________________________________________________________________________

7.

Trash disposal_____________________________________________________________

            8.

Keys needed? Entry _____________________

_  Alarm System ______________________

Restroom supply dispenser _________________ Storage closet ______________________

9.

Problems, concerns, areas of improvement, and general comments ____________________

______________________________________________________________________

___

      _________________________________________________________________________

     Franchisee Signature: ______________________

_   Date: ___________________________

  

JAN-PRO
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LCOHOL AND DRUG POLICY

JAN-PRO does not condone, permit or accept the sale, use of, or possession of drugs or alcohol

before, or while conducting JAN-PRO business. All employees are expected to adhere to this

policy without exception.

JAN-PRO is committed to a safe and healthful environment for all Franchisees and their employees

at all times. JAN-PRO does not condone the use of drugs or alcohol.

In order to compete in the janitorial market, Franchisees and their employees must produce the best

service possible within a certain time frame to maximize profits. To do this, every person’s job must

be performed to the best of  their ability and with a clear mind. Drug and/or alcohol impairment

would make this achievement impossible. Only our best efforts without drugs or alcohol can secure

a future of continued success

Safety is seriously compromised when Franchisees and/or their employees are not conducting their

business with clear minds. Impaired people make mistakes that can cause injury to others or

damage to property.

All Franchisees are responsible for their 

employees compliance to this policy.

____________________________________              _____________________________

                  Employee 

Signature                                                             Date

I have reviewed the above instructions with the Employee and have outlined the policies to be

followed.

____________________________________              _____________________________

                   Franchise 

Owner                                                                  Date

 

JAN-PRO


CHAPTER 7.1

LOUNGES

Lounges are rooms where visitors or employees in a building have a chance to sit and relax while waiting to conduct their business or while taking a coffee break.  Lounges usually are attractively decorated.  A lounge may contain such furnishings as blinds on the windows, upholstered chairs, refrigerator, ashtrays, magazines, stove, coffee maker and vending machines.

Extra Care Required for Lounges

You should pay special attention to the cleaning of lounges.  These rooms are used frequently by visitors as well as the building’s staff and people will judge you on the appearance of these areas.  If the lounges are dirty or poorly maintained their condition will reflect on the people who run the company and on your business.  Consequently, special care must be taken to see that the job is done properly.  Such areas may also become the source of odor and pest control problems if not properly maintained.

When to Clean Lounges and What Equipment to Use

Lounges should be cleaned daily or as agreed to in the Cleaning Contract.  If possible clean them when they are not in use.  No special equipment is needed to maintain lounges.  Put the same equipment and supplies on the service cart that you use for cleaning offices and restrooms.  The paragraphs that follow contain procedures for daily and periodic cleaning of lounges.

Daily Cleaning Procedures

· Empty wastebaskets and ashtrays.  Wipe them clean.

· Pull chairs from wall.  Damp dust or wash window sills and other woodwork.  Damp dust radiators and vents.

· Damp dust chairs and other furniture including televisions, magazine racks, lamps, plaques and wall hangings.  Straighten the magazines.

· Spot-clean walls, partitions and glass.

· Check the blinds.  Clean them as scheduled.

· Check the windows.  Wash them as scheduled.

· Damp mop the entire floor including behind chairs.  Put chairs back where they belong.  Mop the rest of the floor.

· Vacuum carpeted areas.

· Report any items needing repair including rough edges on furniture, frayed cords, burned-out light bulbs and faulty equipment.

· Wipe all counters, tables, shelves, vending machines, door and trash can lids.

Procedures for Periodic Cleaning

Note: Check your Cleaning Contract to see if any or all of these are items are to be 


          done.

· Buff and wax floors (if part of the Cleaning Contract).

· Wash or spot-clean walls.

· Do the high dusting and ceiling vents.

· Shampoo or extract rug (if part of the Cleaning Contract).).

· Wash windows (if part of the Cleaning Contract).

· Clean light fixtures (if part of the Cleaning Contract).

· Clean screens and vents.

· Wash furniture (if part of the Cleaning Contract).

When working in lounges remember that first impressions of a business or institution often are formed there.  It is up to you to see that those first impressions are favorable.

CHAPTER 7.2

KITCHENS

Nine Steps for Cleaning Kitchens

1. Remove the trash.  Dietary workers usually deposit refuse in large garbage cans.  These cans should be lined with heavy plastic liners to extend the time between complete washings.

a. Place garbage cans on four-wheel cart and transfer them to the pickup area or dispose of the contents as directed by the building supervisor.

b. When a garbage can is empty clean its interior and exterior with detergent germicide and scrub brush.  

c.  Wipe the outside of the can.


d.
 Re-line with plastic liner.


e.
 Return to area.

2. Clean stoves, refrigerators and counters.  The dietary personnel usually handle these duties; however, occasionally your help may be contracted.

a. Wash surface with detergent germicide.

b. Wipe dry.

3. Clean stove exhaust ducts and air filter.  These areas are usually cleaned once a month by the kitchen staff, however, occasionally your professional help may again be contracted.

a. Remove screens and filters if possible.

b. Wash interior and exterior of hood over stove with detergent degrease solution.

c. Rinse surfaces thoroughly and wipe dry.

d. Soak filters in detergent degrease solution if permitted.  Non-removable filters and screens should be washed with detergent solution then rinsed well and wiped dry.

4. Clean the overhead light fixtures.

5. Clean the air-conditioning vents and louvers.

6. Wash the walls.  Grease often accumulates on kitchen walls.

7. Provide proper floor care.

a. Sweep floor surface with push broom.

b. Use a putty knife to remove any foreign matter stuck to the floor.

c. Wet mop the floor with detergent germicide solution.  If heavy soil accumulation has occurred the use of a degreaser may be advisable.

d. Rinse the floor with clear water (add germicide to the rinse if desired).

e. Once or twice a month you may wish to clean terrazzo or quarry tile floors with a scrubbing machine.

8. Clean the sinks and hoppers.

a. Wash all porcelain surfaces with detergent germicide then wipe dry to avoid water spotting.  

b. Wash and wipe all metal surfaces including faucets, fixtures and pipes.

9. After completing the work, clean and store the equipment for the next day’s use.

CHAPTER 7.3

ELEVATORS

Elevators get heavy use from virtually all the people who work in or visit a building.  They rapidly become soiled, scuffed and finger marked.  Therefore, elevators must be cleaned everyday and kept in a good state of repair.

Equipment and Procedures for Elevator Cleaning

A well-stocked service cart will provide most of the equipment and supplies needed to clean elevators.  In addition, you should have a vacuum cleaner or floor buffing machine with a polishing pad.

The following checklist will help you achieve maximum effectiveness and efficiency while cleaning.

· Wash outside of wall around signal buttons to remove marks, smudges and general dirt.

· Wash or damp dust outside doors of elevator with a detergent solution.  Polish doors with dry cloth.

· Move the elevator car to your predetermined floor or the basement.

· Turn the elevator switch to the off position (if appropriate).
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ONFIDENTIALITY AGREEMENT

ACKNOWLEDGMENT  OF EMPLOYEE AWARENESS

OF TRADE SECRET LAWS

As an employee of Jan-Pro Cleaning Systems, Inc. certain business records and information have

been made available to me which I acknowledge are TRADE SECRETS.

1.

I understand that a TRADE SECRET consists of information (not readily 

compiled from

publicly available sources) which has been made available to me 

during the course of my

employment.

2.

 

This information (TRADE SECRETS) consists of the names, addresses and telephone

numbers of both the Franchisees and the accounts assigned to them.

3.

TRADE SECRETS also include bidding information such as company name,

contact name, bid specifications, and pricing, as well as mailing lists, computer

runoffs, financial or any other information not generally available to others.

4.

I acknowledge that as a consequence of my employment a duty has been imposed

upon me not to remove such material or copy it, or commit it to memory outside of my

present employment.

5.

During the course of my employment and in the event of its termination, or during

the course of any future employment, or undertaking, I agree not to disclose such

information to any party, nor to use such information on my own behalf. Doing so

would constitute the illegal taking of a trade secret for which action I could be enjoined

and be liable for money damages.

6.

I have received a copy of this acknowledgment.

Employee

:__________________________________     Dated:____________________________

Employer: _________________________________

_    Dated:____________________________

JAN-PRO
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RANCHISEE MONTHLY STATEMENT

FRANCHISEE NUMBER_______________

_    FRANCHISEE NAME_________________

MONTH OF___________________, 2000______

START 

DATE                      COMPANY                     NUMBER OF             MONTHLY

    

  IF 

NEW                                  NAME                           VISITS PER                AMOUNT

                                                                                                        WEEK

Special Notes_____________________________________________________

________________________________________________________________

____________________________________________

____________________

________________________________________________________________

JAN-PRO


· Wash inside of sliding doors since grease and dust accumulate there.  Use a dry cloth to polish the area that you have cleaned.

· Scrub the tracks of the doors (on the floor where the doors slide).  Use a dry brush or vacuum to clean the grooves first then dampen a brush and scrub the grooves.  Be sure not to let water run down into the elevator pit or between the floors.

· Clean and wash all interior walls.  Clean knobs and control box, vents, ceiling and ceiling lights.  Polish all metal surfaces.

· Use a putty knife (being careful not to damage surfaces) to scrape any gum or sticky items from the floor or walls.

· Clean floor thoroughly.  If it is vinyl or asphalt wet mop it daily.  If it has some other surface follow directions for that particular kind of floor covering.

· Check all lights and report if any bulbs are burned out.

[image: image17.wmf]SPECIALS AND EXTRA WORK

AUTHORIZATION

DATE                              ___________________________________________________

ACOUNT NAME           ___________________________________________________

ACCOUNT ADDRESS ____________________________________________________

                                        ____________________________________________________

BILLING ADDRESS    ____________________________________________________

                                       ____________________________________________________

TELEPHONE                ____________________________________________________

SPECIFY WORK PERFORMED ____________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

BILLING AMOUNT $ _________________________________________

DATE TO BE COMPLETED ____________________________________

PERSON AUTHORIZING WORK _______________________________

                                                                                                                   PRINT NAME

                                            _______________________

                                                                                                                   SIGNATURE

                                            _______________________

                                                            

TITLE

JAN-PRO

[image: image18.wmf]        Scheduled Tasks

Account Name:______________________________________

Month ______________

Weekly Tasks:_______________________

Monthly Tasks: __________________________

Quarterly Tasks:______________________

Other/Extra Work: ________________________

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Date

Week 1

Week 2

Week 3

Week 4

Week 5

JAN-PRO


CHAPTER 7.4

STAIRWAYS

Stairways can be dangerous if they are not given frequent attention and kept clean.  You can help keep stairways as safe as possible by caring for them properly.  Stairways should be free of litter, dust and dirt at all times.

Keep these two points in mind as you clean stairways:

1. Set-up “Caution” signs at each door to the stairway where you will be working.

2. Keep a path open for traffic on the stairway if cleaned when the area is in use or occupied.  In such cases clean one-half the width of the stairway at a time.

Stairways

· Start at top landing and sweep all landings and steps until you reach the bottom landing.

· Dust mop steps and landings.  Remove trash and debris with a soft brush and dustpan.  Give special care to corners and crevices.  To help remove dust use a portable vacuum cleaner or back-pack vacuum if you have one.  This machine fastens onto your back and greatly speeds dusting.  You also should use the vacuum on ledges, windowsills and other hard-to-reach areas.

· Spot-clean marks around switches, sills and railings and remove any hanging dust.

· Clean radiators.

· Clean windows when needed.

· Wash walls as scheduled.

· Check the lights and clean them as schedules.  Replace burnt out bulbs if required or report them to the Maintenance Department.

· Wet mop landings and steps using a clean mop and detergent solution.  Do not use too much water on tread and landings.

· Remove any gum with a putty knife or scraper.

· When you have finished one flight of stairs assemble all the equipment and begin work on the next flight of stairs.  Gathering the equipment at this point will help you avoid extra trips upstairs to pick up forgotten articles. 

· Remove all equipment when the cleaning is finished.  Remove the “Wet Floor” or “Caution” signs once the stairways are dry and ready for re-use.

In general, narrow stairways have less heavy traffic than wide stairways and can be cleaned a full step at a time.  When working on a wide stairway that must remain in use, clean half of each step at a time leaving a dry path for pedestrians.

[image: image19.wmf]     INSPECTION REPORT

Date:_____________

Rating:________________

Account Name:___________________________________________________________

Address: ________________________________________________________________

Telephone # :_____________________

Contact Person: _______________________

Days Cleaned: ___________________

Franchisee: __________________________

RATING SCALE:

1 = Unacceptable / 2 = Poor / 3 = Good / 4 = Excellent / N/A = Not Applicable

Lobby

Common Areas

Ofices

Other Areas

Restrooms

Totals

High/Low Dusting

Horizontal Surfaces

Furnishings

Phones

Walls/Partitions

Glass/Mirrors

Trash Containers

Carpet

Tile Floor

Corners/Edges

Dispensers

Stalls

Franchisee Using Communication Log Book?     Y / N

Toilets

Franchisee Maintaining Janitorial Closet?           Y / N

Urinals

Would the Customer like any Additional Work?   Y / N

Sinks

           (Carpet / Tile / Windows / Other)

Total Sum of all Boxes Filled In

Divided by # Boxes Filled In

Equals  Final Rating

Comments:

        Customer Signature

                          JAN-PRO Representative

JAN-PRO
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CHAPTER 7.5

DRINKING FOUNTAINS

Procedures for Cleaning Drinking Fountains

· Scrub all surfaces carefully with a clean cloth and DDS solution.  Give special care to the fountain jet and the protective guard.  Use fountain brush for cleaning the jet guard and all other metal parts.

· Use a test tube brush to clean the drain holes in the center of the fountain bowl.

· Use a cleaner to remove stains.

· Rinse all exposed surfaces and parts with a damp rag.

· Polish the metal with a dry cloth or paper towel. You may want to use a Stainless Steel Polish occasionally to keep up the fountains appearance. 

· Remove any splashes or cleaning solution spilled on the floor.

· Repeat this procedure for all water fountains in the area.
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Chapter 7.6

LIGHT FIXTURES

The most common types of fixtures are incandescent and florescent lamps.  Each type has its own particular cleaning needs.  You may encounter both types of light fixtures in any building or area where you are assigned to work.

Light fixtures should be cleaned as needed to avoid damage, reduced light and fire hazards created by dust buildup.  A good general rule to follow is that the fixtures should be cleaned once a year depending on the area and desired level of appearance.

You must be especially careful and watchful when cleaning light fixtures and changing light bulbs or fluorescent tubes. There are many ways that you can be injured and falling equipment or ladders can hurt others and cause considerable damage.  For best results follow these safety rules:

· Shut off all electrical current to the lights being cleaned.  If this cannot be done, apply 
tape (masking or cloth) over the open sockets to help prevent electric shock and use only a slightly moist towel for cleaning.

· Use caution when handling all fluorescent tubes.  They contain poisonous gas that is harmful to breathe and a cut or sliver from a broken tube may become infected and take months to heal.

· .Never work on a ladder unless someone helps steady it and never stand directly below a person working overhead.

· Safety glasses should be worn for eye protection.

· Do not force a bulb or tube into a fixture.  Both the light and its socket are easily damaged.  If you need assistance, contact your supervisor.

· Do not submerge fluorescent tube and lamp bases in cleaning solution and do not use excess water on fixtures.

The procedures you use will depend upon the type of fixture being cleaned.  In general, however, the cleaning generally consists of disassembling the fixture and washing all parts, deflectors and bulbs in a portable tank or in buckets.  One bucket is for the cleaning solution and the other is for the rinse water.  After all items are dry the lamps and fixtures are re-assembled and re-installed.

Caution:
Always disconnect the power before attempting to clean, repair or replace lamps and fixtures. Never clean incandescent lamps or fixtures while they are hot.  Allow them to cool and handle fixture parts with care.  All are fragile and expensive.

CHAPTER 8

SERVICE CARTS

Note:
The advantages of using a service cart and the proper procedures for stocking one with supplies and equipment are as follows:

Using A Service Cart Effectively

A service cart is used to carry equipment, materials, and supplies necessary for certain basic cleaning jobs that are performed on a regular basis.  A service cart often is referred to by other names, such as supply cart, or housekeeping cart.

The service cart typically is used every day for such operations as dusting, waste pickup, filling dispensers, and so on.  Since these usually are the first tasks done each day, the service cart often is the first piece of equipment put into use.

A service cart is not suitable for all types of cleaning assignments.  But in all situations where a service cart can be used, it can provide four advantages for the cleaning professional.

Four Advantages of Using a Service Cart

1.
A service cart can help save time and energy, because frequently used supplies and equipment can be kept close to where the cleaning work is being performed.

2.  
Having the equipment and supplies on the cart is safer than having them on the floor where they can become a safety hazard or accidentally get left behind.

3.
A service cart can help reduce the annoyance and inconvenience of having to move individual items of equipment and supplies by hand from room to room or back to the supply closet.

4.

Using a service cart can help you keep supplies and equipment organized and this can improve your work habits. Better work habits can increase the amount and quality of work that you can do each day.

Checklist for Stocking the Service Cart

The following list includes equipment and supplies that typically are found on a well-stocked service cart.  All of these items are not always carried on a cart nor is this list complete for all facilities.  You may use a cart that has more items or fewer items or different items of equipment and supplies.

· Large disposable bags for waste pickup.

· Small and medium sized disposable liners and paper bags for sanitary napkin receptacles.

· Dust mop, dust pan, and counter brush or lobby broom.

· Dust cloth and feather duster.

· Disinfectant detergent in a spray bottle.

· Glass cleaner in a spray bottle.

· Abrasive cream cleaner and synthetic scrubbing pads.

· Clean towels.

· Putty knife or razor blade scraper.

· Dispenser supplies: Paper towels, toilet paper, cups, seat covers, soap, sanitary napkins, dispenser keys, etc.

· Toilet bowl cleaner, and toilet swab or brush.

· General-purpose cleaner.

·  Door stop.

·  Specialty chemicals.

How To Use The Service Cart

The procedures listed below can help you achieve better efficiency when using a service cart.

·   Stock the service cart properly before starting your cleaning routine.

·   Think out the pattern and sequence of operations.

· Push the service cart to the work area.  Move the cart by pushing it, except when going through self-closing doors.  In this case, you should back through the doors carefully and pull the cart.  When pushing or pulling a service cart, always watch out for walls, doors, furniture, and so on. NEVER PUSH A DOOR OPEN WITH A PIECE OF EQUIPMENT.

·    Commence the sequence of cleaning operations.

· When you are finished, return the service cart to the storage area, dump the trash, and restock the cart.

Finishing-up Procedures

· After completing your work, take the cart to the storage area, wipe it down and insert a new liner.  Dirty cloths should be stored in a ventilated bag to be returned for washing or disposal.  Damp rags should be hung for drying before storage.  Soiled rags should not be re-used without laundering.

· If large (desk-high) wastebaskets needed cleaning, they should be brought to a sink and scrubbed out with a disinfectant detergent solution.  Then they should be dried and returned to their places.
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CHAPTER 9

RESTROOM CLEANING

Clean restrooms are important for several reasons.  Everyone will visit the restroom several times each day while at work.  Few areas will get complaints faster than a dirty restroom or an empty restroom dispenser. And most importantly, clean rest rooms are a safeguard to health.  Since they are subject to intimate personal use, lavatory surfaces can harbor more disease bacteria than other areas.  Properly disinfected and sanitized restrooms reduce the possibility of cross contamination. It further reduces the development of offensive orders. A clean rest room will have no odor. Therefore, no deodorants are needed unless you choose to use one for aesthetic reasons. 

Control complaints by properly servicing the dispensers.  Dispensers must be cleaned daily because they are used constantly and will quickly become unsanitary.  Unclean dispensers can help spread germs.  Dispensers should be re-filled whenever they are nearly empty and they should be checked for proper operation each clean.

We suggest topping off dispensers every time you clean to lessen the possibility of running out of supplies.  

The job of cleaning and disinfecting restrooms is not a difficult one when the work is done efficiently and at the proper intervals.  The fixtures may be numerous, but their design usually makes cleaning a fast process.

Restroom Sanitation is the process of cleaning and sanitizing restrooms to keep them safe and in proper order.  The cleaning process involves a variety of procedures, such as dusting, servicing dispensers, waste pickup, wet mopping and several disinfecting procedures. 

Infection control is the most important factor in restroom sanitation.

When you start a new building, you may have to spend some extra time getting the restrooms back up to a sanitary and bright appearance.  Once they are up to par, it will be easy to keep them that way.

Although restrooms can usually be cleaned rapidly, it is not an area to cut corners.  Clients and customers are rarely oblivious to the sanitation of their restrooms.  In fact, some people will judge your entire maintenance and cleaning operation by this one area alone.

The equipment and materials you will need for restroom cleaning will vary depending on the account.  The following checklist can serve as a basic guide.

SAFETY





EQUIPMENT


(   Wet floor sign




(  Feather Duster


(   Gloves






(  Towels


(   Safety glasses




(  1” putty knife











( Dust mop

  CHEMICALS




( Wet mop











(  Mop Bucket & Wringer


(   Glass cleaner




(  Dust Pan & Counter Brush


(    All Purpose Cleaner


(  Brute & Caddie


(    Disinfectant




(  Johnny Mop & Holder


(    Abrasive Cream Cleaner

(  Sponge with green pad


(    Toilet Bowl Cleaner

Before you get started announce your arrival by knocking on the door and saying “Janitor” or “Custodian” in a loud voice.  If no one is inside using the restroom, position the cart near the door, prop open the door with a doorstop and put up a “Wet Floor” sign or other warning that the restroom is being cleaned and proceed with the work.  If the restroom is small you may have to carry your supplies and equipment inside.
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Once inside there are seven steps to efficiently cleaning a restroom:

1. DUSTING

2. SPOT CLEANING SANITIZING

3. TRASH REMOVAL

4. REFILLING OF DISPENSERS

5. SWEEPING

6. WET MOPPING 

7. INSPECTION

Remember you will need to sanitize most of the surfaces of the restroom.

The disinfectant that you use on the restroom will need a dwell time of ten minutes.  

Because of the dwell time required, you will need to spray the sinks, toilets and urinals with the disinfectant before starting on anything else.

DUSTING THE RESTROOM

(Step 1)

Equipment needed: (Feather Duster, Towels, Dust treatment spray)

· Clean in a clockwise or counter clockwise direction.
· Ceiling vents, lights, and fans are the first to get cleaned.
· Dust the top of the partitions.
· Wipe the top of the mirror.
· Wipe the tops of the dispensers.
· Use the feather duster or towel to wipe the door jam and the top of the door. 
Both of these will collect a lot of dust.
SPOT CLEAN / SANITIZING RESTROOMS

(Step 2)

Equipment needed: All Purpose Cleaner, Disinfectant, Glass Cleaner, Toilet Bowl 



       
Cleaner, Abrasive Cream, Towels or Paper Towels, Scrubbing 

Sponge (with green pad), Johnny Mop, Paper Towels, Toilet Paper and Soap Refills                                        

· Remember to clean in a clockwise or counter clockwise direction.

· Start at the door with the disinfectant. Spray it on a towel. Wipe the door handle and around the handle to sanitize where people have touched it.

· Use the disinfectant to clean the light switch and the wall around the switch.

· Check for spots on the wall and use the All-Purpose Cleaner to remove.

· On the partitions use the disinfectant to sanitize were people might have touched.   

For example the handle on the door (both sides) and the toilet paper dispensers.
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GRAFFITI

· To remove graffiti from walls and partitions use the All-Purpose Cleaner first. If this does not work, you can try the Abrasive Cream Cleaner, but be very careful, it will damage the paint and/or the partition. For extremely difficult graffiti, there is a stronger chemical called “Graffiti Remover”.  Use this chemical with caution. It will remove the graffiti, but it may also remove the paint or damage the partition. Test the Abrasive Cream Cleaner and the Graffiti Remover in an obscure area to be sure that it will not damage the partition.

· To discourage graffiti writing on the partitions; remove the writings daily.

· If you can not remove the graffiti the customer may have to paint the partition.

TOILETS

· Use the Johnny mop to push/force the water down the trap. 

This will allow the chemical to clean below the water line.

· Squirt or pour a small amount of disinfectant directly onto the toilet bowl swab (Johnny Mop) and completely swab the interior of the toilet bowl.

· At least once or twice a week, squirt toilet bowl cleanser (this will be thick, like a cream) into the toilet bowl, under the rim. If properly done, the bowl cleaner will coat the inside of the bowl as it flows toward the drain. Then use the Johnny mop to clean the inside.

The other days you can simply use the disinfectant. It is more cost effective to use and will adequately clean the toilet.

· With paper towels wipe the disinfectant off the outside of the toilet.  

Remember; this was sprayed on earlier, as you entered the rest room. Make sure you wipe the entire outside of the toilet.

DO NOT USE THE JOHNNY MOP TO CLEAN THE OUTSIDE OF THE TOILET.

· After wiping off the disinfectant from the flush handle, use glass cleaner on all chrome pieces to produce a streak free shine.

URINALS

· Urinals require the same process as on the toilets.

· Use the Johnny mop to push the water down the trap.

· Squirt or pour a small amount of disinfectant directly onto the toilet bowl swab (Johnny Mop) and completely swab the interior of the urinal.

· At least once or twice a week, squirt the toilet bowl cleaner under the rim that runs down both sides and the top of the urinal. Use the Johnny mop to clean the inside of the urinal.

The other days you can simply use the disinfectant. It is more cost effective to use and will adequately clean the toilet.

· Wipe the disinfectant off the outside of the urinal. Again this was sprayed on earlier. Make sure that you wipe the bottom of the urinal. This is a commonly  missed area. 

DO NOT USE THE JOHNNY MOP TO CLEAN THE OUTSIDE OF THE URINALS.

· Also spray the disinfectant on the walls and partitions were urine might have splashed.

· After wiping off the disinfectant from the flush handle, use glass cleaner on all chrome pieces to produce a streak free shine.
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· Use the sponge with the green pad and the 

abrasive cream cleaner to clean any spots that will not wipe clean.

Be careful not to scratch the surface you are working on.

· Don’t use abrasive cleaner unless you have to.  It is time-consuming to use, difficult to rinse away and if used regularly, may dull the enamel surface.

The most common area of use will be around the drain of the sink.

[image: image30.png]



[image: image31.png]



· Wipe the counter top with the All-Purpose Cleaner. 
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· If you have very large mirrors you may need to use a squeegee to reach the top and to do a thorough job.

You may be able to spot clean this type of mirror daily and use the squeegee on a weekly or monthly basis. You will need to inspect the mirror daily to determine this.

TRASH REMOVAL

(Step 3)

If possible, remove all trash receptacles to the outer hallway and empty them there.

· Tie the top of the bag to prevent any trash from spilling out when you pull it from the receptacle.

· Remember to always use your legs to do the lifting, bend at the knees not at the back.

· Do not push the trash down with your hand. There might be something sharp that could cut or stick you.
· After you empty the trash receptacle, check to see if it needs to be cleaned.  If it does, use the disinfectant to clean and remove any odors that might be in the receptacle.

· Check and empty sanitary napkin receptacles. These may also need to be cleaned with a disinfectant.

REFILLING DISPENSERS

(Step 4)

Dispensers are items of equipment designed to hold a sufficient supply of materials that are necessary for cleanliness and health.

Almost nothing draws complaints faster than improperly serviced/filled dispensers.  Dispensers must be cleaned regularly. They are used every day and quickly become unsanitary.  Unclean dispensers help spread germs.  Dispensers should be re-filled every time the restroom is cleaned to reduce the possibility of supplies running out

Many dispensers require a key to open them. Make sure you have a key prior to the first clean. Usually the contact person will have them. You can also obtain them from your distributor for little or no cost.

HAND TOWELS

· To refill the single or multi-fold towel dispenser, open the unit and fill it with a fresh supply of towels.  Be sure that all the towels are facing in the same direction and that they are not upside-down.  This will ensure that the towels will be easy to remove one at a time.
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· Check for proper operation of the dispensers.  Close the dispenser and remove one or two towels from the bottom to see that they feed out properly.

HAND SOAP

· Check each soap dispenser to see if it needs refilling.  

Some dispensers may be inspected visually without opening.  Others will require opening to inspect.

· Check each dispenser for proper operation.  Lock each dispenser and dispense a little soap to ensure that it is working properly.

TOILET PAPER

· Refill the dispenser as necessary.  If single-roll dispensers are used, remove the old rolls from the dispensers and replace with full ones.  Dispose of the old rolls or save them for use in restroom areas where there is less traffic. 

Do not leave an old roll or new roll on top of a dispenser.  The roll may fall off and become contaminated or fall into the toilet and cause an overflow. If the customer is always running out of toilet paper during the day, you may suggest that they go to a larger dispenser. Sometimes your supplier will supply and install this free of charge.

· Check each dispenser for proper operation.  Make sure that the paper dispenses from the top of the roll and that the roll turns freely.

· Be sure that the tissue holder bar is locked into position so that the roll will not drop out when used. 

For more information on servicing dispensers, refer to Chapter 10.

SWEEPING THE RESTROOM

(Step 5)

Choose the right kind of broom for the job.  If you have a rough or wet surface use a push broom.  Push brooms with coarse bristles are used for heavy-duty sweeping and mostly outside work.  Soft horsehair bristles may be used for finer sweeping on interior floors.  In areas of heavy obstruction you can use a broom or counter brush.

First, go around the room and sweep the debris out from under the counters and away from the walls.  Then come down the main open areas with the push broom.

In most cases, a soft bristle broom will be sufficient to sweep the restroom. However if the restroom is uncommonly large, you may need to dust mop the area for increased efficiency. 

For more information on dust mopping and sweeping, refer to Chapter 16.

MOPPING THE RESTROOM

(Step 6)

Equipment needed:  Mop Handle & Mop Head, Mop Bucket & Wringer, Disinfectant, 

and Wet Floor Sign

· Before you start put up your Wet Floor sign.  The most important thing to remember about mopping is the sweeping.  If the floor has not been properly swept, the mopping will be a muddy mess.

· Wet mopping removes medium to heavy soil film from floors.  Spread cleaning solution across the soiled floor and let the detergent remain on the floor for a few minutes then scrub with the mop.

        This is especially important under and around the toilets and urinals. This is not an area to take short cuts. Make sure you do the job correctly.

· The solution can then be picked up with a well wrung-out mop.


Typically, rinsing is not necessary if the disinfectant solution was mixed properly. In fact, by not rinsing the floor, you will allow the residual benefits of the germicide to continue to work.

· Pour some mop water down the floor drain, this will help keep the sewer gases from seeping up into the restroom and leaving an odor. 

This should be done at least once a month.

· Leave the wet floor sign until the floor is dry to prevent any falls.

For more information on Wet Mopping refer to Chapter 16.

INSPECTION

(Step 7)

· Before leaving the room, spend a few seconds double-checking your work.  You  

would be amazed at what is sometimes overlooked.

· Turn off lights.

This simple act produces great quality control. This should also be taught and insisted upon from future employees as your business grows.  

CHAPTER 10

DISPENSERS

The Six most Common Types of Dispensers:

1. Paper towel dispensers.

2.
Paper cup dispensers.

3.      Soap dispensers.

4.      Toilet paper dispensers.

5.      Lavatory seat cover dispensers.

6.      Sanitary napkin dispensers.

When to Service Dispensers

Almost nothing draws complaints faster than improperly serviced dispensers.  Dispensers must be cleaned daily because they are used every day and quickly become unsanitary.  Unclean dispensers can help spread infection. Dispensers should be re-filled whenever they are nearly empty and they should be checked for proper operation and re-filling each day.  

We suggest topping off dispensers daily to lessen the possibility of running out of supplies.

Equipment Needed to Service Dispensers

· A service cart to carry the supplies and necessary items of equipment.

· An adequate supply of materials to fill the various dispensers including soap, paper towels, toilet paper, seat covers, paper cups and sanitary napkins.

· Keys to open dispensers that are locked.

· Cleaning solution for cleaning dispensers (DDS: Disinfectant Detergent Solution and water in spray bottle) 
· Rags for wiping off dispensers after application of cleaning solution.

PAPER TOWEL DISPENSERS

A Checklist for Refilling Paper Towel Dispensers

· Check to see if the dispenser needs refilling.  Look through the slot in the side of the dispenser to determine if supply is less than half full.  If in doubt, open the dispenser and make sure.  If half full or less, then refill.

· To refill the towel dispenser, open the unit and fill it with a fresh supply of towels.  Be sure that all the towels are facing in the same direction and that they are not in upside-down. (This will ensure that the towels will be easy to remove one at a time.)

Note: Single-fold and multi-fold towels must be interwoven to feed properly.

· Check for proper operation of dispensers.  Close the dispenser and remove one or two towels from the bottom to see that they feed out properly.

· If you have questions or encounter problems, contact your supervisor.

SOAP DISPENSERS

A Checklist for Servicing Soap Dispensers

· Open each soap dispenser and check to see if it needs refilling.  Some dispensers may be inspected visually without opening.

· If the dispenser is at least half-empty, fill it with fresh soap. When pouring soap work carefully to prevent spillage.  Use of a plastic funnel may be necessary in some cases.  The funnel should be carried on your service cart.

· Check each dispenser for proper operation.  Lock each dispenser and dispense a little soap to see that it is working properly.

TOILET PAPER DISPENSERS

A Checklist for Servicing Toilet Paper Dispensers

· Check each dispenser to see if it needs refilling.  If the roll in a single-roll dispenser nearly has been used up, it should be replaced with a full roll.  In double-roll dispensers, let the partial roll be completely used up before you replace it.

· Refill the dispenser when necessary.  If single-roll dispensers are used, remove the old rolls from the dispensers and replace with full ones.  Dispose of the old rolls or save them for use in restroom areas where there is less traffic.  Do not leave an old roll or new roll on top of a dispenser.  The roll may fall off and become contaminated or fall into the toilet and cause an overflow.

· Check each dispenser for proper operation.  Make sure that the paper dispenses from the top of the rol1 and that the roll turns freely.

Caution:
Be sure that the tissue holder bar is locked into position so that the roll will not drop out when used.  Folded toilet tissue must be interwoven for proper operation.

LAVATORY SEAT COVER DISPENSERS

A Checklist for Refilling Lavatory Seat Cover Dispensers

· Check each dispenser for refilling.  This can be done visually.

· Fill dispensers as necessary.  If a dispenser is more than three-fourths empty, fill it with a fresh supply of seat covers.  The old package should be disposed of as waste material or placed in a less used location.

· Check each dispenser for proper operation.  Remove one seat cover from each unit to see that it is working properly.

· Wipe clean and polish.

SANITARY NAPKIN DISPENSERS

Many different types of sanitary napkin dispensers are available.  Sanitary napkin receptacles often are lined with paper bags.  These should be checked for servicing daily and each dispenser should contain an adequate supply of sanitary napkins.

A Checklist For Servicing Sanitary Napkin Dispensers

· Open each dispenser (with dispenser key) to see if the dispenser needs refilling.

· Each dispenser should be checked and filled to the top each night.

· After the dispensers have been filled, they should be cleaned.  Use a spray bottle to apply DDS solution to tops, bottoms, sides and faces of dispensers. Wipe clean with paper towel or rag.  There should be no visible streaks or smears.

PAPER CUP DISPENSERS

Paper cup dispensers often are found in offices and lounges, and by water fountains.  Cup sizes vary but most paper cup dispensers are quite simple in operation and are serviced from either the top or the bottom.

A Checklist for Servicing Paper Cup Dispensers

· Check each dispenser for the need to refill.  Push up the paper cups with your hand to see if the dispenser is less than half full.  If in doubt, open the dispenser and make sure.

· If a dispenser is half empty or more, refill it with a fresh supply of paper cups.

· Close the dispenser and remove one cup to see that the unit is dispensing properly.

· Each dispenser should be cleaned.  Use a spray bottle to apply DDS solution and wipe each unit clean with paper towel or rag.  There should be no visible streaks or smears.
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HARD FLOOR CARE

HARD FLOOR CARE

There are a wide variety of flooring materials in use today and new types are constantly being developed.  Most of them are expensive and have particular cleaning requirements, consequently, floor care has become a specialized and increasingly technical field.

There is a great deal to learn about floor care and mistakes can be costly.  Some cleaning contractors know little about floor care procedures, while others know a lot.  Then there are  those who think they know a lot, but most of what they know is wrong. Don’t let yourself fall into the last category.

Many people are running successful maintenance business with minimal floor care experience.  They either subcontract the work to another Franchisee or hire experienced employees to take care of situations they are not familiar with.

The point is you can learn as you go. The Regional Office will work with you to help develop this skill. Through experience and study you will be an expert before you know it. 

The first thing to floor care is dust mopping and wet mopping on a regular basis.  By Just performing these two steps will prolong the life of the floor.

It is important to remove any abrasive dirt from the floor. If not removed, the dirt will eat away the finish and possibly damage the flooring itself.

When dust mopping and wet mopping do not help the appearance of the floor, you will have to perform one of the following.

· STRIPPING (and Refinishing)

· TOP SCRUBBING (and Recoating)

· SPRAY BUFFING

· BURNISHING

CHAPTER 11

STRIPPING AND REFINISHING

Floor stripping is the operation, which removes old finish so a new application of a new floor finish can be performed.

Floor stripping can be a time-consuming process that requires going completely over the floor several times.  Floor stripping usually takes a lot of water, a good stripping chemical and lots of effort. Consequently, floor stripping should be performed when no easier method can get the job done satisfactorily. 

This chapter explores the techniques necessary to strip and refinish floors in a professional manner.

Over time floor finishes gradually become worn from use.  When it becomes necessary to renew the floor’s appearance the old finish must be removed before a new coating is applied.  If the old finish is not removed the new finish will tend to build up in the least used places and the finish buildup will discolor the floor.  The old finish and the accompanying accumulation of dirt are removed in two ways during floor stripping. 

· By the chemical action of the stripper. 

· By the physical action of your slow speed (scrubbing) machine as it moves back and forth over the floor.

Operating a rotary floor machine (slow speed/scrubber) is a matter of balance. With continued practice, however, operation becomes easy.  The basic rules for operation are: 

LOWER the handle to go LEFT

RAISE the handle to go RIGHT
Try to remove all furniture from the room or area to be stripped. It will save you time in the long run.  If this is not possible move the furniture to one side of the room or out of the way as much as possible. 

Be careful when moving the furniture back to the other side, new wax will scratch easily until it cures.

Equipment needed for floor stripping:

       (   Slow Speed


(   Wet Vacuum

     EQUIPMENT

SAFETY








(   Wet Floor Sign


(   Gloves


(   Safety Glasses


(   Rubber Shoe Covers


(   Measuring Cup

CHEMICALS


(   Neutral Floor Cleaner


(   Stripper


(   Baseboard Cleaner


(   Finish (wax)


                            


(   Towels


(   Tape (Masking or Duct)


(   Dust Mop 


(   Dust Pan & Counter Brush

· 2 Mop Handles  

· 2 Cotton Mop Heads 


(   1 finish mop head


(   2 mop buckets & wringers


(   hand scrub pad


(   1” scraper or putty knife


(   doodle bug with pad


(   18” round pads (black)



  *See Chapter 17 for Floor 

    Pads and their usage.

SAFETY is the most important step when it comes to stripping a floor.  The floor stripper is very slippery. If you are not careful you could get injured by slipping and falling.  Make sure you have the area well marked off to prevent anyone from walking into your work area.

· Remove the furniture.  

Move all furniture from the room or area to be stripped.  If this is not possible move the furniture to one side of the room or out of the way as much as possible.  Later after stripping the cleared side, move the furniture over and strip the remaining side, which should be the side closest to the door exit.

· Remove any foreign matter stuck to the floor with a putty knife.
It is not necessary to dust mop the floor before you strip it. You will pick up all the dirt and old wax when you use your wet vacuum.

· Tape the towels to the floor of any area that you do not want the stripper to flow to, also put a towel down for a walk off mat.

· Prepare the stripping solution.  

Fill the two buckets three-fourths full (depending on floor size) with hot water. To the stripping solution pail add stripping chemical per manufacturer's instructions.  Place a wringer on the rinse pail.

Caution: Most floor stripping chemicals are on the alkaline side of the pH scale.  Any solution with a pH reading above 10 should not be used on any floor

 surface.  Many floors are ruined by the use of harsh alkaline chemicals.

· Move the mopping equipment into the work area.  

While standing behind the buckets, place the mops in the buckets against the far side, and push straight ahead.

· You may want to put the shoe covers on; they not only protect your shoes but help prevent you from slipping in the stripper. This is optional.
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· Start the stripping operation.

Take mop #1 out of the stripping solution and run it along the baseboards.
Use your scrapper to scrape the finish along the baseboards. Also use the doodle bug on the floor along the edges and places the machine cannot reach. Try to manually scrub 6” away from the baseboards.

Now you can start spreading the stripping solution at the far corner of the room or the corner opposite the exit or door from which you plan to leave.

Note:
Use mop #1 for the stripping solution. Never use it in any other pail.  To fill the mop, agitate it in the bucket of solution then lift the mop out of the solution, hold it over the bucket and allow the excess solution to drain from the mop.   Work in small sections.  

Liberally apply the stripping solution to the floor. To avoid slopping the baseboard, 

make the first stroke parallel to the baseboard and about 12 inches from it. Then 

carefully make the second stroke along the baseboard itself.

DO NOT ALLOW THE STRIPPING SOLUTION TO DRY.

· Soak the rest of the floor with the stripper.
Mop the section with side-to-side strokes.  Start at the far end of the section from the buckets and walk backward while mopping from side to side. Use rhythmic stroke whenever possible and be sure to overlap strokes. Technique is important, stand with your feet 18 to 24 inches apart, one foot slightly behind the other and keep your back straight. Keep mop in continuous motion by making a  “C” curve at the end of each stroke. Always pass the mop head close to your feet and keep your elbows close to your body.  Step backward as the mop approaches your forward foot. Keep the heel of mop on the floor and the strands well spread.

· Turn the mop over occasionally.  

For best results, the mop should be turned two or 
three times per mop full of stripping solution.  Turn it at the stroke end away from baseboards or furniture.  When turning the mop, lift it and loop or twist it over the strands.

· Allow stripper time to work.  

After the stripping solution has been applied evenly over the floor allow it to set for at least 5 minutes.  During that period you will notice the wax being re-emulsified and floating to the surface.  In some areas where the old wax is the heaviest or thickest the solution may become completely absorbed.  You may 
notice it turning white and becoming dry, re-wet these areas with more stripping solution. Keep the solution spread evenly over the floor during this waiting period. The floor must stay wet with solution at all times.
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Caution:  Make sure the switch is off before plugging in the machine.
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· Most machines rotate counterclockwise so move the machine to the right by raising handle slightly and move it to the left by lowering the handle slightly. Avoid bumping the machine heavily against equipment, furnishings or walls.
To achieve a uniformly clean floor you must not miss any areas with the machine.  

For this reason you should follow a row of tile with one edge of your machine as you 

move across the floor then return again over the same path.  Work slowly and give 

the brush or pad a chance to rotate as many times as possible to scrub the soil from 

the floor.  Step back about three inches less than the width of your floor machine; 

select new row of tile to follow and proceed as before.

Repeat this process until the area covered with solution is completely scrubbed.   

Sometimes on very difficult jobs you should go over the floor again in the opposite 

direction.

This will help clean any hills or valleys caused by uneven floors.  Heeling the 

machine over and using the edge of the brush or pad may eliminate black marks or 

hard-to-remove spots. To help eliminate any lap marks caused by motion of the 

machine work the edges in a parallel motion with the machine.  This will also give 

you extra scrubbing time over the edges where the wax has built up.

Caution: Do not allow the stripping solution to dry on the floor.  If an area seems to be 

drying, apply more solution and agitate it with the solution mop to loosen, this is 

very important.  If the solution is not kept wet until it is picked up with the vacuum, 

it will re-adhere to the floor and you will have to re-scrub to remove it. If you do not 

re-scrub the dried stripping solution the old wax will show up beneath the new wax 

as a discolored area when it is applied.

· Remove the floor machine from the area just scrubbed. 

If you are working in a multiple person crew, one worker may proceed to take the machine to another section and begin scrubbing.

· Pick up soil and cleaning solution.  

Roll the water pickup vacuum into the area that has just been scrubbed and attach the hose, handle, and squeegee. Many of the newer wet vacuums are made with a squeegee on front so you can just push the machine forward while it picks up the waste water.  Start working forward into the solution from the dry floor area.  By moving in this manner you will keep pulling the machine behind you rather then backing into it and tripping or getting tangled in the power cord. Operate the squeegee in 3 or 4-foot strokes.  Lower the handle slightly to go 

forward and raise the handle slightly to pull back.
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Note: All soiled water is deposited into the vacuum tank. Both your cleaning 

  solution and your rinse solution remain unsoiled and you should be able to 

  use them on the next section.

· Rinse the floor.  

Move the rinse bucket onto the cleaned section and apply a liberal rinse of clean, warm water. Use mop #2 for this operation and do not use it in any other pail at any time. Apply the rinse in the same manner that you applied the cleaning solution. Agitate with the mop in several directions. This criss-crossing motion will take care of any low spots and missed areas. Be sure to rinse the baseboards.

· Pick up the rinse.  

Use the wet vac cleaner to pick up the rinse solution in the same manner that you picked up the cleaning solution.  Wipe dry, all baseboards and bottoms of equipment and doors.  Remove the vacuum equipment from the area.  Be sure it is completely out of the way of the next operation.

· Damp mop the area cleaned.  

To remove footprints, cord marks and any small amount of water missed by the vacuum it is best to damp mop the area after it has been cleaned. Before starting, be sure to agitate the rinse mop in the rinse bucket several times then wring it dry. Shake the mop to loosen the strands.

You have to rinse the floor no less than two times. Even with a “No Rinse” stripper!

· Inspect the floor. 

Carefully inspect the stripped area, baseboards, corners, cabinets and any furniture not removed from the area. Check along the walls, spots where furniture was sitting and around doorjambs. Check for uniformity of color and complete wax removal.  Any imperfections should be corrected at this time.  The completion should take only a few minutes.  If you have to re-do the job later because of imperfections left uncorrected the work could take hours.

When the floor dries wipe your hand on the floor to see if there is any more residue left on the floor.  If there is rinse again.
· Return the equipment to the storage area.

If you want your equipment to last you should clean it all before storing.  Wash off both pails and the wringer and wipe dry.  Clean out both mop heads and hang them up to dry or send them to the laundry so they will not sour and smell.  Wipe power cords and machine housings.  Wash out the brush and floor pads and also hang them up to dry. Rinse out the vacuum tank, motor stand and shut-off float, squeegee, and hose.  Hang up the hose to drain. Should you have any malfunction of machines you can have them repaired and ready for operation the next time you need them.

CHAPTER 12

APPLYING THE FINISH

FOUR REASONS TO APPLY PROTECTIVE FLOOR COATINGS

Protective coatings are applied to floor surfaces for four main reasons: 

(1) Appearance

(2) Safety 

(2) Sanitation 

(4) Prolong the life of the surface.

APPEARANCE

Some floors have to be maintained to higher appearance standards than other floors and some floors are used so heavily that their protection coatings have to be replaced almost everyday.  The frequency and type of floor finishing are directly related to the type of floor covering the condition of the floor surface, the solid content of the finish and the quality of maintenance that is required.

SAFETY

Any spilled liquid is a hazard of a smooth floor surface but the use of certain finishes, waxes and floor coatings can increase the floor's slip resistance and provides a greater degree of safety.

SANITATION

A floor coating provides a moisture-resistant and soil-resistant seal between the actual floor covering and the top layer of protective coating.  This greatly reduces the chance of germ build-up and provides a more sanitary environment.

PROLONG THE LIFE OF THE SURFACE

A floor coating helps prolongs the life of floor surfaces by providing protection against abrasion caused by the grinding action of dirt, sand and other sharp objects under shoe soles.  Without the regularly renewed protection of a floor covering material the actual surface would be walked away by repeated floor traffic.

In general, you should always apply wax or floor finish in very thin coats.  This will give you a hard, waterproof, clear finish that will dry rapidly without streaking. Such a coat will resist dirt and soil rather than absorb it as is the case when wax or finish is applied too thickly.

Many other factors, however, must be taken into consideration when selecting a suitable coating material for a floor.  Listed below are some of the most common factors.

· The type of floor and sub-floor being covered

· The type and amount of traffic on the floor

· The slip resistance required and other safety considerations

· The type of soils and contaminants that are present on a regular basis

· The degree of sanitation required

· The desired level of appearance

Having this information at hand can help you choose the most appropriate floor coating for the jobs that must be done. The discussions that follow for each type of floor coating also can help you make the right choices.

 COMMON FLOOR COATINGS AND HOW TO USE THEM

The six most common floor coatings are: 

(1) Sealers 

(2) Polishes 

(3) Natural Waxes  

(4) Synthetic Finishes 

(5) Epoxies

(6) Specialty Coatings

SEALERS

A sealer usually is applied prior to the application of the actual finish.  Sealers are not required on all floors. Sealers are used to cut down on the need for expensive finishes, provide positive adhesion for the finish and ensure better resistance to moisture spots and stains.

POLISHES

Polishes are usually a blend of polymer emulsions that form a tough, durable film.  This film is classified as self-polishing but it can be buffed for a more lustrous shine.

NATURAL WAXES

Natural waxes are recommended for use on linoleum, wood, wood like and flexible soft floor coverings.  These floor coatings are available in paste form as well as solvent and water-based emulsions.

SYNTHETIC FINISHES

These floor coatings are compounds made of very high molecular weight synthetic polymers that form a hard wearing, moisture resistant and slip resistant film.  They dry to a high gloss but may be buffed if desired. Today’s synthetic finishes can and are used without using a sealer first. 

EPOXIES

Epoxy coatings are available for use on masonry and wood floor surfaces.  They provide an extremely hard, long wearing surface when properly applied.

SPECIAL COATINGS

These products are used for specific problem areas such as food processing plants, foundries, chemical plants and factories.  They range from compounds of epoxy and fiberglass to heat and acid resistant cement-like floor coatings.

PROCEDURES FOR APPLYING THE FINISH

· Empty one of the mop buckets and put a liner in it.

Putting a liner in the bucket will prevent the finish from becoming contaminated from dirt particles left in the bucket and it will allow for easy clean up.

· Pour the floor Finish into the mop bucket.

When pouring the Finish, set the Finishing Mop in the mop bucket and pour the Finish onto the mop head. This will allow the finish to soak into the mop head.

· Wring out the Finishing Mop. The mop should not be soaked with finish, there should be just a few drops dripping from the mop before you use it.

If there is too much Finish on the mop you will have puddles of Finish. If there is not enough Finish on the mop, it will drag on the floor causing the Finish to lay unevenly.

· Use the Finishing Mop to mop the Finish on the floor.

      A Finishing Mop is made to release the Finish evenly. You could use a Finish 

applicator instead. They are designed to apply finish evenly and cover large areas quickly, however, it may take some time to master this technique.


· Start applying the Finish 6” away from the wall farthest from the door. 

No one walks against the wall, so there is not a need for as much Finish along the edges as in the center of the room.

· Out line or frame the area that you are applying finish to.    

About 8’ wide and 15’ to 20’ long. Do not box yourself in. You don’t want to step in your new finish

· After outlining, walk backwards swinging the mop from side to side. 

Be careful not to get any Finish on the baseboards. If you do, wipe immediately with a damp cloth. If the Finish dries on the baseboard, you will have to remove it with baseboard stripper, while protecting the floor with a drop cloth or other covering.

· Always apply finish in very thin coats.  

Thin coats will give you a hard, waterproof, clear finish that will dry rapidly without streaking.

· Allow the finish to dry completely.

If you apply more finish to soon you will have a big mess. The Finish will streak and glob. The only way to fix it is to start all over. MAKE SURE THE FINISH IS DRY BEFORE APPLYING A SECOND COAT!

· The second coat should go from wall to wall. 

Use the method previously described to apply the finish.

· You will need to put anywhere from three to four coats of Finish on the floor depending on the desired effect and what was contracted for. (JAN-PRO assumes four coats of Finish in it’s bidding process.)

When you put that first coat of Finish it may disappear into the floor. If it does, don’t worry, you need to get a base coat of Finish on the floor before the other coats of Finish will begin to show and create the shine. 

· Clean your equipment before putting them away.

If you do not clean your equipment the old finish and stripper will be very hard to remove after it dries. It will make your equipment appear old before its time.

Dirty equipment also creates a less than professional appearance.

· It might be necessary to apply a coat of Finish the following day to give the floor the gloss you are looking for.

It will take the floor 24 to 48 hours to cure (harden).  Do not buff the floor till the floor is cured.  It will leave swirls and schemers all over the floor.

CHAPTER 13

TOP SCRUBBING

Top scrubbing is the process of removing heavy soil, scuff marks, stains and other materials by scouring and scrubbing the surface of the floor with a synthetic pad, usually dark blue in color.  Floors are top scrubbed because it is the best way to remove heavy dirt, stains, light scratches, and the top layer or two of the old finish.  Scrubbing restores the original floor appearance and is an important preliminary step to floor refinishing.

Top scrubbing is similar to stripping except that a detergent solution is used instead of a stripping chemical. And less finish is removed.  The water temperature and the pad you use will depend on the amount of soil or finish you want to remove. 

The hotter the water and the darker the pad will result in more finish being removed. Because Finish is removed, recoating the floor with new Finish is suggested. 

NOTE:  For Top Scrubbing procedures, follow procedures outlined for Stripping and  

Refinishing, in Chapter 11. The only difference is the chemical and the pad. Top Scrubbing requires only a detergent and water.

As already mentioned, Top Scrubbing will remove some of the Finish on the floor. You will need to apply new coats of Finish (recoat) to achieve the desired appearance. 

· Apply new coats of finish to the floor. 

Most of the time you will need to apply two coats of Finish.

For information in Applying  the Finish, Refer to Chapter 12.


Equipment needed to Top Scrub:

   
(   17” Slow Speed Machine (175 RPM)


(   Wet Vacuum

SAFETY


(   Wet Floor Sign


(   Gloves


(   Safety Glasses


(   Rubber Shoe Covers


(   Measuring Cup

CHEMICALS


(   Neutral Floor Cleaner


(   Finish (wax)


                            

EQUIPMENT


(   Towels


(   Tape (Masking or Duct)


(   Dust mop 


(   Dust Pan & Counter Brush


(   2 Mop Handles


(   2 Cotton Mop Heads


(   1 Finish Mop Head


(   2 Mop Buckets & Wringers


(   Hand Scrub Pad


(   1” Scraper or Putty Knife


(   Doodle-Bug with Pad


(   18” Round Pads-(Dark Blue)
CHAPTER 14

SPRAY BUFFING

Spray buffing extends the length of time between stripping or scrubbing.  It buffs the resilient floor's finish to a hard, clean topcoat.  This method is extremely good for areas that cannot be shut down (such as an entry) or would be damaged by constant wet cleaning.  Spray buffing can be done as needed to prolong the life of the surface.  It also can be done when the floor does not yet require stripping but shows a modest amount of black marks, scuff marks, or light soil.

To spray buff a floor you first spray a thin film of polish on the surface then use a high speed (1500-2000 rpm) floor machine to buff the floor with a pad while the polish is still moist.  


Equipment needed to effectively spray buff.

(   High Speed Floor Machine (at least 1500 rpm)

(   White, Aqua, or Hog Hair Pad

(   Wet Floor Sign

(   Dust Mop

(   Wet Mop

(   Bucket & Wringer

(   Neutral Floor Cleaner

(   Spray Buff Solution 

· Mix the spray buffing solution. 

This will vary depending upon the floor finishes you encounter but a good formula is half water and half floor finish. You may also use a commercially prepared, ready to use (RTU) spray buff solution.

· Bring your equipment to the work area.

· Dust mop and then wet mop the area that you will spray buff.  Use a putty knife to remove any adhered material.

If the floor has not been properly cleaned, you could damage the floor by grinding the dirt into the finish that your trying to polish.

· Prepare the floor machine for spray buffing.  With the machine turned off put the pad on the machine.

· Adjust the spray nozzle on the hand spray bottle to a fine mist.

· Using the hand spray bottle, carefully spray some solution on the floor’s surface directly in front of the machine.  Wherever you see a black mark spray the area very lightly.

The key to spray buffing is to use absolute minimum of solution on the floor.

· Start the floor machine and buff the area just sprayed.  

Place the power cord over your shoulder and move the machine slowly forward and backward.

At first the floor will look smeared and dull.  As the liquid dries, however, the shine will come back.  The scuffs and black marks should be gone, if they are not, spray and buff them again. 

· Keep the machine moving. 

Do not let it rest in one place too long or the floor finish will pile up and leave brown spots on the floor.  These small dark spots look like burns but they are not.  Sometimes it is possible to spray buff the spots away.  If you cannot, scrape them off with a putty knife or scraper.  A very dirty pad also may cause this condition.  Pads should be flipped over to the unused side or changed frequently.

· When you have finished spray buffing dust mop the entire area once again to remove dust.

· Clean the tools and equipment you have used, inspect them and return them to the storage area.

CHAPTER 15

BURNISHING

Burnishing machines (high speed machines) enable custodians to give a resilient floor surface a gleaming “wet” look in less time and with less effort than spray buffing.  They come in a variety of sizes and are powered by electricity, batteries, and propane. The 20 inch 2000 RPM machine seems to be the most popular and it is powered by electricity. 

The recommended version is the 20 inch, 2000 RPM machine.

Floor burnishing is a method for removing scuff marks and soil from floor surfaces with the help of a high speed machine.  Floor burnishing restores the appearance of the finish and produces a high gloss or shine.  Regular burnishing will create a hard, long wearing surface because the burnishing effect actually melts and melds the different layers of finish together, creating a harder tougher finish with a deeper shine. Floor burnishing improves the appearance, safety and sanitation of the surface and helps prolong its life.  Floors generally are burnished only when scheduled or arranged, however, some facilities may require daily burnishing.

Burnishing machines are common tools in large facilities that have many straight aisles such as supermarkets, discount stores and department stores. Burnishing in these facilities often is done daily or at least two or three times a week.  In other buildings where there is less traffic burnishing may only have to be done once a week or as needed to maintain an acceptable surface. This process can only be used on level smooth floors that are in good condition.

Check your maintenance schedule (contract) to determine the frequency of burnishing.

The condition of the finish determines what pad should be used to burnish.  On new or lightly scuffed finish, use a soft polishing pad (white). This pad is the least aggressive and will leave a high gloss.  On medium scuffed finish use a medium pad (hog hair or aqua). For heavily scuffed areas you will need to spray buff. See the previous chapter.


Equipment needed to burnish:

(   Burnisher (1500 RPM - 2000 RPM)

(   20” Polishing Pad (white, aqua or hog hair)

(   Dust Mop

(   Wet Mop

(   Mop Bucket and Wringer

(   Neutral Floor Cleaner

(   Wet Floor Sign
· Make sure the floor has been properly dust mopped and wet mopped.

     For more information on dust and wet mopping, Refer to Chapters 16 and 16.1 

· Decide which pad you will need to use (white, aqua or hog hair).
· With the power cord over your shoulder turn the machine on and walk forward as far as possible. Turn the machine around and walk all the way back, overlapping the previous path. Continue this pattern until the entire floor has been covered and the desired visual result has been achieved.
Do not dig the pad into the floor or change directions quickly.  These actions intensify the swirls in soft finishes. Avoid bumping the machine heavily against equipment, furnishings or walls.

· Dust mop when you finish burnishing.
Burnishing actually removes a minute amount of the finish. This will create dust. There are “dust suppressors” available for burnishers, however they will not eliminate the dust. In addition to dust mopping the floor, you may need to dust surrounding furniture and fixtures. 
· Remove burnishing pad, clean the machine, and neatly store the machine in the janitorial closet.
CHAPTER 16

DUST MOPPING AND WET MOPPING

DUST MOPPING

Dust mopping involves using a treated dust mop to remove dust, sand, litter, and light soil from smooth finished floors, such as wood, linoleum, terrazzo, or vinyl composition tiles. Dust mopping is mop meant to remove spillage, scuff marks, stains, or heavy soil.

When to Dust Mop

Dust mopping should be performed daily to maintain an attractive floor appearance and to prevent excessive dirt buildup. You should dust mop after dusting and as a preparatory step to any further floor care, such as wet mopping, scrubbing, spray buffing, or burnishing.

Equipment Necessary for Effective Dust Mopping

· A properly treated dust mop. The size of the mop will depend on the size of the floor and the amount of congestion in the area that is to be cleaned. The average size of a dust mop is from 18 to 36 inches wide.

· Putty knife

· Dust pan and counter brush

CAUTION: Treated dust mops should not be used on light colored floors such as 

white terrazzo, marble, or bare wood. The treatment will cause discoloration after prolonged use. Never use a treated dust mop on any floor that is not protected with adequate seal or finish.

Tips for Effective Dust Mopping

· Don't lift the mop off the floor unless you are making a pile.

· Keep the same edge forward until you are ready to shake out a pile.
· Avoid bumping the mop against chair legs and corners or you will leave half the dirt there.

· Use a larger mop whenever possible.

· Dust mops may be vacuumed to remove dust.

· Wash and retreat mop heads regularly.  Do not use too much treatment solution.

· Dust mops are most easily and effectively treated with a spray solution.

SWEEPING

Choose the right kind of broom for the job.  If you have a rough or wet surface use a push broom.  Push brooms with coarse bristles (street brooms) are used for heavy-duty sweeping and outside work.  Soft horsehair bristles may be used for finer sweeping on interior floors.  In areas of heavy obstruction such as a kitchen you can use a corn broom or counter brush.

First, go around the room and sweep the debris out from under the tables, desks, ovens, etc.  Then come down the main open areas with the push broom.

CHAPTER 16.1

MOPPING

The most important thing to remember about mopping is the sweeping.  If the floor has not been properly swept, the mopping will be a muddy mess.

It's amazing how few people know how to mop a floor. The proper technique is to walk backwards with the mop, while swinging it from side to side in a long, slender figure eight or overlapping S's.  Pushing a mop back and forth like a vacuum cleaner is highly inefficient and fatiguing.

As you work try to keep your back straight.  This will save you from tiring too quickly.  Mopping when correctly done is actually fairly easy work.

Choose the Mopping Operation that Best Suits the Job at Hand:

SPOT MOPPING

     Spot mopping is cleaning only those areas (spots) of a floor that are soiled.
DAMP MOPPING

Damp mopping is cleaning an entire area with a well-wrung out mop to remove 

minor soil and dust.  When damp mopping a polished floor use cold water.

WET MOPPING


Wet mopping removes medium to heavy soil film from floors.  Spread cleaning solution across the soiled floor and let the detergent remain on the floor for a few minutes then scrub with the mop.  The solution can be picked up with a wrung-out mop.  Rinse the floor if required.


It is an efficient practice to "cut out" an area before you mop it entirely. This means quickly mopping along beside the baseboards before mopping the adjacent open area. This should be done with a wrung-out mop to avoid slopping the cleaning solution on the wall or baseboard.

The commonly used mop head weights about 24 ounces but you should choose a weight that suits your body size and strength.  Be sure to clean rinse, wring out and hang up wet mops after use.  If you pour your dirty mop water into a sink be sure you rinse it all away.

Note:
When using any kind of tool with a long handle be sure to remember the ends, the end that cleans and the other end.  The one that breaks windows, knocks things off desks and put holes in plasterboard.

Water Control And Floor Safety

Water Control

Water control is an important concern when wet mopping. Too much water or water 

left standing for a long time can damage almost any type of floor.  So you must use 

common sense when wet mopping. At the same time, good rinsing is important not 

only to remove soil but also to remove cleaning agents that may damage the finish if 

allowed to stand.

Floor Safety

Wet floors are slippery so be sure to take safety precautions every time you prepare 

to wet mop. Use ropes, barricades or warning signs to restrict traffic.

Equipment Checklist for Wet Mopping

· Mop Buckets

· Wet mop heads and handles

· Dust mop and putty knife

· Dust pan and counter brush

· Synthetic scrub pads

· "Wet Floor" signs
· Cleaning chemical (if needed)

Fifteen Steps to Efficient Wet Mopping

1.  Prepare the cleaning solution. Fill solution bucket half full with water and add cleaning chemical per manufacturer’s directions.

2.  Proceed with all tools to work area. Stand behind mop buckets, place mops in the buckets against far side and push buckets straight ahead.

3.  Move light obstruction out of the way. Move chairs, stools, typing tables and wastebaskets in an orderly fashion so they can be replaced easily.


 4.
Dust mopping work area removes loose soil first and helps keep water and mop cleaner. Gently pry up gum and other sticky waste with a putty knife.  Clean corners and under obstructions with counter brush.

  5.  With your first strokes cut in the section to be wet mopped. If only light soil is on the floor use a well-wrung-out mop. If the soil is heavy use a moderately wet mop but not dripping when it is removed from the wringer.  A fine hand or foot scratch pad can be used to remove spots and black marks from the floor surface. 

  To avoid slopping baseboards or furniture make the first stroke parallel to the baseboard and about 10 inches away.  Then make the second stroke along the baseboard or edges of the furniture.  Mop the corners with the mop heel or a hand scratch pad.

   6.
Mop the floor section with side-to-side strokes.  Start at the end away from the buckets and walk backward while mopping from side to side.  Be sure to overlap the strokes slightly, technique is important.  Stand with your feet 18 to 24 inches apart, one foot slightly behind the other and keeping your back straight.  Keep the mop in continuous motion by making a "C" turn at the end of each stroke to reverse your direction.  Shift your body weight from foot to foot to help swing the mop.  Always pass the mop head close to your body.  Step backward as the mop approaches your forward foot.  Keep the mop heal on the floor and the strands of the mop head well spread.

    7. Turn the mop over occasionally.  For best results the mop should be turned 

 over two or three times per mop-full of water. At the end of the stroke, turn it      

 away from furniture or baseboards. Instead of making "C" turns, lift the mop  

 heel and loop it over the strands.

8.  Remove deep scuff marks.  Using a push-pull stroke rub scuff marks with the heel of the mop or rub them lightly with a scratch pad under the toe of your shoe.  Mopping with the push-pull stroke should be performed only when you are removing spots or working in highly obstructed areas.  The push-pull stroke takes one-third more time and takes much more effort than does the side-to-side stroke.

9.  Pick up the cleaning solution.  This step can be omitted in lightly soiled areas if little or no solution has been applied.  When picking up the solution in heavily soiled areas, flip the mop occasionally to utilize its full absorbency then wash out the mop in a bucket.

10.  Wring out the mop.  It is important to use the correct wringing technique.  Using your left hand put the mop in the center of the wringer.  With your right hand pull the wringer handle down.  Then keeping hold of both the mop and the wringer turn to face the opposite direction and bring your whole body weight down on the wringer handle.  Do this by flexing your knees and keeping your arm straight.

 Note:  Do not twist the mop.  Be careful not to hit the ceiling lights or other objects with the mop handle.  Remove the mop and fluff its strands.

11.
Rinse the section just moped.  Leave the solution mop in the solution bucket during this step.  Partially wring out the rinse mop in the rinse bucket and mop the section with the same strokes as before.  Use DDS in the rinse water if infection control is desired otherwise use clear water.

            Note:
Change the rinse water often to keep it clean.

12.
Dry the section you have just rinsed.  This step is necessary to avoid streaks.  Go over the floor with a well-wrung-out rinse mop.

13.
Repeat the preceding operations until the entire floor is completed.

14.        Return furniture that was moved to its proper positions.

15.  Clean and rinse all mops. Rinse the mops in the closet sink under running water and wring again.  Shake them to fluff the mop strands.  Hang the mops to dry with their heads off the floor.  Empty and rinse all buckets and wringers and wipe them with dry cloths.

CHAPTER 17

FLOOR MAINTENANCE PADS
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RANCHISEE MONTHLY STATEMENT

FRANCHISEE NUMBER_______________

_    FRANCHISEE NAME_________________

MONTH OF___________________, 2000______

START 

DATE                      COMPANY                     NUMBER OF             MONTHLY

    

  IF 

NEW                                  NAME                           VISITS PER                AMOUNT

                                                                                                        WEEK

Special Notes_____________________________________________________

________________________________________________________________

____________________________________________

____________________

________________________________________________________________

JAN-PRO



COLOR





USES





MACHINE

Black




stripping - very aggressive 



175-350 RPM


Green




deep scrubbing - aggressive


175-350 RPM


Blue




normal scrubbing





175-350 RPM


Red


       light scrubbing - less aggressive


175-350 RPM                                    






deep spray buffing


Aqua




regular spray buffing




175-350 RPM


Natural fiber

   aggressive burnishing pad

   
(hog hair)


 used on medium and hard finish

1500-3000 RPM


White




 polishing, soft





175-2000 RPM

CHAPTER 17.1

PROBLEM SOLVING TIPS 

FOR SUCCESSFUL HARD FLOOR CARE

PROBLEM:  
Powdering of Floor Finish

· Likely Cause 
Old floor finish not completely removed (incompatibility of 

floor coatings).

Solution 
Only use approved finish.  Do not apply soft buffable finishes over harder finishes.

· Likely Cause 
Floor not rinsed before floor finish applied.  Heavy cleaner residues 


can prevent good adhesion.

Solution



Floor must be thoroughly rinsed before applying floor finish.

· Likely Cause

Fans used to force dry floor finish.  Surface may dry too 

quickly and not allow finish to form a good bond (good adhesion).

    Solution
Never direct fans at floor finish.  If fans are used, aim upward to circulate air in area.

PROBLEM:   Poor Gloss 

(Gloss level below normal)

· Likely Cause

Insufficient number of Finish coats applied.

     Solution



Scrub, rinse, and apply additional coats ( maintain four to six 

coats).

· Likely Cause

Improper Floor cleaner dilution’s.

          Solution
Always measure detergents (excess cleaner residue can cause dulling).

· Likely Cause

Coats of finish applied to thin.

      Solution



Do not wring-out mop so hard.

PROBLEM:  Scuffed or Scratched Floor Finish

· Likely Cause

Excessive dirt and grit on floor.

          Solution
Use approved mats and runners; thoroughly dust mop before cleaning.

· Likely Cause

Wrong scrubbing or buffing pads used.

     Solution



Use a softer pad (lighter color).







For more information on Floor Pads see Chapter 17.

· Likely Cause

Not scrubbing or buffing often.

     Solution
Verify areas are correctly classified as main or secondary traffic areas and follow recommended procedures.

PROBLEM:  Discolored Floor Finish

(Yellow or Brown).

· Likely Cause

New cotton mops used to apply finish before they were 

soaked and cleaned (sizing can release from mop and yellow the floors).

           Solution
Deep scrub to remove dirt and color; clean cotton mops prior to use or use a rayon mop.

· Likely Cause

Damp mopping with dirty water (spreading dirt).

     Solution 



When using a mop, always change water frequently.

· Likely Cause

Getting buildup by applying finish to edges every time floor 

is coated (edges turning color).

     Solution



Do not recoat outer four to six inches every time floor is 

finished.

PROBLEM:  Streaks in Floor Finish 

· Likely Cause

Floor finish or seal not thoroughly dry before applying 

additional coats.

     Solution



Strip, rinse, and reapply; do not recoat if mop drags.

· Likely Cause

Floor finish frozen or stored in extreme heat.

      Solution



Replace damaged product; strip, rinse, and reapply finish.

PROBLEM:  Floors Seem Slippery

· Likely Cause

Silicone-based products (furniture polish, glass cleaners) 

getting on floor due to aerosol over spray or accidental spills.

          Solution
If silicone-based products are used near aisles, apply to a rag prior to use to reduce the chance of over spray hitting floor.  Scrub floor thoroughly to remove.  If floor is still slippery after cleaning, apply a coat of finish over affected area.

· Likely Cause

Powder residue left on floor after burnishing.

      Solution



Dust mop floor after burnishing.

· Likely Cause

Improperly treated dust mops being used, usually oil treated.

Solution
Use properly-treated mops or use a water based Dust Mop Treatment.
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CHEMICALS

1 gal

glass cleaner

1 gal

all purpose cleaner

1 gal

disinfectant

1 gal

neutral floor cleaner

1 bottle

abrasive cream cleaner

1 bottle

bowl care cleaner

1 bottle

carpet spotter

1 bottle 

dust tre

atment spray

SAFETY

1

wet floor sign

1 box

latex

 gloves

1 pair

safety glasses

1

measuring cup

EQUIPMENT

3

spray bottles

1 box

polishing towels

1

sponge with green pad

1

feather or wool duster

1

Johnny mop and holder

1

1” putty knife

1

dust pan

1

broom

1

24 oz cotton mop 

head  

1

long mop handle

1 set

mop bucket and wringer

1 set

44 gal barrel with cart & 

caddy

1

upright vacuum

UPGRADE OPTIONS

DOWN PRESS BUCKET COMBO

BACK PACK VACUUM

DUST MOP COMBO

FURNITURE POLISH

LOBBY BROOM AND LONG HANDLE DUST PAN

JAN-PRO
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AMPLE FULFILLMENT LETTER

DATE

CERTIFIED MAIL - RETURN RECEIPT REQUESTED

NO. P 852 562 239

FRANCHISEE NAME

ADDRESS

CITY, STATE, ZIP

Dear Franchisee,

I am pleased to inform you that Jan-Pro has fulfilled its contractual obligation to offer you at

least $35,000.00 in annual contract revenue as stated in your Franchise Agreement.

Please find below a complete listing of every account we have offered to you since you completed

training and secured all necessary equipment and supplies.

Date 

of        

Account

 

         City

             Amount

Acceptance

Offer

3/14/94

Century 21 

Rockville

            

$   195.00 

Yes

3/27/94

Citicorp 

Morning Heights 

 

$   750.00 

Yes

4/16/94

Citicorp

Rockville               

$   330.00

Yes

5/10/94

Cit

icorp

Hometown

$   550.00    

Yes

5/16/94

Acme, Inc.

Riverside

$1,200.00

No

6/04/94

Hamilton

Southtown

                 

$   275.00

Yes

Total 

Offering    

         $ 3,300.00   Monthly

                                                $ 

39,600.00  Annually

Although we have fulfilled our contractual obligation to you, you chose not to accept Acme, Inc.,

valued at $1,200.00 per month. Jan-Pro will continue to offer business to you without assessing a

Sales and Marketing Fee until your franchise is servicing $35,000.00 in annual business. As per the

Franchise Agreement, the additional business will be offered at Jan-Pro’s earliest convenience.

Sincerely,

Jan-Pro 

of  Area

 

JAN-PRO


Section

V

CARPET

CARE

CARPET CARE
Carpeting is the most common floor covering that you will be cleaning. Therefore it is very important that you have a clear understanding of how to maintain them.

With regular use of a vacuum cleaner you can remove dry, sharp particles and debris from the surface of carpets and rugs before the harmful materials work their way into the fibers.  Once they are there, they are hard to remove and can cause permanent damage.

Carpet care is broken into three parts: 

· ROUTINE MAINTENANCE
· INTERIM MAINTENANCE
· RESTORATIVE  MAINTENANCE  

If you follow the maintenance program and make it a routine your carpets will look their best at all times.

CHAPTER 18

ROUTINE CARPET MAINTENANCE

VACUUMING

With today's synthetic fibers, it is very important that regular vacuuming and complete cleaning are provided.  The goal should be to maintain high levels of appearance and sanitation over a period of years.

In most cases effective vacuuming schedules depend upon actual need.  This need is determined primarily by:

· The type and amount of use given to the carpet.

· The level of appearance and sanitation desired.

· The construction and fiber of the carpet.

· The type of floor vacuuming equipment.

The General Rule to Follow is; the more traffic and use a carpet receives, the more vacuuming and cleaning it needs.  

In commercial buildings and offices traffic lanes and high-usage areas should be vacuumed on a daily basis.  If soil and traffic are light, a quick spot vacuuming to clean traffic lanes and pick up litter may be all that is required on a daily or twice-weekly basis. This procedure should be followed up on a weekly basis with a complete vacuuming of all carpeted surfaces using an upright vacuum cleaner with a rotating brush. 
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NIGHTLY CLEANING SCHEDULE

        ENTRANCES – RECEPTION AREA -- HALLWAYS -- OFFICES

       CONFERENCE ROOMS -- LUNCH ROOMS – COMMON AREAS

·

 

Dust horizontal surfaces of desks, credenza’s, tables, filing cabinets etc.

 

·

 

Spot clean horizontal surfaces for removal of spillage, marks, and coffee rings.

 

·

 

Empty all trash receptacles and remove trash to a collection point.

 

·

 

Clean telephone receivers and bases.

 

·

 

Clean and sanitize drinking fountain(s).

 

·

 

Clean fingerprints and smudges from entrance glass and entry doors.

 

·

 

Spot clean fingerprints and smudges from partition glass and walls.

 

·

 

Sweep all hard surface floors with chemically treated mop head.

 

·

 

Mop hard surface floors to remove stains or spillage marks.

·

 

Vacuum all carpeted area walkways.

 

RESTROOMS

·

 

Empty trash receptacles and wash, if necessary.

 

·

 

Empty sanitary napkin receptacle and spray with a disinfectant.

 

·

 

Clean all dispensers, mirrors, and fixtures.

 

·

 

Clean and disinfect sinks, toilets, toilet seats and urinals.

 

·

 

Spot clean walls.

·

 

Spot clean partitions to remove smudges and graffiti.

 

·

 

Restock all paper products and hand soap.

 

 

[image: image50.wmf]WEEKLY CLEANING SCHEDULE

·

 

Thoroughly dust all horizontal surfaces of office furniture, including desks, tables, file cabinets,

window sills, and wall hangings.

·

 

Vacuum all carpeted areas wall to wall.

 

·

 

Thoroughly mop all hard surface floors.

·

 

Polish all drinking fountains.

RESTROOMS

·

 

Clean and sanitize the outside of trash receptacles.

·

 

Polish all dispensers, mirrors, and bright work.

·

 

Dust tops of partitions and mirrors.

·

 

Clean and sanitize restroom partitions and walls.

MONTHLY CLEANING SCHEDULE

·

 

Thoroughly dust all vertical surfaces of office furniture, including desks, tables, chairs, file cabinets,

etc.

·

 

High dusting of air vents, tops of doors, door frames, ceiling corners, and edges etc.

·

 

Dust all baseboards.

 

·

 

Vacuum upholstered furniture to remove dust and lint.

·

 

Vacuum carpet edges and corners along walls and partitions.

 

·

 

Polish office furniture, desks, shelves, etc., with furniture polish.

·

 

Clean spots/smudges from walls.


If you are responsible for caring for large carpeted areas you should establish a rotating schedule for complete vacuuming of specific areas on a daily basis.

You always need to vacuum prior to any advanced carpet cleaning procedures.

SPOT VACUUMING

Although any type of vacuum cleaner can be used, a straight suction type (Back-Pack) vacuum is the most efficient. It is powerful, lightweight and easy to maneuver and has a long electrical cord and hose.  Spot vacuuming should be done on a regular basis before dirt and soil has a chance to work down into the fibers.  Generally, this involves removing soil particles from the surface of traffic lanes, entrances and other high-usage areas.

Spot vacuuming can best be accomplished by using strokes 3 to 4 feet long.  After each pass over an area you should slide the vacuum sideways approximately 10 inches to get into position for the next stroke.  For more thorough soil removal you may perform additional passes over each area from the opposite direction.

[image: image51.wmf]ADDITIONAL SERVICES QUOTED UPON REQUEST

CARPET

·

 

Bonnet Cleaning

·

 

Extraction

HARD SURFACE FLOORS

·

 

Burnishing

·

 

Top Scrub and Refinish (Wax)

·

 

Strip and Wax

Jan-Pro

 will provide all chemicals, equipment, labor and supervision.  (

Company Name

)

will provide all restroom paper products, hand soap, and trash can liners.

We propose to perform the above duties as specified:

(  ) DAY(S) PER WEEK

   MONTHLY BILLING:     $
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NEW ACCOUNT START UP

    

Account Name: _____________________________ Contact: __________________________

Address: ____________________________________________________________________

Telephone Number: _________________________ Fax: ______________________________

Emergency Contact: _______________________

_  Number: ___________________________

Billing Address: _______________________________________________________________

Walk Through Date: ___________________

_          

START DATE: ____________________

Franchisee: ___________________________

Days cleaned: _______________________

Time cleaned: _________________________

Monthly Billing Amount: _____________

__________________________________________________________________________________________

1.   Building entry. ________________________

_  Communication Log Book._____________

2.

Location of light switches. _________________ Is there a main shutoff? ______________

3.

Alarm system? __________________________  Code? _______________

_____________

4.

Storage areas: __________________________  Are they locked? ____________________

5.   Water supply Location. ___________________  Hot & Cold ________________________

6.

Who furnishes account supplies? ____________ What do they include? 

________________

_________________________________________________________________________

7.

Trash disposal_____________________________________________________________

            8.

Keys needed? Entry _____________________

_  Alarm System ______________________

Restroom supply dispenser _________________ Storage closet ______________________

9.

Problems, concerns, areas of improvement, and general comments ____________________

______________________________________________________________________

___

      _________________________________________________________________________

     Franchisee Signature: ______________________

_   Date: ___________________________

  

JAN-PRO


COMPLETE VACUUMING

Complete vacuuming refers to the process of vacuuming an entire carpeted area.  This includes vacuuming under chairs, tables, desks and other easily moved items as well as along edges and behind doors.  A wand-type (Back-Pack) vacuum is fast and more versatile since a variety of accessories are available for special applications.  Hard -to-reach areas such as behind files and desks, under ledges and between pipes should be cleaned with a straight suction vacuum and crevice tool as needed when lint, fuzz and dust begin to accumulate.

A Checklist for Complete Vacuuming

The following checklist can help you do a professional job when complete vacuuming is required.  

1.
Plug in the vacuuming machine at a central location. Do not unplug computers, fax machines or any electrical equipment.

2.
Begin vacuuming at the farthest wall from the door you will exit.  Move chairs and light objects as necessary.  Vacuum under tables desks, chairs, anything movable, if appropriate.  Make two or three passes over each area depending on pile length, density and soil load.  Vacuum thoroughly under and around the legs of furniture.  If furniture can be moved to get under it return it to its original position after vacuuming.

3.
If you are cleaning cut pile carpet lay the pile while vacuuming.  The final stroke should always be in the same direction.  A slight overlap of strokes is desirable. Make a written or mental note of spots for removal later.

Note:
Hard-to-reach areas, such as behind desks and filing cabinets should be vacuumed on a periodic basis as scheduled.  Paper clips and stables should be removed by hand rather than by the suction of the vacuum cleaner.  Do any required edging prior to beginning vacuuming of each area.  Don't yank the cord, unplug it and reposition for better access.

Vacuuming Large Areas Efficiently

Large areas can be vacuumed efficiently and in less time than you might imagine if you follow a few basic procedures. Vacuuming a large area is best accomplished using a wand-type (Back-Pack) vacuum, 100 feet of electrical cord and 12 feet of hose.

Vacuuming pattern of progression throughout an area.
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LCOHOL AND DRUG POLICY

JAN-PRO does not condone, permit or accept the sale, use of, or possession of drugs or alcohol

before, or while conducting JAN-PRO business. All employees are expected to adhere to this

policy without exception.

JAN-PRO is committed to a safe and healthful environment for all Franchisees and their employees

at all times. JAN-PRO does not condone the use of drugs or alcohol.

In order to compete in the janitorial market, Franchisees and their employees must produce the best

service possible within a certain time frame to maximize profits. To do this, every person’s job must

be performed to the best of  their ability and with a clear mind. Drug and/or alcohol impairment

would make this achievement impossible. Only our best efforts without drugs or alcohol can secure

a future of continued success

Safety is seriously compromised when Franchisees and/or their employees are not conducting their

business with clear minds. Impaired people make mistakes that can cause injury to others or

damage to property.

All Franchisees are responsible for their 

employees compliance to this policy.

____________________________________              _____________________________

                  Employee 

Signature                                                             Date

I have reviewed the above instructions with the Employee and have outlined the policies to be

followed.

____________________________________              _____________________________

                   Franchise 

Owner                                                                  Date

 

JAN-PRO


CHAPTER 19

SPOT AND STAIN REMOVAL

Spots and stains on a carpet or rug detract from the overall appearance of a room or area but more important, some spots and stains can become permanent unless they are cleaned up promptly.  Therefore, you should make an effort to remove all spots and stains as soon as they are noticed.  Spot removal is a preliminary step to complete cleaning and should never be skipped or overlooked.

With regular use of a vacuum cleaner you can remove dry, sharp particles and debris from the surface of carpets and rugs before the harmful materials work their way into the fibers.  Once they are there they are hard to remove and can cause permanent damage.


Equipment needed to spot clean carpets:


(   White Towels


(   Small Scrub Brush


(   1” Scrapper


(   Carpet Spotter (chemical)

If you carefully follow these basic steps most spots and stains can be removed 

without damage to the carpet fiber, but remember that there are no guarantees.

· Remember to vacuum before doing any carpet care.

Refer to Chapter 17 for detailed information on vacuuming.

· Remove any excess foreign material and/or liquid. 

· For liquid spills carefully blot until no trace is found on absorbent toweling.

If large amounts of liquid or moisture are present, a wet vacuum or extraction unit may be needed. 

· If the substance that must be cleaned up is soft, remove the surface accumulation with a blunt object such as a spoon or a dull knife (1” putty knife).

· To remove dry material, use a brush and/or vacuum to remove.

· Apply a chemical solution to dissolve or breakdown a substance that has dried or cured. Materials that have cried or hardened often are difficult to remove.  Work the solution in well and allow time for the chemical to react.

· Apply spotting solution and attempt to remove the spot or stain, by blotting with a white towel.  Look for color transfer, this will till you that the spot is coming up.  Be careful not to get the area to wet.


· If the spot was not removed by this method then use the Brush Method as follows:

(With the small scrub brush gently massage the spot toward the center.

(Allow the solution to work for 20 seconds, message again and remove 

 any excess foam.

(Use caution when massaging fibers. Too much pressure may tear or  

   loosen fiber strands causing fuzzing and possibly a change in   

  appearance.

(Blot dry with a white towel.

FORTY-SEVEN KINDS OF SPOTS AND HOW TO REMOVE THEM

1. Crayon

Remove with a paint, oil and grease remover.  Follow with a volatile solvent and blot dry.  The result may be complete removal or a lightening of the discoloration.

2. Furniture Polish 
Remove with a neutral detergent solution and ammonia.  The result may be complete removal or a lightening of the discoloration.

3. Oil Paint 
Remove with a paint, oil and grease remover.  Follow with a volatile solvent and detergent.  The result may be a complete removal or a lightening of the discoloration.

4. Shoe Dye 
Remove with a paint, oil and grease remover; volatile solvent; neutral detergent solution; ammonia and acetic acid.  The result may be a complete removal or a lightening of the discoloration.

5. Shoe Polish

Remove with a paint, oil and grease remover; volatile solvent; neutral detergent solution; ammonia and acetic acid.  The result may be a complete removal or a lightening of the discoloration.

6. Vegetable Dye

Remove with a neutral detergent solution, ammonia and bleach.  A visible trace may remain.  

7. Beer 
Use a neutral detergent solution and acetic acid.  The result may be a complete removal or a lightening of the discoloration.

8. Coffee

Use a neutral detergent solution and acetic acid.  The result may be a complete removal or a lightening of the discoloration.

9. Coffee with cream and sugar

Use a neutral detergent solution and acetic acid.  Follow with a protein spotter and water rinse.  Blot dry. The result may be a complete removal or a lightening of the discoloration. 

10. Chocolate

Remove with hot neutral detergent solution, ammonia and acetic acid.  A visible trace may remain.

11. Crème de menthe

Remove with neutral detergent solution, ammonia and acetic acid.  A visible trace may remain.

12. Manhattan

Remove with neutral detergent solution and acetic acid.  The result may be a complete removal or a lightening of the discoloration.

13. Martini

No stain should be visible after a spill dries.

14. Milk

Remove with a protein spotter.  Follow with a clear water rinse.  Blot dry.  The result may be a complete removal or a lightening of the discoloration.

15. Ink (Permanent)

Remove with neutral detergent solution, ammonia, acetic acid and sodium hypochlorite solution.  The result may be a complete removal or a lightening of the discoloration.

16. Lipstick

Remove with paint, oil and grease remover.  Follow with a volatile solvent.  The result may be a complete removal or a lightening of the discoloration.

17. Nail polish

Remove with amyl acetate.  The result may be complete removal or a lightening of the discoloration.

18. Dirt

Remove with a vacuum cleaner and a neutral detergent solution.  The result may be a complete removal or a lightening of the discoloration.

19. Iron rust

Remove with a neutral detergent solution and hydrofluoric acid.  The result may be a complete removal or a lightening of the discoloration.

20. Plaster

Remove with a neutral detergent solution.  The result may be a complete removal or a lightening of the discoloration.

21. Red clay 

Remove with neutral detergent solution and hydrofluoric acid.  The result may be a complete removal or a lightening of the discoloration.

22. Animal glue 
Remove with a neutral detergent solution, ammonia and acetic acid.  The result may be a complete removal or a lightening of the discoloration.  

23. Casein glue 

Use a neutral detergent solution, ammonia and acetic acid.  More than 50 percent of the stain may be removed or a lightening of the discoloration.

24. Rubber cement 

Remove with paint, oil and grease remover.  Follow with a volatile solvent or rubber cement solvent.  The result should be a complete removal or a lightening of the discoloration.

25. Berry stain 

Remove with a neutral detergent solution.  The result should be a complete removal or a lightening of the discoloration.

26. Cooking oil 

Remove with a volatile solvent.  The result should be a complete removal or a lightening of the discoloration.

27. Gravy 
Use a neutral detergent solution.  The result should be a complete removal or a lightening of the discoloration.

28. Ice cream 

Use a neutral detergent solution, ammonia and acetic acid.  A visible trace may remain.

29. Ketchup 

Remove with a neutral detergent solution and ammonia.  A visible trace may remain.

30. Mustard 

Use a neutral detergent solution, ammonia and bleach.  More than 50 percent of the stain may be removed or a lightening of the discoloration.

31. Tea 
Use a neutral detergent solution and acetic acid.  The result may be complete removal or a lightening of the discoloration.

32. Wine 
Use a neutral detergent solution and acetic acid. The result may be a complete removal or a lightening of the discoloration.

33. Acetone 
A spill should produce no stain.

34. Alcohol 
A spill should produce no stain.

35. Bleach 
Use a neutral detergent solution.  Only very slight removal may occur.

36. Calcium Chloride 
Use a neutral detergent solution.  The result may be a complete removal or a lightening of the discoloration.

37. Ether 
A spill should not produce a stain.  

38. Gentian Violet 

Use alcohol and a neutral detergent solution.  If the cleanup begins immediately after the spill, partial removal may occur.  Otherwise, only a slight removal may occur.

39. Iodine 
Remove with alcohol and a neutral detergent solution.  Partial removal can be accomplished.

40. Lysol 
Remove with a paint, oil and grease remover and a neutral detergent solution.  A visible trace may remain.

41. Merthiolate 

Use alcohol, a neutral detergent solution and ammonia.  A visible trace may remain.

42. Phenol (1 percent) 

Use a neutral detergent solution.  The result may be complete removal or a lightening of the discoloration.

43. Urine 
Use a neutral detergent solution and acetic acid.  The result may be complete removal or a lightening of the discoloration.

44. Vesphene 
Use a neutral detergent solution.  The result may be complete removal or a lightening of the discoloration.

45. Asphalt 

Use a volatile solvent.  Complete removal may be achieved.

46. Chewing gum 

Use a volatile solvent or freon.  The result may be complete removal or a lightening of the discoloration.

47. Wax 

Use a paint, oil and grease remover; volatile solvent or freon.  Follow with a hot iron and absorbent toweling.  The result may be complete removal or lightening of the discoloration.

CHAPTER 20

INTERIM CARPET MAINTENANCE

BONNET CLEANING & DRY FOAM

BONNET CLEANING WITH A SLOW SPEED

Bonnet (Spin) cleaning method can be performed wet or dry depending on the chemicals in the solution that is applied to the carpet.  The bonnet cleaning process consents of applying a detergent or solvent solution to the carpet then working it in with an absorbent cotton or synthetic bonnet/pad under the slow speed machine.  

This method does a good job of cleaning surface fibers.  The total effectiveness, depends on the chemicals used, the process and condition of the carpet.  Bonnet cleaning is an interim method not a complete method of carpet cleaning.
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ONFIDENTIALITY AGREEMENT

ACKNOWLEDGMENT  OF EMPLOYEE AWARENESS

OF TRADE SECRET LAWS

As an employee of Jan-Pro Cleaning Systems, Inc. certain business records and information have

been made available to me which I acknowledge are TRADE SECRETS.

1.

I understand that a TRADE SECRET consists of information (not readily 

compiled from

publicly available sources) which has been made available to me 

during the course of my

employment.

2.

 

This information (TRADE SECRETS) consists of the names, addresses and telephone

numbers of both the Franchisees and the accounts assigned to them.

3.

TRADE SECRETS also include bidding information such as company name,

contact name, bid specifications, and pricing, as well as mailing lists, computer

runoffs, financial or any other information not generally available to others.

4.

I acknowledge that as a consequence of my employment a duty has been imposed

upon me not to remove such material or copy it, or commit it to memory outside of my

present employment.

5.

During the course of my employment and in the event of its termination, or during

the course of any future employment, or undertaking, I agree not to disclose such

information to any party, nor to use such information on my own behalf. Doing so

would constitute the illegal taking of a trade secret for which action I could be enjoined

and be liable for money damages.

6.

I have received a copy of this acknowledgment.

Employee

:__________________________________     Dated:____________________________

Employer: _________________________________

_    Dated:____________________________

JAN-PRO


[image: image55.wmf]SPECIALS AND EXTRA WORK

AUTHORIZATION

DATE                              ___________________________________________________

ACOUNT NAME           ___________________________________________________

ACCOUNT ADDRESS ____________________________________________________

                                        ____________________________________________________

BILLING ADDRESS    ____________________________________________________

                                       ____________________________________________________

TELEPHONE                ____________________________________________________

SPECIFY WORK PERFORMED ____________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

BILLING AMOUNT $ _________________________________________

DATE TO BE COMPLETED ____________________________________

PERSON AUTHORIZING WORK _______________________________

                                                                                                                   PRINT NAME

                                            _______________________

                                                                                                                   SIGNATURE

                                            _______________________

                                                            

TITLE

JAN-PRO


The equipment and materials you will need may vary depending on the account.  The following checklist can serve as a guide.


(   Vacuum


(   17” Slow Speed with 20” Bonnet 

SAFETY







CHEMICAL


(   Wet Floor Sign





(   Carpet Spotter


(   Gloves







(   Carpet Shampoo


(   Safety Glasses





(   Carpet Pre-Spray


(   Measuring Cup







EQUIPMENT


(   Towels


(   Plastic Sprayer (3 gal)


(   Mop Bucket & Wringer

REMEMBER TO VACUUM BEFORE DOING ANY CARPET CARE.

· Put up wet floor signs
· Fill the mop bucket with warm water and add the carpet shampoo or bonneting solution.

· Use the carpet spotter to treat any spots.

You may also mix the pry-spray carpet solution in the spray container, and spray on any spots.

· Soak the Carpet Bonnet in the mop bucket of bonneting solution.

· Wring the bonnet out until it is only damp.

You do not want the bonnet soaking wet or the rotating action will sling the solution on the walls and furniture.

· Place the bonnet on the floor and lower the slow speed machine on top of the bonnet.

· With the power cord over your shoulder, turn the machine on.

· Avoid bumping the machine heavily against equipment, furnishings or walls.

· [image: image56.wmf]FRANCHISE TRAINING EVALUATION

__________________________

______________

Franchisee Name

Date

Do you feel you were thoroughly trained?

Yes

No

Were the instructors knowledgeable about the information they were teaching?

Yes

No

Did you understand each phase of training program?

Yes

No

Do you feel that you have a working knowledge of the following?

A.

 

JAN-PRO Policies & Procedures Manual

Yes

No

B.

 

JAN-PRO Accounting Procedures

Yes

No

C.

 

Customer Relations

Yes

No

D.

 

Accepting New Accounts

Yes

No

E.

 

Office Cleaning

Yes

No

F.

 

Restroom Cleaning

Yes

No

G.

 

Hard Floor Care

Yes

No

H.

 

Carpet Care

Yes

No

I.

 

Window Cleaning

Yes

No

J.

 

JAN-PRO Safety Manual

Yes

No

K.

 

OSHA Worker Right to Know

Yes

No

 JAN-PRO

[image: image57.wmf]Do you feel that you can effectively operate the following pieces of equipment?

A.

 

Vacuum

Yes

No

B.

 

Slow speed floor machine

Yes

No

C.

 

High speed floor machine

Yes

No

D.

 

Wet/Dry Vacuum

Yes

No

E.

 

Carpet extractor

Yes

No

If you answered no to any of the previous questions, please give an explanation

detailing the reason why.

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

Did you receive a copy of the following JAN-PRO Cleaning System Manuals?

A.

 

Policies & Procedures 

Yes

No

B.

 

Franchise Training

Yes

No

C.

 

Safety 

Yes

No

Do you feel you are now ready to begin servicing accounts?

Yes

No

 JAN-PRO

Start at the far side of the room and walk backwards moving the machine from side to side.

· Flip the pad over and use the other side when the first side becomes soiled.

· About every 100 square feet re-soak and rinse the bonnet in the solution.

Note:
This method should be followed periodically with complete wet extraction for best results and for appearance retention.

CHAPTER 20.1

DRY FOAM METHOD

The dry foam method for dry cleaning a carpet is also known as foam scrubbing.  This method requires a special machine with a cylindrical rotating brush.  The brush forces relatively dry foam between face yarns to loosen and suspend soils and oils in the foam that it generated.  These particles and the chemical residue from the foam must be removed by thoroughly vacuuming when it dries. Some equipment is manufactured with a vacuum suction immediately behind the brush. With these machines the vacuuming is accomplished as you clean.  Most machines for foam scrubbing, however, require a separate and thorough vacuuming with a wet pickup vacuum immediately after cleaning (while damp).  Once the carpet is dry it should be vacuumed thoroughly with a pile lifter or upright vacuum to remove additional particles.  The advantages and disadvantages of foam scrubbing follow.

[image: image58.wmf]How would you rate the complete training program?

A.

 

Excellent

B.

 

Good

C.

 

Fair

D.

 

Poor

What part of the training program did you enjoy the most?  Why?

________________________________________________________________

________________________________________________________________

________________________________________________________________

We would appreciate any additional comments.

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

_____________________________

__

_____________

Franchisee Signature

Date

 JAN-PRO
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CKNOWLEDGEMENT OF TRAINING

I,_____________________________________ acknowledge completion of the

JAN-PRO Cleaning Systems training program which included training in:

·

 

Customer Relations

·

 

Quality Control

·

 

Hard Floor Care

·

 

Carpet Care

·

 

General Cleaning

·

 

Safety in the Workplace

This training 

was  completed 

on_______________________________.

A copy of the Policies & Procedures, Franchise Training, and Safety Manual was

also provided for future reference.

_________________________________            ________________________________

              Franchisee Signature

Franchisor

 

JAN-PRO


CHAPTER 21

RESTORATIVE CARPET MAINTENANCE

WET EXTRACTION & ROTARY SHAMPOOING

WET EXTRACTION

Wet extraction equipment, meanwhile, is available in many makes and models that are not difficult to evaluate, compare, use or maintain once you have a basic understanding of their operation.  Wet extraction equipment cleans by injecting water (hot or cold) under pressure to rinse soil and oily residues from carpet fibers.  The soil and excess solution are then immediately removed with a powerful wet vacuum.

Most equipment on the market today uses approximately 1½ gallons of solution for every minute of operation.  Many variables may affect drying time and problems can occur if excessive amounts of water are left in the carpet and not removed by wet vacuuming.  

Wet extraction not only loosens but actually removes soil particles and detergent residue. This is a very thorough method of carpet cleaning.

Advantages of Wet Extraction

· This method cleans all the way to the primary backing.

· Wet extraction not only loosens but actually removes soil particles and detergent residue.  This is the most thorough method of carpet cleaning available.

· It is effective in removing spots and stains.

· Production levels are high.

The equipment and materials you will need may vary depending on the account.  The following checklist will serve as a guide.


(   Vacuum


(   Extractor



SAFETY





CHEMICAL


(   Wet Floor Sign




(   Carpet Spotter


(   Gloves






(   Carpet Pre-Spray


(   Safety Glasses




(   Carpet Defoamer


(   Measuring Cup




(   Extraction Rinse Solution



EQUIPMENT


(   Towels

· Plastic Spray Tank (3 gal)

· Foil squares

[image: image60.wmf]        Scheduled Tasks

Account Name:______________________________________

Month ______________

Weekly Tasks:_______________________

Monthly Tasks: __________________________

Quarterly Tasks:______________________

Other/Extra Work: ________________________

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Date

Week 1

Week 2

Week 3

Week 4

Week 5

JAN-PRO


REMEMBER TO VACUUM BEFORE DOING ANY CARPET CARE

· Put up the wet floor signs.

· Mix the carpet “pre-spray” in the plastic tank sprayer. 

· Spray all the areas that have spots, stains or traffic patterns.

· Fill the extractor with hot water and a carpet rinse solution.

· Put Defoamer in the recovery tank to avoid foam buildup as you extract.

The build-up of foam will trigger an automatic shut off for the extractor vacuum, requiring you to empty the tank prior to it being full.

· Start in the back corner and work your way back toward the door.

Work in sections of approximately 3 feet by 4 feet.

· Using the extractor/wand to spray the solution on the floor while pulling the wand/ machine backwards. Apply the solution over and back.

· Repeat the same over-and-back movement with the solution off and the vacuum on. Move the cleaning wand in smooth forward and backward strokes. When extracting (vacuum on) apply firm pressure on the forward stroke to ensure a positive “lock” vacuum and to minimize the “hopping” effect that can result on uneven carpeting.  Continue around the room or area in this fashion, working toward the door. 

· During the forward and reverse strokes, movement to the right or left should only be accomplished at the extreme rear of the stroke.  Overlapping is important to ensure even application and removal of solution and prevent saturation

· Use a new start line when re-doing the same area for the second or third time.  This will help you avoid over-wetting the areas where you being each pass. 

· If you extract a spot and it is not removed, repeat the process.

You may need to use a brush to agitate and break up the spot. Then extract the area again.

· You should put all furniture on foil squares. This will prevent the furniture from staining the wet carpet. The customer will remove the squares when the carpet dries.

· When you are finished empty and clean the extractor.

Tips for Using a Portable Wet Extraction Unit

(Wand type)

· Start at the baseboard and apply solution as you slowly pull the wand toward you.  Shut off the solution.  Pull the wand back 3 or 4 inches and go back over the same pass along the baseboard with the solution off.  Repeat the pass this time vacuuming only, then move over the approximate width of the wand (minus 2 inches for the overlap) and repeat the entire procedure.  Continue working across the 3-foot by 4-foot area until you are done.  Repeat this procedure on each additional section and proceed around the room area until the cleaning is complete.

· When working in dirty or greasy areas you may have to apply traffic lane cleaner or special solvent solutions to loosen the soils and residues.  If an area is extremely soiled it may be necessary to apply solution, let it sit for several (3) minutes then rotary scrub the worst parts of the area prior to wet extraction.  This special technique may be needed in restaurants, taverns, lounges, movie theaters as well as in areas in the home leading to the kitchen floor, bathroom floor or other smooth floors wiping it up immediately to avoid creating a slipping hazard.  When the rug or carpet has been cleaned, double check it for any areas that may need re-spotting or repair, wipe the baseboards and furniture legs and so on.  If no problem areas are noticed brush the pile against the lay with a pile brush and let dry.

· Some areas may require a second or third pass to obtain acceptable results.  It this does not work the traffic lanes or spots may have become permanent due to fiber damage and distortion and are not removable.

· When cleaning oily or heavily soiled carpets use water up to 165 degrees sprayed at carpet level to prevent cooling, if available.  For other synthetic fibers and conditions try to maintain a water temperature under 150 degrees at the carpet, if possible.

CHAPTER 21.1

Rotary Shampooing

It is especially effective in loosening heavy soil buildup found in traffic lanes and areas of heavy usage.  Rotary scrubbing can be performed on most types of carpet.  However, it is not recommended for long shag or long plush styles or lightly twisted yarns because the action of the rotating brush may cause yarn ends to unwind or bloom.  If a carpet is extremely dirty you may not be able to obtain acceptable cleaning results unless the rotary method is used and in extreme cases followed by wet extraction.

The rotary shampoo method is usually used only in the worst areas and almost always in conjunction with hot water extraction. The two step process (shampooing and extraction) is the most thorough process of carpet cleaning.

[image: image61.wmf]     INSPECTION REPORT

Date:_____________

Rating:________________

Account Name:___________________________________________________________

Address: ________________________________________________________________

Telephone # :_____________________

Contact Person: _______________________

Days Cleaned: ___________________

Franchisee: __________________________

RATING SCALE:

1 = Unacceptable / 2 = Poor / 3 = Good / 4 = Excellent / N/A = Not Applicable

Lobby

Common Areas

Ofices

Other Areas

Restrooms

Totals

High/Low Dusting

Horizontal Surfaces

Furnishings

Phones

Walls/Partitions

Glass/Mirrors

Trash Containers

Carpet

Tile Floor

Corners/Edges

Dispensers

Stalls

Franchisee Using Communication Log Book?     Y / N

Toilets

Franchisee Maintaining Janitorial Closet?           Y / N

Urinals

Would the Customer like any Additional Work?   Y / N

Sinks

           (Carpet / Tile / Windows / Other)

Total Sum of all Boxes Filled In

Divided by # Boxes Filled In

Equals  Final Rating

Comments:

        Customer Signature

                          JAN-PRO Representative

JAN-PRO



The following equipment and chemicals are needed for rotary scrubbing:

· Rotary floor machine (maximum diameter 16-18 inches)

· Shower feed aluminum-backed brush (nylon fiber bristles)

· Solution tank (gravity feed, pull handle)

· Spotting solution

· Carpet shampoo

Rotary shampooing procedures

· Prepare equipment

· Pre-spot worst areas.

· Pre-vacuum the carpet.

· Fill the solution tank with the proper detergent solution prior to entering the carpeted area.  Some specialized chemicals can be added to the solution.  Before adding any chemicals to your cleaning solution, however, be sure to read the entire manufacturer’s label and be sure they are compatible with the carpet fibers you are cleaning.  Follow all directions and mixture ratios closely to avoid leaving excess residue on carpet fibers.

· Adjust the floor machine to the proper height with the brush resting on the carpet.  Open the solution valve to lubricate the brush. Then shut off the valve and raise the wheels, if necessary. 

· You are now ready to begin cleaning.  Once the machine is in operation stand in one spot and hold open the solution valve to apply solution to a section 3 or 4 feet square.  Move the machine back and forth across an imaginary block area.  Keep the machine in motion when the valve is open.

· As light suds develop on the surface, shut off the valve and work the area in a circular motion until the suds are worked into the carpet and disappear.

· As the shampoo is worked into the fibers, the appearance should improve.  If this small work area is cleaned acceptably move the machine to the next area, apply solution and scrub as described.  Remember to overlap slightly to avoid missed areas that will cause streaking.

· Traffic lanes and heavily soiled areas may have to be gone over several times.  If a second or third pass is required for acceptable results, use a limited amount of solution letting the mechanical action of the brush do the work.  

Keep in mind that overuse of solutions can frequently cause or help lead to the following problems:

· Shrinkage

· Mildew

· De-lamination

· Uneven Cleaning

· Color Run

· Browning of Fiber Tips

· Detergent Residue Buildup

Replace furniture using foil squares or wood blocks.  This helps keep metal and wood off the fibers and prevents the carpet or rug from taking on rust or furniture dye stains from chair and table legs, file cabinets, book cases and so forth. Remember to vacuum the carpet once it is dry to remove loosened soil unless a wet extraction rinse has been used.  You can speed the drying with the use of high volume fans, air movers or de-humidifiers.

CHAPTER 22

Post Cleaning Treatments

Several spray-on treatments have been developed that can be applied to carpet fibers after cleaning.  The most common are:

· Soil Retardants

a. Silicone Base

b. Fluorocarbon Base

· Anti-Static Agents

· Deodorizers and Odor Neutralizers

· Flame Retardants

Follow the manufacturer’s instructions for dilution ratios and application procedures.  In most cases treatments may be applied to dry or damp carpets.  However, they should be applied only after the carpet has been cleaned by wet extraction to remove as much soil and residue as possible.  Always test treatments in an obscure spot before proceeding with the full application.  The reason for this is that some treatments may cause fugitive colors to bleed or run.

In addition, new advanced generation fibers are treated with anionic stain retardants that may not be compatible with any topical treatments.  The application of treatments may void manufacturers’ warranties as well as contribute to rapid re-soiling.  It is important to know what fibers you are working on and what type of chemicals (detergents and treatments) you are applying to the fiber.


Section
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WINDOW

CLEANING
CHAPTER 23

WINDOW CLEANING

In general, common sense will dictate the correct frequency of window washing.  Windows require more attention in cold weather because condensation and temperature fluctuations encourage streaking and dust accumulation.  Different sides of a building may require a different window cleaning schedule.  Lobby doors, should be spot cleaned every time you clean the account.  

Glass is non-absorbent so it resists the effects of alkalis and acids used in many cleaning compounds.  Abrasive cleaners such as scouring compounds, may scratch the glass and should not be used.

Be extremely careful of Plexiglas or special windows.  These scratch very easily.  Clean gently with plain warm water then squeegee very lightly.  

Whatever you do, don’t try to scrape them with a razor blade.

Be careful when cleaning interior windows using an ammonia solution.  If you splash it about it will “strip” little areas of a Finished Floor or a polished wooden window ledge.

Equipment and materials needed for window cleaning.

SAFETY






EQUIPMENT


(   wet floor sign





(  squeegee





(   gloves







(   small bucket 












(   towels

 










(  paper towels


CHEMICALS




(   razor blade


(   glass cleaner





(   safety glasses
* for types of glass cleaners

   see “window cleaning agents”

   later in this section.

· Set out the “Wet Floor” signs.

· Apply the solution to the window with the window brush and work it around for a few seconds.  

When washing inside, use the strip washer or sponge.  Squeeze them out first over the pail to avoid dripping on the floor.  Place the brush or strip in the bucket and pull the squeegee from the holster. 

If there is tape or other residue on the window use the razor blade to remove.

· The first step is to "cut the water" (dry the edge) across the top of the window.  This is done by placing the squeegee blade at the top edge of the window pane on a slight angle to the glass and drawing it all the way across the top.  This gives you one dry edge, one or two inches wide to work from. Wipe the squeegee blade dry with the towel or chamois.

· Now simply dry the rest of the pane using downward strokes. Start each one on the dry strip at the top. Overlap each stroke a few inches.  

Don't press too hard after each stroke and be sure to dry the squeegee blade.  You should always start each stroke with a dry blade partly overlapping against dry glass otherwise streaks will form.  If the sill or some other obstacle prevents you from bringing your stroke all the way down to the bottom, leave a wet strip along the bottom.  At the end, cut the water on the vertical edge and clean off the bottom.

· Any spots or streaks should be touched up using a lint-free towel or chamois.

· Wipe your towel all along the edge of the pane to put the final touch on the job.  

The same process can be performed horizontally. 

· First cutting the water along the vertical edge and making the strokes crossways.

WINDOW CLEANING AGENTS

Glass is non-absorbent so it resists the effects of alkalis and acids used in many cleaning compounds.  Abrasive cleaners such as scouring compounds, however, may scratch the glass and should not be used.

Common Window Cleaning Agents

· Clear water.  

Water is harmless and good for cleaning windows that are not to dirty.

· Ammonia.  

This softens the water and makes the windows shine.  However, ammonia may discolor the putty with repeated use.

· Bluing. 

Bluing can be satisfactory window cleaner when added to water.

· Alcohol. 

Alcohol is good for loosening dirt on windows especially in winter.

· Commercial glass cleaners.

May be used but their directions should be studied thoroughly first and they tend to be expensive.

· Commercial glass cleaners. 

In spray or aerosol dispensers are good for cleaning small indoor glass partitions. They produce a high polish and do not get excess liquid on nearby surfaces.

· TSP (trisodium phosphate). 

Is no longer recommended, as it tends to damage aluminum window frames, panels and building exteriors.

 Window Cleaning Tips

· Make sure the edge of the rubber squeegee blade is sharp.  When it dulls reverse it. When both sides are dull throw it away.

· If you are getting a lot of “tails” (dirt spots that streak when you squeegee) this is probably due to not washing the window well enough.  Remember that using a squeegee is not a cleaning but a drying process so spend a little more time scrubbing with the brush.

· Try to avoid washing window in direct sunlight or in strong wind.  The water will evaporate before you can get the squeegee on it.

· In very cold or freezing weather you can use alcohol in your cleaning solution.  It will prevent the water from freezing on the glass.

· Use a razor blade tool to remove heavy soil such as paint, putty or splattered concrete.  Wet the glass first then scrape at just a slight angle to the glass. Make sure the blade isn’t getting dull or you'll scratch the surface.

· Be extremely careful of plexiglass or special coated windows.  These scratch very easily.  Clean gently with strip washer and plain warm water then squeegee very lightly.  Whatever you do, don' t scrape them with a razor blade.

· From time to time you may encounter windows which have mineral deposits or "water spots".  These will not come off with ordinary cleaning and they cannot be scraped or scoured off.  You can purchase a mild acid solution from your janitorial supplier which will do the job but it must be used with care, both from the standpoint of damaging the window frame and damaging your skin. It is a time-consuming 
process so you must charge accordingly.  This job is best left to a specialist.

· Be careful when cleaning interior windows using an ammonia solution.  If you splash it about it will "strip" little areas of a waxed floor or a polished wooden window ledge.

· Always clean upper windows before lower ones.  On very large windows, do one section at a time starting with the upper sections first.

· Some higher windows can be reached by using an extension pole.  Although it is difficult to do a really good job with a pole, on many high windows no one sees streaks anyway.  If the windows can be reached safely with a ladder you can do a better job.

· Do not attempt to wash any windows that you cannot safely reach from the ground or with your ladder. Why take a chance?  Let a window-cleaning specialist take care of it.

· Never lean a ladder against the glass or on a frame that might give way.  Don't stand on the top two rung or steps of a ladder and be careful not to reach out too far, throwing the ladder off balance.  It is best to have someone steady the ladder for you.

How to Clean Glass Partitions and Doors

· Dust the sill.  Remove any paint or tape from glass surface.  A razor blade and solvent will remove tape residue.

· Spray a small area with hand sprayer (one part ammonia to four parts water) or aerosol spray.

· Clean with Turkish towel or sponge.

· Polish with second dry cloth.

· Inspect your work.


CHAPTER 24

JAN-PRO

Franchise Training Test

Study Guide

1. If you are cleaning an office, what personal protective equipment is required?

Franchise Training Manual, Chapter 3 - Office Cleaning.

2. Should you spray a light switch with a liquid disinfectant cleaner?

Franchise Training Manual, Chapter 3 - Office cleaning (Spot cleaning) 

3. What does MSDS stand for?

Safety Manual.

4. Is it important to read the MSDS even if you read the label on the product? Why or why not?

Safety Manual.

5. Before dust mopping a floor, should you spray the dust mop head with Dust Mop Treatment?

Franchise Training Manual, Chapter 3 -  Office cleaning (Dust mopping)

6. When cleaning an office, should you dust mop/sweep the floor as the first step in cleaning?

Franchise Training Manual, Chapter 3 - Office cleaning

7. Should you concern yourself  with Bloodborne Pathogens if you don’t work in the health care industry?

Safety Manual

8. Should a trash container be emptied, even if it is not completely full?

Franchise Training Manual, Chapter 3 - Office cleaning (Trash removal)

9. Should chemicals always be mixed according to the manufacturer directions?

Safety Manual

10. How often should desk tops be feather dusted?

Franchise Training Manual, Chapter 3 - Office cleaning (Dusting)

11. When vacuuming a floor, where in the room should you start?

Franchise Training Manual, Chapter 3 - Office cleaning (Vacuuming)

12. When disinfecting office surfaces, should you spray your cloth or the surface?

Franchise Training Manual, Chapter 3 - Office cleaning (Spot cleaning)

13. Should you disinfect door handles and light switches?

Franchise Training Manual, Chapter 3 - Office cleaning (Spot cleaning)

14. When damp mopping an office, should you use a neutral cleaner?

Franchise Training Manual, Chapter 3 - Office cleaning (Wet mopping)

15. When disinfecting office surfaces, is it necessary to wear protective glasses or goggles?

Franchise Training Manual, Chapter 3 - Office cleaning

16. When spot mopping, should you put up ‘Wet floor’ signs?

Franchise Training Manual, Chapter 3 - Office cleaning (Wet mopping)

17. When cleaning a restroom, should you high dust as your first cleaning step?

Franchise Training Manual, Chapter 9 – Restroom (Dusting)

18. Is the Hazard Communication Program also known as the “Worker Right to Know” program?

Safety Manual

19. If the trash can is too full, should you compress the trash by pressing down on it with your hands?

Franchise Training Manual, Chapter 3 - Office Cleaning (Trash removal)

20. How often are restroom partitions washed with germicidal cleaner?

Franchise Training Manual, Chapter 9 – Restroom Cleaning (Spot cleaning)

21. When cleaning the restroom, what personal protective equipment should be used?

Franchise Training Manual, Chapter 9 – Restroom Cleaning

22. After cleaning the inside of the toilet with a bowl swab, should you then use the bowl swab to clean the seat and tank to save time?

Franchise Training Manual, Chapter 9 – Restroom Cleaning (Toilets)

23. Is it necessary to allow a disinfectant to dwell on a surface, or will a quick spray and wipe be satisfactory?

Franchise Training Manual, Chapter 9 – Restroom Cleaning

24. Should you practice Universal Precautions if you see what you think is blood on the floor? What PPE should be worn?

Safety Manual

25. When you clean toilets and urinals, is it necessary to wear safety glasses? 

Franchise Training Manual, Chapter 9 – Restroom Cleaning

26. Should you disinfect the faucets and flush handles in the restroom?

Franchise Training Manual, Chapter 9 – Restroom Cleaning (Toilets, Urinals, & Sinks)

27. Is it best to spray the bowl cleaner into the bowl and then swab it around?

Franchise Training Manual, Chapter 9 – Restroom Cleaning (Toilets)

28. Should you use a disinfectant cleaner in a restroom if a surface is not visibly soiled?

Franchise Training Manual, Chapter 9 – Restroom Cleaning

29. When top scrubbing a floor, with a 175-rpm floor machine, which color pad should you use  black, blue or white?

Franchise Training Manual, Chapter 13 - Top Scrubbing

30. When stripping a floor, what color pad should be used, black, blue, or white?

Franchise Training Manual, Chapter 11 - Stripping

31. Should you always dust and damp mop floors before beginning advanced floor care procedures?

Franchise Training Manual, Chapters 16/16.1 – Dust Mopping & Wet Mopping

32. Should baseboard stripper be used to clean anything other than baseboards?

Franchise Training Manual, Chapter 11 - Stripping

33. Should “Wet Floor" signs be placed at every entrance to the floor you are working on?

Franchise Training Manual, Chapter 11 - Stripping

34. After stripping a floor with a “no rinse stripper”, how many times should you rinse the floor?

Franchise Training Manual, Chapter 11 - Stripping

35. Is it important to always clean your Floor maintenance equipment after you use it?

Franchise Training Manual, Chapter 11 - Stripping

36. When stripping floors, what personal protective equipment should you use?

Franchise Training Manual, Chapter 11 - Stripping

37. When re-coating a floor do you need to top scrub before applying any new finish?

Franchise Training Manual, Chapter 13 – Top Scrubbing

38. Should stripper solution be applied sparingly to floors in order to save money?

Franchise Training Manual, Chapter 11 - Stripping

39. After top scrubbing, can you pick up the solution with a wet/dry vacuum?

Franchise Training Manual, Chapter 13 - Top Scrubbing

40. When applying finish, where in the room should you start? 

Franchise Training Manual, Chapter 12 - Applying Finish

41. What type of motion should you use when applying finish? 

Franchise Training Manual, Chapter 12 - Applying Finish

42. Is it necessary for floor finish to dry completely before applying the next coat?

Franchise Training Manual, Chapter 12 - Applying Finish

43. When spray buffing floors, should you spray the whole floor before buffing?

Franchise Training Manual, Chapter 14 - Spraybuffing

44. It is O. K. to leave the pad on the machine when you are finished high speed burnishing?

Franchise Training Manual, Chapter 15 – Burnishing

45. After spray buffing or burnishing, should the floor be dust mopped?

Franchise Training Manual, Chapter 14 - Spraybuffing and Chapter 15 - Burnishing

46. If you are preparing to clean a carpet, should you pre-treat the stains?

Franchise Training Manual, Chapter 20 - Restorative Carpet Maintenance and Chapter 18 -  Spot and Stain Removal.

47. Is it always necessary to vacuum the floors before beginning advanced carpet cleaning

procedures?

Franchise Training Manual, Chapters 17 - Vacuuming

48. Should you use “Wet Floor” signs when cleaning carpets?

Franchise Training Manual – Chapters 19/20 - Carpet Care

49. Can you turn a carpet bonnet over and use the clean side before rinsing?

Franchise Training Manual, Chapter 19 - Interim Carpet Maintenance

50. Should you add a defoamer to the extractor’s recovery tank? Why or why not?

Franchise Training Manual, Chapter 20 - Restorative Carpet Maintenance

51. Is Rotary shampooing and extracting the cheapest system for carpet care?

Franchise Training Manual, Chapter 20.1 - Restorative Carpet Maintenance

52. Why should you rinse the carpet using water and an extractor after you rotary shampoo? 

Franchise Training Manual, Chapter 20.1 - Restorative Carpet Maintenance

53. When rotary shampooing and extracting, is there a greater risk of over wetting the carpet?

Franchise Training Manual, Chapter 20.1 - Restorative Carpet Maintenance

54. Is it necessary for the Franchisee to participate in an account “Walk-Through” prior to starting the account?   

Policies & Procedures, Section 2 - 2.21, #2 and Franchise Training Chapter 1.

55. Give at least five key items you should learn on a Walk-Through.

1.

2.

3.

4.

5.

Policies & Procedures, Section 2 - 2.21, #2 and Franchise Training Chapter 1.
56. What type of insurance is available through JAN-PRO?

Policies & Procedures, Section 2 – 2.4.

57. When an account is offered and you turn it down, does the monthly billing for the “offered” account apply toward the “legal” requirement to offer you business within a certain time frame?

Policies & Procedures, Section 2 – 2.17.

58. Who should be wearing a JAN-PRO uniform while cleaning an account?

Policies & Procedures, Section 2 – 2.21, #2.

59. Will you be paying a Sales and Marketing Fee on every account accepted?

Policies & Procedures, Section 3 – 3.7.

60. When bidding on an account yourself, who prepares the proposal?

Policies & Procedures, Section 4 – 4.41.

61. Once I accept an account, can I trade that account for a larger account at a later date?

Policies & Procedures, Section 3 – 3.20.

62. What pads of paper are in the Communications Log Book and what is their purpose?

Policies & Procedures, Section 4 – 4.6, and Section 4 – 4.33, #3, and Franchise Training, Chapter 1.  

63. It is the responsibility of the Franchisee to report a security breach or any accidentally broken items in an account?

Franchise Training Manual, Chapter1.3 – Handling Complaints (Customer Communication Log Book) and Chapter 3 - Office Cleaning 

64. Is it necessary to pick up staples or paper clips by hand or is the vacuum is strong enough to pick up these items.

Franchise Training Manual, Chapter 3 - Office Cleaning

65. What is the proper way to enter a restroom?

Franchise Training Manual, Chapter 9 - Restroom Cleaning

66. Will the insurance policy cover anyone under the age of 18?

Policies & Procedures 2-2.21 #7

67. How often should you change the water in the mop bucket?

Franchise Training Manual, Chapter 3 - Wet Mopping

68. When should you change a wastebasket liner.

Franchise Training Manual, Chapter 3 - Trash removal

69. Is it OK for a family member to wait in the account for you while you clean it?

Policies & Procedures, Section  2 - 2.21, #7
70. Should you keep a copy of the material data sheets in the janitorial closet of each account?

Safety manual
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Also spray the areas that might have urine on them.


The wall behind the toilet/urinal, the outside of the toilet/urinal, and the partition walls.  This will greatly reduce the chance of odor created by bacteria.





The rest of the partitions can be spot cleaned with the All-Purpose Cleaner.


The All-Purpose Cleaner is less expensive  than the Disinfectant.








SINKS


Wipe the disinfectant from the sinks with paper towels.


Paper towels are used and thrown away, therefore they can not spread any germs. 











After wiping off the disinfectant from the faucet, use glass cleaner to produce a streak free shine.


Be sure to wipe down all exposed drain pipes (bright work).











MIRRORS


Glass cleaner is the only chemical that you should use on the mirror. Mist the entire mirror; wipe the outer edges first and then the rest of the mirror. Use a dry towel to polish the mirror and remove any streaks.





When cleaning the mirror use paper towels to clean with. 


They will not streak or leave lint behind. Sometimes you can sprinkle water on the mirror. It usually will be enough to clean it sufficiently.





Single-fold and multi-fold towels must be interwoven to feed properly.


Putting them in the wrong way will result in many wasted towels. A lot of them usually end up on the floor, creating additional work for you.
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Set up the wet floor signs at every entrance to the floor where you are working.





Use the baseboard cleaner to clean the baseboards with a scrub pad and the doodle bug.


Be careful no to get the baseboard cleaner on anything else.








Prepare the slow speed floor machine.  


Tilt the machine back on its wheels until the handle rests on the floor.  Straddle the handle and  affix the drive block on the drive unit of the machine.  Turn the drive block sharply clockwise to secure it against the lugs of the drive unit. Fit the stripping pad to the drive block. Stand the machine up and adjust the handle so it can be held comfortably. below the wrist.








Scrub the floor with the machine. 


Start at the far end of the area covered with stripping solution (where the solution was first laid) by placing the power cord over your shoulder and working backward to the dry area.  To help you establish control of the machine's movements the beginning stroke should be started with the machine directly in front of you.  A 6-foot stroke is best because it is the least tiring.  Move the machine slowly from side to side.  Do not dig the pad into the floor or change direction quickly.
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HEAVY TRAFFIC AREAS


Spot vacuuming of traffic areas
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Advantages of Bonnet Cleaning





Little moisture is used which reduces the chance of damage from over-wetting.


The bonnet cleaning method dries quickly.


It can be performed wet or dry depending on the chemicals used.


Bonnet cleaning removes soils and oils from carpet fibers by absorbing them into pads.


You can cover large areas rapidly.
































Be sure to overlap each pass.








Advantages





Foam scrubbing is fast drying.  Carpets often are ready for traffic within 1 hour.  This method is popular with hotels, motels, hospitals, resorts and similar facilities since it offers a quick turnaround for room use.





Dry foam cleaning requires little water.  This reduces the chance of damage from over-wetting.





Dry foam cleaning is a simple operation.  Training is not difficult and the equipment’s operation resembles that of an upright vacuum cleaner.  At least one machine on the market actually converts to an upright vacuum for use when shampooing is not necessary.





Note:  Other methods now available are more efficient, effective and easier to use.  Foam scrubbing is not widely used as it has been in the past.  This method is not effective on heavily soiled areas.  














Advantages of Rotary Shampooing.





It thoroughly loosens soil and lifts the pile in matted areas.





It is effective against heavily soiled carpets.





It cleans fibers to the primary backing.
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FRANCHISE TRAINING EVALUATION


__________________________




______________


Franchisee Name






Date


Do you feel you were thoroughly trained?


Yes

No


Were the instructors knowledgeable about the information they were teaching?











Yes

No


Did you understand each phase of training program?

Yes

No


Do you feel that you have a working knowledge of the following?


A. JAN-PRO Policies & Procedures Manual

Yes

No


B. JAN-PRO Accounting Procedures


Yes

No


C. Customer Relations





Yes

No


D. Accepting New Accounts




Yes

No


E. Office Cleaning





Yes

No


F. Restroom Cleaning





Yes

No


G. Hard Floor Care





Yes

No


H. Carpet Care






Yes

No


I. Window Cleaning





Yes

No


J. JAN-PRO Safety Manual




Yes

No


K. OSHA Worker Right to Know



Yes

No




Do you feel that you can effectively operate the following pieces of equipment?


A. Vacuum






Yes

No


B. Slow speed floor machine




Yes

No


C. High speed floor machine




Yes

No


D. Wet/Dry Vacuum





Yes

No


E. Carpet extractor





Yes

No


If you answered no to any of the previous questions, please give an explanation detailing the reason why.


_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________



Did you receive a copy of the following JAN-PRO Cleaning System Manuals?


A. Policies & Procedures 




Yes

No


B. Franchise Training





Yes

No


C. Safety 






Yes

No


Do you feel you are now ready to begin servicing accounts?
Yes

No




How would you rate the complete training program?


A. Excellent


B. Good


C. Fair


D. Poor


What part of the training program did you enjoy the most?  Why?


________________________________________________________________

________________________________________________________________

________________________________________________________________


We would appreciate any additional comments.


________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________


_____________________________



_______________


Franchisee Signature





Date
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 NIGHTLY CLEANING SCHEDULE

        ENTRANCES – RECEPTION AREA -- HALLWAYS -- OFFICES 


       CONFERENCE ROOMS -- LUNCH ROOMS – COMMON AREAS


· Dust horizontal surfaces of desks, credenza’s, tables, filing cabinets etc.


· Spot clean horizontal surfaces for removal of spillage, marks, and coffee rings.


· Empty all trash receptacles and remove trash to a collection point. 


· Clean telephone receivers and bases.


· Clean and sanitize drinking fountain(s).


· Clean fingerprints and smudges from entrance glass and entry doors.


· Spot clean fingerprints and smudges from partition glass and walls.


· Sweep all hard surface floors with chemically treated mop head.


· Mop hard surface floors to remove stains or spillage marks.


· Vacuum all carpeted area walkways.


RESTROOMS


· Empty trash receptacles and wash, if necessary.


· Empty sanitary napkin receptacle and spray with a disinfectant.


· Clean all dispensers, mirrors, and fixtures.


· Clean and disinfect sinks, toilets, toilet seats and urinals.


· Spot clean walls.


· Spot clean partitions to remove smudges and graffiti.


· Restock all paper products and hand soap.
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ACKNOWLEDGEMENT OF TRAINING


I,_____________________________________ acknowledge completion of the


JAN-PRO Cleaning Systems training program which included training in:


· Customer Relations


· Quality Control 


· Hard Floor Care 


· Carpet Care 


· General Cleaning


· Safety in the Workplace


This training was  completed on_______________________________. 


A copy of the Policies & Procedures, Franchise Training, and Safety Manual was 


also provided for future reference. 


_________________________________            ________________________________


              Franchisee Signature




Franchisor


 JAN-PRO











Revised 8/99


          JPCS(
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Date:_____________


Rating:________________


Account Name:___________________________________________________________


Address: ________________________________________________________________


Telephone # :_____________________


Contact Person: _______________________


Days Cleaned: ___________________


Franchisee: __________________________


RATING SCALE:


1 = Unacceptable / 2 = Poor / 3 = Good / 4 = Excellent / N/A = Not Applicable


Lobby


Common Areas


Ofices


Other Areas


Restrooms


Totals


High/Low Dusting


Horizontal Surfaces


Furnishings


Phones


Walls/Partitions


Glass/Mirrors


Trash Containers


Carpet


Tile Floor


Corners/Edges


Dispensers


Stalls


Franchisee Using Communication Log Book?     Y / N


Toilets


Franchisee Maintaining Janitorial Closet?           Y / N


Urinals


Would the Customer like any Additional Work?   Y / N


Sinks


           (Carpet / Tile / Windows / Other)


Total Sum of all Boxes Filled In


Divided by # Boxes Filled In


Equals  Final Rating


Comments:


        Customer Signature


                          JAN-PRO Representative
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SUPPLY & EQUIPMENT PACKAGE LIST
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1
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3
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polishing towels



1
sponge with green pad



1
feather or wool duster



1
Johnny mop and holder



1
1” putty knife



1
dust pan



1
broom



1
24 oz cotton mop head  

1
long mop handle


1 set
mop bucket and wringer



1 set
44 gal barrel with cart & 


caddy



1
upright vacuum


UPGRADE OPTIONS


DOWN PRESS BUCKET COMBO


BACK PACK VACUUM


DUST MOP COMBO


FURNITURE POLISH


LOBBY BROOM AND LONG HANDLE DUST PAN
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CONFIDENTIALITY AGREEMENT


ACKNOWLEDGMENT  OF EMPLOYEE AWARENESS


OF TRADE SECRET LAWS


As an employee of Jan-Pro Cleaning Systems, Inc. certain business records and information have 


been made available to me which I acknowledge are TRADE SECRETS.


1.
I understand that a TRADE SECRET consists of information (not readily 
compiled from publicly available sources) which has been made available to me 
during the course of my employment.


2. This information (TRADE SECRETS) consists of the names, addresses and telephone 



numbers of both the Franchisees and the accounts assigned to them.


3.
TRADE SECRETS also include bidding information such as company name,



contact name, bid specifications, and pricing, as well as mailing lists, computer 



runoffs, financial or any other information not generally available to others.


4.
I acknowledge that as a consequence of my employment a duty has been imposed



upon me not to remove such material or copy it, or commit it to memory outside of my 



present employment.


5.
During the course of my employment and in the event of its termination, or during



the course of any future employment, or undertaking, I agree not to disclose such 



information to any party, nor to use such information on my own behalf. Doing so 



would constitute the illegal taking of a trade secret for which action I could be enjoined 



and be liable for money damages.


6.
I have received a copy of this acknowledgment.


Employee:__________________________________     Dated:____________________________


Employer: __________________________________    Dated:____________________________
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FRANCHISEE MONTHLY STATEMENT


FRANCHISEE NUMBER________________    FRANCHISEE NAME_________________



MONTH OF___________________, 2000______



START DATE                      COMPANY                     NUMBER OF             MONTHLY


    
  IF NEW                                  NAME                           VISITS PER                AMOUNT


                                                                                                        WEEK







































































































Special Notes_____________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________
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SPECIALS AND EXTRA WORK


AUTHORIZATION


DATE                              ___________________________________________________


ACOUNT NAME           ___________________________________________________


ACCOUNT ADDRESS ____________________________________________________



                                        ____________________________________________________


BILLING ADDRESS    ____________________________________________________


                                       ____________________________________________________


TELEPHONE                ____________________________________________________


SPECIFY WORK PERFORMED ____________________________________________


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


BILLING AMOUNT $ _________________________________________ 


DATE TO BE COMPLETED ____________________________________


PERSON AUTHORIZING WORK _______________________________


                                                                                                                   PRINT NAME


                                            _______________________


                                                                                                                   SIGNATURE


                                            _______________________


                                                            TITLE
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    SAMPLE FULFILLMENT LETTER

DATE


CERTIFIED MAIL - RETURN RECEIPT REQUESTED


NO. P 852 562 239


FRANCHISEE NAME


ADDRESS


CITY, STATE, ZIP


Dear Franchisee,


I am pleased to inform you that Jan-Pro has fulfilled its contractual obligation to offer you at 


least $35,000.00 in annual contract revenue as stated in your Franchise Agreement.


Please find below a complete listing of every account we have offered to you since you completed 


training and secured all necessary equipment and supplies.


Date of        
Account
 
         City

             Amount
Acceptance


Offer

 


3/14/94
Century 21 
Rockville
            $   195.00 
Yes



3/27/94
Citicorp 
Morning Heights 
 $   750.00 
Yes



4/16/94
Citicorp
Rockville               
$   330.00
Yes


5/10/94
Citicorp
Hometown
$   550.00    
Yes


5/16/94
Acme, Inc.
Riverside
$1,200.00
No



6/04/94
Hamilton
Southtown                 
$   275.00
Yes



Total Offering    
         $ 3,300.00   Monthly



                                                $ 39,600.00  Annually


Although we have fulfilled our contractual obligation to you, you chose not to accept Acme, Inc., 


valued at $1,200.00 per month. Jan-Pro will continue to offer business to you without assessing a 


Sales and Marketing Fee until your franchise is servicing $35,000.00 in annual business. As per the 


Franchise Agreement, the additional business will be offered at Jan-Pro’s earliest convenience.


Sincerely,


Jan-Pro of  Area


 JAN-PRO
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How would you rate the complete training program?


A. Excellent


B. Good


C. Fair


D. Poor


What part of the training program did you enjoy the most?  Why?


________________________________________________________________

________________________________________________________________

________________________________________________________________


We would appreciate any additional comments.


________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________


_____________________________



_______________


Franchisee Signature





Date
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ADDITIONAL SERVICES QUOTED UPON REQUEST


CARPET


· Bonnet Cleaning

· Extraction

HARD SURFACE FLOORS


· Burnishing


· Top Scrub and Refinish (Wax)


· Strip and Wax


Jan-Pro will provide all chemicals, equipment, labor and supervision.  (Company Name) will provide all restroom paper products, hand soap, and trash can liners.  





We propose to perform the above duties as specified:



(  ) DAY(S) PER WEEK



   MONTHLY BILLING:     $
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WEEKLY CLEANING SCHEDULE


· Thoroughly dust all horizontal surfaces of office furniture, including desks, tables, file cabinets, window sills, and wall hangings.


· Vacuum all carpeted areas wall to wall.


· Thoroughly mop all hard surface floors.


· Polish all drinking fountains.


RESTROOMS


· Clean and sanitize the outside of trash receptacles.


· Polish all dispensers, mirrors, and bright work.


· Dust tops of partitions and mirrors.


· Clean and sanitize restroom partitions and walls. 


MONTHLY CLEANING SCHEDULE


· Thoroughly dust all vertical surfaces of office furniture, including desks, tables, chairs, file cabinets, etc.


· High dusting of air vents, tops of doors, door frames, ceiling corners, and edges etc.


· Dust all baseboards.


· Vacuum upholstered furniture to remove dust and lint.


· Vacuum carpet edges and corners along walls and partitions.


· Polish office furniture, desks, shelves, etc., with furniture polish.


· Clean spots/smudges from walls.
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     NEW ACCOUNT START UP


Account Name: _____________________________ Contact: __________________________


Address: ____________________________________________________________________


Telephone Number: _________________________ Fax: ______________________________


Emergency Contact: ________________________  Number: ___________________________


Billing Address: _______________________________________________________________


Walk Through Date: ____________________          START DATE: ____________________

Franchisee: ___________________________
Days cleaned: _______________________


Time cleaned: _________________________
Monthly Billing Amount: _____________

__________________________________________________________________________________________


1.   Building entry. _________________________  Communication Log Book._____________


2.
Location of light switches. _________________ Is there a main shutoff? ______________


3.
Alarm system? __________________________  Code? ____________________________


4.
Storage areas: __________________________  Are they locked? ____________________


5.   Water supply Location. ___________________  Hot & Cold ________________________


6.
Who furnishes account supplies? ____________ What do they include? ________________



_________________________________________________________________________


7.
Trash disposal_____________________________________________________________


            8.
Keys needed? Entry ______________________  Alarm System ______________________



Restroom supply dispenser _________________ Storage closet ______________________


9.
Problems, concerns, areas of improvement, and general comments ____________________



_________________________________________________________________________


      _________________________________________________________________________


     Franchisee Signature: _______________________   Date: ___________________________






     NEW ACCOUNT START UP


Account Name: _____________________________ Contact: __________________________


Address: ____________________________________________________________________


Telephone Number: _________________________ Fax: ______________________________


Emergency Contact: ________________________  Number: ___________________________


Billing Address: _______________________________________________________________


Walk Through Date: ____________________          START DATE: ____________________

Franchisee: ___________________________
Days cleaned: _______________________


Time cleaned: _________________________
Monthly Billing Amount: _____________

__________________________________________________________________________________________


1.   Building entry. _________________________  Communication Log Book._____________


2.
Location of light switches. _________________ Is there a main shutoff? ______________


3.
Alarm system? __________________________  Code? ____________________________


4.
Storage areas: __________________________  Are they locked? ____________________


5.   Water supply Location. ___________________  Hot & Cold ________________________


6.
Who furnishes account supplies? ____________ What do they include? ________________



_________________________________________________________________________


7.
Trash disposal_____________________________________________________________


            8.
Keys needed? Entry ______________________  Alarm System ______________________



Restroom supply dispenser _________________ Storage closet ______________________


9.
Problems, concerns, areas of improvement, and general comments ____________________



_________________________________________________________________________


      _________________________________________________________________________


     Franchisee Signature: _______________________   Date: ___________________________


  JAN-PRO







  JAN-PRO












_1017001560.doc





       ALCOHOL AND DRUG POLICY

JAN-PRO does not condone, permit or accept the sale, use of, or possession of drugs or alcohol 


before, or while conducting JAN-PRO business. All employees are expected to adhere to this 


policy without exception.


JAN-PRO is committed to a safe and healthful environment for all Franchisees and their employees


at all times. JAN-PRO does not condone the use of drugs or alcohol.


In order to compete in the janitorial market, Franchisees and their employees must produce the best service possible within a certain time frame to maximize profits. To do this, every person’s job must


be performed to the best of  their ability and with a clear mind. Drug and/or alcohol impairment 


would make this achievement impossible. Only our best efforts without drugs or alcohol can secure


a future of continued success 


Safety is seriously compromised when Franchisees and/or their employees are not conducting their business with clear minds. Impaired people make mistakes that can cause injury to others or 


damage to property.


All Franchisees are responsible for their employees compliance to this policy.


____________________________________              _____________________________


                  Employee Signature                                                             Date


I have reviewed the above instructions with the Employee and have outlined the policies to be 


followed.


____________________________________              _____________________________


                   Franchise Owner                                                                  Date
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Do you feel that you can effectively operate the following pieces of equipment?


A. Vacuum






Yes

No


B. Slow speed floor machine




Yes

No


C. High speed floor machine




Yes

No


D. Wet/Dry Vacuum





Yes

No


E. Carpet extractor





Yes

No


If you answered no to any of the previous questions, please give an explanation detailing the reason why.


_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________



Did you receive a copy of the following JAN-PRO Cleaning System Manuals?


A. Policies & Procedures 




Yes

No


B. Franchise Training





Yes

No


C. Safety 






Yes

No


Do you feel you are now ready to begin servicing accounts?
Yes

No
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