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3 3
The Department of Education is aware of the importance of proper :
; maintenance in our schools and the need for assistance in training 3
> custodial help. This manual has beern written not only to acquaint
new personnel with proper procedures but also to suggest time and y
labor saving devices to the experienced custodian.
4 We hope that this publication not only proves to be a useful tool to ;
: the custodians but will also aid those school administrators who :
vr work with custodians and are responsible for school plant operations 3
- to more effectively meet the needs of their districts.
Harry M. rks A
‘-; Superintendent of Public Instruction
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THE PURPOSE OF THIS MANUAL

This manual is written to and for public school custodians and plant
operators. A secondary purpose is to help those school administrators
who work with custodians and assist in school plant operations gain
insight and knowledge. The great need for assistance to custodians
throughout the state has prompted the writing of this manual. Itis aimed
at the local school situation where the custodian may have neither the
opportunity for any formal training nor experienced personnel available
to instruct him.

It was intended that this manual be written in a language that anyone
could understand, briefly stated, and to the point. The topics selected
are those that were thought to be of the greatest need and value. While
methods of school plant operations will vary from district to district and
from school to school, it is hoped that much of the material included will
be of value to each custodian. The experienced custodian has doubtlessly
realized that his is a rapidly changing occupation due to new methods and
materials being developed. He must be seeking new ways and more
knowledge. Whether the custodian has long experience or is new to the
job, it is hoped that this manual will help him to help himself.

HAROLD K. DOANE, Supervisor
Division of Buildings and Grounds
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CHARACTERISTICS OF A GOOD CUSTODIAN

The school custodian is entrusted with what is usually a community's
largest single investment - its school plants. But the responsibility
doesn't stop with the care of the physical plant; it includes the safety,
health, and comfort of all persons who use this plant. A good custodian
cannot be merely a good sanitarian, a good maintenance man, oOr a good
public relations man. He must be all of these and more. A custodian
who is fully meeting his responsibility is a man of many talents. The
importance of the school custodian is probably under-estimated more
by custodians themselves than by others. The good custodian believes
in himself and he believes in his job. If he has a personality that attracts
the respect and appreciation of his fellow workers and students, he will

find they are more likely to cooperate in the work that he is doing.

The good custodian has many characteristics. Some of these are
listed as follows:
He believes in himself and he helieves in his job.
He is dependable and punctual.
He is loyal to his school and his fellow workers.

He is fair, friendly, and impartial in his dealings with others.

ARG AW T ST T RE T AR AR S e e e

He is courteous and pleasant.

He has no objectionable habits.
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He is a peaceful and loyal citizen in the community.
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He wears conservative clothes that are in keeping with his
work and keeps them clean and neat as is practicable.

He gives daily attention to his own cleanliness and appearance.

He seeks new and better ways of doing his job; and when he finds
them, he puts them into practice.

He realizes that he is an example to many children, and he tries
his best to be worthy of their trust.




GENERAL SAFETY RULES

Know your fire extinguishers. Read the directions on each type, and now

is the best time to do it. It may save ycur life or that of your pupils.

Know which extinguisher to use on various fires, especially electrical fires.
One may be electrocuted by using the wrong extinguisher on an electrical
fire. Extinguishers should be checked, recharged as needed, and tagged
each year.

Keep exit doors free of chains, locks, or obstructions while students or
visitors are in the building. Keep passageways free of obstructions.

Keep heating and electrical equipment in good working condition. The
custodian can make many minor repairs himself; but for those he cannot
do, he should promptly make a written request for maintenance department
assistance. (It is helpful to keep a carbon copy of such requests.)

Dispose of trash and debris daily by burning in an incenerator or by daily
collection.

Don't let any area of the school become a '"catch-all' for items of little or
no value. |

Flammable liquids such as gasoline, mineral spirits, lacquer thinner,
paint thinner, turpentine, kerosene, and alcohol should notbe stored in
a school if it can be avoided. If they are absolutely necessary, they
should be kept in safety cans stored in locked and ventilated storerooms
or in locked metal cabinets.

Oily rags and dirty dust mop heads should be laundered or burned if they
have no value; but while they are waiting to be laundered, they should be
kept in tightly covered metal cans.
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"FLOORS

Floors are the custodian's showcase. With the exception of the
building exterior, probably no other area of the school plant shows
the quality of the custodial staff as conspicuously as the floors. The
visitor sees the corridor floors immediately upon entering the school.
His opinion of the whole school is at that time beginning to formulate.
It is so important that we build good public relations and create a
good image.

If a good image is to be created with clean floors, the custodian
will need to know floors and floor cleaning techniques or he will work
himself needlessly hard. The quality of floor maintenance will improve

as the custodian improves his knowledge and skill.

RESILIENT FLOORS

There are several kinds of materials which fall into the category of
resilient floors, and more and newer materials are constantly being
developed. Some of the materials now in use are asphalt tile, rubber
tile, vinyl, vinyl asbestos, linoleum, and cork. There are others not
commonly used in school; but if information is desired, it can usually

be obtained from the manufacturer or the manufacturer's associations.

T W O L P . r o




SANRGE Ns TAT RS IR N IR R I N WA A RS T

- - T s e TN T E e R T A —————————
g < . EEE weh h e ide aseams A - wees T e g owa® PRAQAYEGE Y

ASPHALT TILE

Asphalt tile is the most common resilient floor covering in use.
It has a very reasonable initial cost and gives good service if properly
maintained.

It consists of asphalt or resin binder, limestone, asbestos fiber,
coloring pigments and other fillers. It is bound to the sub-floor with
a cement or mastic. This cement must be of the waterproof type‘if
applied to grade or below grade floors. It is of great importance to
use waterproof cement to avoid future problems resulting from cleaning

water damage. Water should not be allowed to stand on floors any longer

than necessary.

SOME NOTABLE CHARACTERISTICS OF ASPHALT TILE ARE:

Cost: Asphalt tile may have the lowest initial cost of any floor
material.

Hardness: Asphalt tile is harder than other re silient materials.

Water Resistance: Asphalt is desired for below grade or ''slab"
installations. With waterproof mastic, this tile adheres well

and wears well in damp locations.

Brittleness: Although the hardness is sometimes desired, this may
reach a point of undesirable brittleness.

Scratches: This tile may be scratched, dented, or chipped rather
easily.

Solvent damage: Gasoline, turpentine, oils, grease, and solvent
wax are harmful. They will soften and attack the asphalt.




SRR R AT, TR TR T

o = v W e v

Alkali or Caustic damage: Asphalt tile will show shrinkage,
hardening. and drying appearances when exposed to harsh
alkaline or caustic materials.

VINYL FLOORING

These materials give us excellent flooring and require a reasonable
amount of care. It has been said by some that vinyl does not'need waxing
or finishing. This is not true; any floor needs care and protection.

Vinyl tile is a thermo-plastic material consisting of fillers and
stabilizing ingredients bound together with resins.

There are three types of vinyl: (1) homogeneous vinyl, (2) laminated
or backed vinyl, and (3) vinyl-asbestos.

The homogeneous tile is solid; that is, the materials and colors are
the same from surface to surface.

The laminated or backed vinyl consists of vinyl glued to a backing

of foam rubber, plastic or similar materials. This laminated flooring

may be an inferior or superior product, depending mainly upon whether
the vinyl surface thickness is the same or less than a regular homogeneous

tile. This backed vinyl is produced in sheets or rolls as well as in cut tile.

Vinyl asbestos is very similar to asphalt tile in appearance and, like
asphalt, it becomes brittle with low temperatures. Otherwise, the two are
very different in many ways. To test a floor to determine whether it is
vinyl or asphalt, rub a dark tile with a white rag dampened with gasoline.

If the tile is softened and shows on the rag, itis asphalt. Vinyl-asbestos




is very resistant to temperature change and sunlight damage. Vinyl-asbestos

is used to give oil and grease resistance.

SOME CHARACTERISTICS OF VINYL FLOORING MATERIALS ARE:
High resistance to water, acids, alkalies, grease, and oil; but a
vinyl floor can be damaged by these liquids seeping into joints and

damaging the cement and sub-floor.

Vinyl is available in wide color selections in light colors not
available in some other materials.

High resistance to denting.
Vinyl is quite flexible.
Vinyl may be installed below grade if proper cement is used.

New vinyl is usually coated with a silicone during manufacturing,
so it must be scrubbed away before sealing and waxing.

New vinyl will sometimes resist satisfactory waxing. This condi-
tion is temporary and improves with age and use.

Steel wool use should be held to a minimum but may be used for
? - stubborn soil.

Solvents may be used for spot cleaning of stubborn stains and marks.
Use any solvents sparingly and allow none to seep into joints. Any
use of solvents will remove the wax and sealer, as well as the soil.
The area should be thoroughly rinsed after using any solvents.

LINOLEUM

Linoleum is the oldest of resilient floors, dating back a hundred years.
It has several peculiarities which are explained by the ingredients used.

It is composed of wood fibers, cork, pigments, gums, and linseed oil. This
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composition is applied to 2 burlap or cloth backing. The linseed oil content

is the principal cause of some of the problems of linoleum use.

New linoleum is coated with finish and polish that seals and protects

the surface. Cleaning and traffic will remove this protection; and as it

wears away, it must be replaced:with a floor finish to maintain moisture 3

protection.

Linoleum care and cleaning differs from that of other resilient floors ;

in several ways. Linoleum gives good service without undue hardships on 3
X

ertain precautions are taken and if the custodian under-

the custodian if ¢

stands flooring materials.

A new linoleum floor should be cleaned only with dry methods for at

least two weeks. A light mopping and dust mopping thereafter should :

take care of most cleaning probleras, but a thorough scrubbing and strip-

ping will eventually be necessary.
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It must be remembered that linoleum will be damaged by excessive use A
4

of water, soaps, Or alkalies. If the custodian keeps these facts in mind,

the usual methods of resilient floor care may be used. A good general pur-

pose detergent should be used.
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No shellac, varnish, or lacquers should be used on linoleum . Some

are:

LR iy S

important characteristics of linoleum

High resistance to shrinkage if water and alkalies are used

cautiously.
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Good insulating qualities and noise control.
Wide range of color and pattern selection.
Daily cleaning is rather easy if the linoleum is properly treated.

Linoleum has some resistance to oil and grease but may be discolored
and damaged.

Linoleum is soft and easy to walk on.

Good resistance to sun-caused problems of fading, discoloration,
and shrinking.

Good lasting qualities. When well cared for, linoleum may be expected
to last many years.

Susceptible to water damage.

Susceptible to alkali damage. Alkali and water create a soap when they
unite with the linseed oil in the linoleum and result in softening.

Linoleum is easily damaged by sharp objects. Indentations are readily

formed if small casters and glides are used on furniture.

RUBBER TILE .
With the development of synthetic rubber came the rise of rubber tile
popularity. This tile attained high status in consumer acceptance, but the
vinyls have recently captured much of rubber tile's popularity.
The cleaning of rubber flooring is similar to the cleaning of several
other resilient materials, but just as each material differs in its makeup and
content, so do the cleaning methods vary. A new rubber floor, like other
resilient floors, should be swept or dust mopped for the first week to two
weeks. No wet mopping or scrubbing should be done during this break-in

period.
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Rubber tile possesses several traits which should be considered:
A ratht-;r high resistance to acid and alkalies.
High sound proofing qualities.

Reluctance to slippery conditions.

High resistance to denting.

Available in wide color selection.

Available in tiles, rolls or sheets, and strips.

Susceptible to sunlight damage, resulting in chalking and loss of
gloss.

Susceptible to air damage which results in drying out, chalking
and cracking.

May be damaged by oils, greases, oily sweeping compounds,
kerosene, turpentine, gasoline, and other solvents.

Strong ''fast-acting' cleaners, alkalies, and caustic cleaners
will cause hardness, brittleness, and a general lifeless condition.

Cost of rubber tile is generally higher than some other resilient
tiles.

8
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When discussing resilient floors, we are speaking of reasonably soft
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materials. Hard floors, excluding wood of course, refers to non-re silient

materials all of which have cement as a principal ingredient.
Cement is not indestructible. A good understanding of cement by the

custodian will make his job easier and the appearance of hard floors more

satisfying.

10
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CONCRETE FLOORS

There are probably more square feet of concrete floors in use in
our schools than any other floor material. There are many, many acres
of concrete which are covered with various flooring materials such as
wood, resilients, and ceramics. In many spaces in our schools concrete,
itself, is the most desirable material for the finished floor. For the
reasons of economy of installation and durability, concrete has held high
favor with public schools. Many areas in the schools need a floor that is
durable, withstands heavy traffic, is non-slippery, economical, and is
waterproof. Concrete meets these requirements well.

For appearance, durability, and ease of cleaning, concrete floors
should be sealed with a clear, non-pigmented, penetrating sealer. The
proper sealer is commonly referred to as a ''terrazzo sealer.' After
sealing, concrete floors may be finished and cleaned about the same as
other floors. Waxed masonry floors have sometimes been slippery in
past years. This may have been due to the wax or finish used rather than
the fault of the concrete or other masonry floor. Newer finishes are being

made which are non-slippery.

TERRAZZO

The mentioning of terrazzo floors in the presence of owners invites

various and often conflicting comments. This results from a lack of under-
standing of terrazzo and the proper care it needs. To obtain full value from

this floor, the owner and the custodian must understand it.

11
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Terrazzo is composed of a mixture of marble chips and Portland
Cement. The ierrazzo surface will show about three fourths marble and

one fourth cement. Understanding these two materials will help one to

understand terrazzo. Several points of importance when discussing terrazzo

floors are:

Terrazzo floors must be sealed. They should then be finished as
other floors with two or more coats of floor finish. They may be
treated with the same methods used on resilient floors.

The initial cost is high, but it has long life expectancy and beauty, and a
reasonably low maintenance factor presents economy factors.

Many people are under the false impression that terrazzo needs no

protection or care.

Marble is non-porous and absorbs very little, but the Portland Cement
is porous and absorbs stains and soil readily. The cement, then, needs

to be sealed.

All acids are harmful to terrazzo.

Particles of steel wool or other steel items which remain on terrazzo
and marble floors will cause rust stains which cannot easily be removed.

Therefore, do not use steel wool on terrazzo.

Efflorescence is a condition occurring on new terrazzo as chemical
actions take place within new cement. The efflorescence (or salts)
shows up on the surface as a white or gray powder. This condition
will also occur if improper cleaners, such as cleansers containing
inorganic salts, are used. A good penetrating terrazzo sealer will

prevent efflorescence.

b
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CERAMIC TILE

The use of ceramic tile is an ancient art. It was used in Egypt
thousands of years ago. Improvements have been made in materials and

manufacturing, giving us a durable, attractive, and easy to clean floor and

wall material.
12
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Little needs to be said about the advantages and disadvantages of
ceramic tile, as these are well known. Whether the owner will be satis- »
fied with the investment in this material will depend upon the workmanship
of installation and the skill of the custodian thereafter.
Ceramic tile needs about the same care that terrazzo demands, and
for about the same reasons. Tile joints are Portland Cement and need a
sealer to protect them and to make cleaning easier. Anything harmfual to

concrete will be harmful to tile joints. Therefore, it is necessary to avoid

strong acids and crystal-forming cleansers and alkalies. A good sealer
will help prevent damage from these and other materials.
Newly installed ceramic tile usually needs washing with a mild muriatic

acid solution to remove cement stains and enhance the tile color.

WOOD FLCORS

For simplicity's sake, the discussions about wood floors in schools will
be divided into two categories: gym floors or any wood floor where a deep
surface finish is desirable, and other floors, such as classrooms and
corridors, where a penetrating finish rather than a surface finish is desired.

The gym floor demands a finish that is tough, elastic, attractive, and
non-slippery. The gym floor should never be waxed; therefore, the original
finish should be of such quality and depth to eliminate any need for wax or

similar coating.

13




The classrooms, on the other hand, should not have a glossy, light-
reflecting floor. The penetrating finish offers a more satisfactory surface
in classrooms. There is less light glare and traffic streaking. The pene-
trating finish, properly applied and maintained, offers the custodian a
reasonably easy~to-clean floor.

A finish is applied to wood floors for three reasons: durability, beauty,
and ease of cleaning. Whatever the use to which a wood floor is put, a finish
will increase its life and durability. Wood is susceptible to water damage
and staining. Both faults are lessened when a good finish is applied. The
natural beauty of wood is enhanced by a finish which brings out the color and
grain structure of the wood itself. The custodianis especially interested in
the cleaning aspects of the floor. A good finish provides a good cleaning sur-
face by preventing the soil from getting into the pores and cracks of the wood.
A finish will permit a mopping or washing which, if carefully done, will not
damage the wood.

The time and effort required to clean and maintain a wood floor is
dependent on the quality of finish. Therefore, itis essential that wood floor
care start with a properly applied finish.

Wood floors, except on the gym playing area, should be stripped or
scrubbed each summer, sealed with two coats of penetrating wood floor
sealer (if not already properly sealed), and then given two or three coats
of floor finish. Thereafter, the wood floor may be cleaned and maintained

with methods used on other floor materials. Common sense dictates that

14
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excessive use of water may cause some harm to a wood floor. A good
scrubbing is necessary and ''flooding a floor' is never necessary, regard-

less of the type of floor.
If a wood floor is badly worn to the point where sanding and refinishing

is needed, see the appropriate instructions given elsewhere in this manual.

Specific information is given for gym floor care.

15




CLEANING FLOORS

The following recommendations cover the cleaning operations of
stripping, wet mopping, and dust mopping of resilient floors, masonry
floors, and wood floors. These different floor materials will naturally
require slightly different cleaning methods, but, in general, one set of
instructions will apply to all of these.

Most soft floor materials, when new, will present a small problem which
will fade away with use. This is caused by the ""tooth' or roughness result-
ing from its manufacture and, also, some materials such as wax or silicone
applied during manufacture. Scrubbing newly installed floors is discouraged
antil the floor has been in place for a couple of weeks, but then the floor
should be cleaned before proceeding to apply finishes.

All floors in public schools except the gym floor will require stripping
of the old wax and dirt and refinishing once yearly to several times each
year, depending on the use and conditions. A classroom or office area care-
fully used may get by satisfactorily with one stripping and rewaxing during
each summer. The much-used corridors will require refinishing much more
often. Good entrance mats, frequent dust-mopping, and student and faculty
cooperation will greatly reduce the frequency of stripping and rewaz.cing. Buff-
ing, wet mopping, and spot waxing periodically in heavily used areas will
reduce the need for stripping also.

A brief outline of yearly care of floors is as follows:

1. During the summer, completely strip, seal if needed, and
rewax all floors except the gym.

16

v o e men et ot A wgan 3 4 A M Ok ae r e © wlEPROSRWS sl s s TS b




Dust mop all areas daily and all corridors three times daily.
(After school begins each morning, after lunch, and after
rooms are cleaned in the evening.) Heavily-traveled areas
must be dust mopped much more often.

Wet mop heavily soiled areas as needed.

Occasional buffing with the floor machine renews the floor
appearance and will remove much soil and scuff marks.

A badly worn area may be waxed as needed by spot waxing

or spray waxing without removing all the old finish and sealer,
if carefully done. Avoid over-waxing, which creates wax
build-up, especially around the edges of floors, under lockers,
in closets, etc.
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DAILY FLOOR CLEANING

Probably the most important characteristic of a good custodian is
persistence. This is a characteristic so necessary in good floor care.
The custodian who is determined to keep hi. floors in top shape will need
to be persistent. He will be confronted by many obstacles and discouraging
situations and will have many excuses to lessen his determined efforts. If
he will establish a high goal of floor care and persistently drive toward
this standard, the total work expended may be no greater than a lower stan-
dard. A high standard, maintained by unswerving daily work, will often
reduce the need and frequency of upgrading jobs such as stripping, rewaxing,

scrubbing, and the like.

1. Clean all floors at least once each day with a treated dust mop.
Use a floor brush in heavily soiled areas such as shops, then
dust mop. Dust mops should be treated with a non-oily mop

dressing.

2. School corridors should be dust mopped after school begins in
the morning, after lunch, and after classrooms are cleaned in
the evening. Also, run the dust mop after any large groups
have entered the building, bringing in dust or dirt.

3. Heavy wet soil may be removed with brooms, mops, or wet
vacuums, depending on situations.

4, Clean entrance mats frequently.

5. Remove gum and related deposits of soil with a putty knife.
The good custodian should have his putty knife in his pocket

at all times.

18




LIGHT MOPPING
If the floor has been thoroughly cleaned, sealed, and waxed, the daily
| cleaning and spot work becomes much easier. All the hard work of strip-
ping and refinishing the floor is never lost and will repay the custodian many
times by reducing routine cleaning work.
Getting ready to mop a small area is often half the job. The custodian
: who has good organization and methods in storing his equipment and supplies

will reduce the total work load greatly by eliminating the many unneeded

trips to and from storerooms.
To remove soil accumulated in heavily used areas which the daily dust
mopping will not remove, clean as follows:

1. Assemble Equipment:

Mop bucket and wringer (2) Counter Brush

Mops, wet (2) Putty Knife

Dust Mop Detergent, general purpose
Dust Pan Floor machine and buffing pad

Measuring cup
2. Apply Solution:
Mix and apply a mild to medium strength solution. Too strong a
mixture will increase the work by removing some of the protec-
tive finish.

Always mix solutions accurately.

SEE USING THE WET MOP

»
L ]

Remove solution with vacuum, or mop if the area is small.
4. Rinse:

Rinse the area thoroughly. Any remaining cleaning solution
will create more work.
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Pick up rinse water with the vacuum or the rinse mop,
area is small.

5. Buff the floor when the area is drvy.

6. Care for Equipment:

Wipe floor machine and store. See STORAGE OF EQUIPMENT.

Wash buffing pad as needed.
Rinse and wipe buckets and wringers.

Wash and rinse mops, fluff the heads, and hang up.
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USING THE WET MOP

This procedure may be used when
applying liquids such as strippers, cleaning
solution, sealers or floor finishes.

& |
pf —— I
/ C\\______,__‘___._____\ l. "Lay off'' the room or

) area. Avoid getting
T materials on baseboards,
e walls and furniture.

2. Start mopping along one side,
(see 2 above). Use the ''figure

D 8" stroke. Flip mop over fre-
— D
—

quently. Avoid splashing or
splattering. Workman walks
backward.

“'j 3., Start a new 'land" and repeat
Step 2.

4. Continue until area is finished.
As wide

as workman can

comfortably reach

with easy strokes
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STRIPPING A FLOOR

A thorough cleaning involving the complete removal of all old finish is
called "stripping.' This operation should be done not less than yearly in
all areas of the school and several times in corridors and much used areas.

Stripping is a thorough scrubbing process that removes not only the

soil but all floor wax as well. On floors that have not been sealed, strip-

ping will remove all wax and soil down to the bare floor. When stripping a
sealed floor, the sealer will not normally be removed.

Stripping differs from machine scrubbing in two respects. When strip-
ping a floor, a '"wax stripper' is used that has the ability to remove waxes

and synthetic finishes. When stripping, we want to remove all wax and soil.

When scrubbing, we do not want to remove floor finishes or waxes but merely

to clean the floor. For scrubbing, a general purpose detergent would be used

rather than the stronger stripper. After scrubbing, itis often necessary to

apply a coat of wax because the scrubbing plus heavy traffic would have worn

the wax away.

In preparing to refinish a floor, all furniture should be removed from

the room or pushed to one side. Stripping can best be done as a three-man

operation. The needed equipment and supplies should be assembled and the

room swept and dust mopped.

1. Assemble equipment and materials needed:

Floor machine with scrub brushes or steel wool pads or abrasive pads
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Pad Holder Floor Brush
Wet/Dry Vacuum Dust Mop

Mop Buckets (2) Counter Brush
Mop Wringers Dust Pan

Wet Mops (2) Stripping Solution
Steel Wool Hand Pads Measuring Cup
Putty Knife Overshoes

. Mix Stripping Solution

Don't guess at proportions. Mix all solutions exactly according to
an expert's instructions or the manufacturer's recommendations.
Use a measuring cup whenever mixing solutions.

. Apply Solution

Apply the cleaning solution liberally to the floor, but don't drown

the floor.
Apply the solution to an area that can be scrubbed without drying

during the cleaning operation, about 200 square feet.

. Scrub

Move the machine slowly but without stopping.
With practice, the machine may be used to move the cleaning

solution along the floor.
For hard to remove spots, heel the machine, This will put more

pressure on the pad.
Wash scrubbing pads periodically before they become clogged with

soil and old wax.
Hand scrub the areas the machine cannot reach. Use steel wool

or a piece cut from an old abrasive machine pad.

. Pick Up the Solution and Soil

Use a wet/dry vacuum or a floor squeegee and pick-up pan.
Do not allow the solution to dry on the floor.

Rinse Thoroughly

Use large, clean mop and clean water.
Rinsing is a diluting p-ocess and cannot be done well without
adequate water and mopping action.
Keep rinse water clean.
Pick up rinse water with the vacuum, squeegee and pan, or mop.
A rinse mop should be used only for rinsing.
Any cleaning solution left on the floor will result in a poor finish
and more work for the custodian.
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Dry the Floor

Allow the floor just stripped and cleaned to dry completely.
Keep traffic off the area until completely finished.

Is the Floor Clean?

It is definitely a waste of time, labor, and materials to attempt to
apply a finish to a dirty or improperly cleaned floor. After the
above stripping operation, the custodian should take several steps
to determine if the floor is really clean. He should look carefully
for shoe marks and rubber burns, chewing gum, paint or ink
drippings, etc. The edges of the floor area should be examined
for wax build-up. All the old finish should be removed. Rubbing
an area with a clean steel wool pad should indicate presence of
old finish. Spot clean any remaining soil and old finish and rinse
thoroughly. Failure to rinse well with clean and frequently- changed
rinse water will contribute to future troubles.

Care for Equipment

Floor machine - Wipe machine and cord. Remove brushes and pads.
Coil the cord and store the machine. Never store with the machine

resting on the brush or pad.
Rinse brushes and pads and store properly.

Wet/Dry Vacuum - Empty the tank, rinse it, and wipe inside and

out.
Wipe machine power unit and cord. Wipe all accessories.

Put the motor back on the tank, fasten it, and run the motor for
three minutes. This will remove moisture from the motor.

Mop Buckets - Empty, wash, and rinse mop buckets and wringers.
Wipe dry and store properly.

Mops - Wash, rinse, squeezé out water, fluff the mop head and
hang up to dry. Rinse wax mops immediately after use.

Dust Mops - Brush the heads with a stiff bristle brush and hang up.

Floor Brushes - Shake well. If wet or dirty, they may be washed,
rinsed, and hung with the bristles down to dry.

Clean other equipment and materials and store in an orderly manner.

A custodian is judged by the way he cares for his equipment and

materials. Keep things in a particular place.
A PLACE FOR EVERYTHING - EVER YTHING IN ITS PLACE.
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SEALING RESILIENT AND MASONRY FLOORS

Szaling is the first step in applying a floor finish, assuming the floor is
thoroughly clean and free from any old finish and dirt. A sealer is to a
floor finish what a primer is to house paint. A sealer prepares the floor
for future coatings by sealing and filling the pores and joints. This will give
more depth to finish coats and aids in future cleaning by separating the floor
from the dirt, scuff-marks, and dirty and worn wax. A good sealer, pro-
perly applied, should repay the custodian many times by making cleaning and
rewaxing easier.

In selecting a sealer, one should purchase a sealer designed for the
floors on which it will be applied. A water emulsion sealer may be used on
masonry floors and resilient floors. A sclvent sealer may be used only on
masonry floors. Solvent sealers may not be used on soft materials such as
asphalt, vinyl and rubber. Sealers for wood floors are of another type and
are discussed elsewhere in this manual.

The equipment and methods of applying resilient floor sealers and masonry
sealers is very similar in method and are, therefore, jointly considered in
the following procedures.

A sealer is valuable in areas where frequent wet mopping or scrubbing is
done. The scrubbing and mopping will remove some of the water emulsion

waxes and synthetic finishes, but sealers are not as easily removed.

25
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Sealers are valuable in reducing dusting problems on masonry floors.
They help to prevent water, soil, and cleaning solution penetration into the
floor.

Sealers should not be applied indiscriminately or frequently. Some
authorities suggest that a coat of sealer properly applied in a thin coat to a
clean floor might not need to be repeated for a long time, if at all. There
are some resilient floors being kept in good condition without a sealer. All

terrazzo and concrete floors should be sealed soon after installation.

PROCEDURE:

1. Prepare for sealing
The floor must be clean and dry.

2. Assemble needed equipment and materials

Mop bucket and wringer, clean
Mop, wet, new or clean
Sealer, Terrazzo

or
Sealer, resilient floor

3. Apply the sealer. Follow manufacturer's instructions.

Dip the mop in water and wring dry (water emulsion sealers.)

Saturate the mop or applicator in sealer and wring lightly.

Apply the sealer lightly and evenly. Feather the laps.

Take care not to get sealer on baseboards, door frames, and furniture.

4, Let the sealer dry.

Apply a second coat, if needed, on dried out or porous floors.

(9]

6. Care for equipment

Clean equipment with the proper solvent or thinner when using
solvent sealers. (See manufacturer's instructions.)
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" Clean equipment with water when using water emulsion sealers. !
: Wash mop immediately, shake out, and hang to dry.
? Keep this mop for applying sealer only.

Clean buckets and wringers
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APPLYING WATER EMULSION FLOOR FINISH

This discussion refers to and includes these water emulsion floor

finishes commonly called floor waxes. They may be true carnauba waxes

or synthetic waxes. There are several finishes which fall in this broad

category and each may have slightly different recommendations and applica-

tion instructions by its manufacturer.
The school custodian should have good results from either type finish

if it is a good quality product. The manufacturer's instructions should be

consulted.

The custodian will find the carnauba waxes should be buffed after each
coat is applied. The synthetics usually should not be buffed until they have
dried for a few days.

These water emulsion finishes may be applied to most all floors nor-
mally found in schools, except gym floors.

PROCEDURE:

1. Prepare for waxing
The floor should be clean, dry, and sealed.

2. Assemble equipment and materials:
Mop bucket and wringer, clean.
Mop, wet, clean.

Floor finish.

3. Apply the finish

Dip the mop in water and wring dry.
Dip the mop about two-thirds into the wax and wring lightly.
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Apply the wax lightly and evenly over all the floor except the few
inches next to the walls and under lockers and permanent furniture.
See NOTE below:

Follow the methods shown on USING THE WET MOP.

4. Let Wax Dry

If a carnauba wax finish is used, each ccat should be buffed.
If synthetic finish is used, buffing each coat is not recommended.

5. Apply Second Coat

Apply the second coat to within three or four inches of walls and
permanent furniture.

6. Let Wax Dry
Buff if needed, See Step 4
7. Apply Third Coat

Apply third coat up to walls and permanent furniture. Keep wax
off woodwork and furniture. Wax may be used on masonry corge
or base.

8. Let Wax Dry

Buff carnauba waxes after drying.
Buff synthetic finish after a few days.

9. Care for Equipment

Wash, dry, and store buckets and wringers.

Wash and rinse the wax mops. Wring it dry, fluff the head, and

hang it to dry.

Use it only for waxing.

Do not put any unused wax back in the container with good wax.
NOTE: To avoid excess wax build-up, taper the thickness of wax near walls
and permanent furniture. The first coat should stop six or eight inches from

walls. The second coat should lap over the first to within three or four inches

of walls and the third coat should be applied up to the walls. No wax need be
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Never allow the wax mop to touch walls and
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wax may become discolored.
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DRY CLEANING A FLOOR BY BUFFING

This is a good method of cleaning and brightening a floor that has a
wax finish. When the floor machine is used to dry buff a waxed fleor, the
dirt is loosened and the wax is redistributed to help cover scuffs and
scratches. Much of the success of this operation depends on the quality and
depth of the existing wax coating.

The custodian should schedule this operation periodically. Dry buiffing
every month or so will extend the life of the floor finish and help maintain
the appearance. Buffing will decrease the need for wet mopping.

EQUIPMENT AND MATERIALS NEEDED:

Floor Machine
Buffing Pads
Dust Mop

PROCEDURE:

1. Dust mop the floor to remove loose soil
2. Damp mop

Damp mopping will remove much soil and also leave the
floor slightly moist, which aids buffing

3. Buff floor with floor machine
Heel the floor machine to remove shoe marks

4. Dust mop the floor to pick up loosened soil or wax
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5. Carec¢ for Equipment
Wipe and store floor machine
Hang buffing brush
Wash buffing pads and store
There are times when traffic wear and spot mopping will remove or
wear the finish to the point where additional wax is desired but not to the
extent where a complete refinishing is advisable. Foyers, entrances, and
corridors which receive heavy traffic and soil often become dull and lack a
protective wax film. This situation calls for ""spot finishing'' or ''spot
waxing. "
EQUIPMENT AND MATERIALS NEEDED:
Wet Mopping Equipment
Mop, mop bucket, and wringer (for wax)
Floor wax
Buffing machine (when available)
PROCEDURE
1. Clean the area

Wet mop the area
Clean more than just the area to be waxed

2. Apply a wax
Apply a thin coat of floor wax to worn area. Do not apply wax
unnecessarily to unworn areas as this may contribute to wax

build-up. Feather the edges of the area waxed.

3. Buff the Area
Buff the newly applied wax and the surrounding area.

This will help blend the spot with older finish.
See manufacturer's instructions for the waiting time before

buffing.
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Care for Equipment

Wipe floor machine and store

Wash pads and store properly

Wash and rinse wax mop. Fluff the head and hang up
to dry

Rinse buckets and wringers, wipe dry
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SPRAY WAXING

This method of floor care is popular with efficient custodians who wish
to keep their floors looking nice. Spray waxing is a good technique for
keeping heavily used areas in good condition. Itis fast and involves a
minimum of equipment. The custodian needs only a small sprayer, pre-
ferably one that can be operated with one hand. A spray waxing attachment
may be purchased for the floor machine.

Spray waxing is not only a method of applying wax to needed areas, it
is a cleaning technique also, and is sometimes called spray cleaning. The
spray mist softens the soil and existing finish, and the buffing pad removes
soil as it spreads and buffs the newly applied wax.

This technique of floor care is especially good in such places as door
ways, around heavy furniture in offices, walkways, and is especially used
in large areas by experienced custodians.

EQUIPMENT AND MATERIALS NEEDED

Floor machine equipped with buffing pad
Sprayer
Wax and water solution (50=5€)

1. Dust mop the floor

2. Spray a light mist over a small area of 5 to 10 square feet, or less

3. Buff the area

Buff the area without waiting for the wax to dry

34
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If the floor machine can be handled with one hand, the mist
may be applied with the other.

Heel the machine to remove shoe marks.

The buffing pad should be turned over as it becomes loaded

with wax and dirt.
Spray another small area and buff

Continue the spray and buff operation until the job is finished.

Care for Equipment
Wipe the floor machine and store.

Wash the buffing pad and store.

Wipe the sprayer. The wax need not be thrown out as is the case
in other methods of wax application, since the wax has not become

contaminated.
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CARPET CLEANING

Carpeting is being increasingly used in schools. The acoustical

advantages of carpeting is creating much interest among school planners
and builders. The installation cost and upkeep factors are also the cause

of much concern and controversy. The custodian will play a major role

in any success of carpeting in schools.

The school custodian will need to understand carpeting and carpet
cleaning. New equipment and materials used in carpet care are being
developed rapidly, and with these come new methods and techniques of

usage. The custodian must seek current and up-to-date knowledge as

these new materials come into his occupation.

Daily care of carpets will require spot cleaning and vacuuming.
Vacuuming will be the daily care with spot cleaning being done as needed.
Spills and stains should be quickly blotted with towels to remove as much
as possible, then a rag dampened with detergent solution may be used to
remove the remainder. A damp cloth should be used to rinse the deter-

gent. Stain removing kits are available from supply houses which will

be helpful in carpet care.

An up-right carpet vacuum 1is needed for daily carpet care. The

vacuum needs to have some type of agitating or brushing action which will

aid in cleaning and loosening soil and will, also, straighten and lift the

carpet pile.
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A method of annual cleaning is the shampoo method. This requires
a shampoo machine or an attachment for the existing floor machine.

The shampoo is contained in the tank on the machine handle. It flows
through the machine housing onto the shampooing brush. The shampoo

is quickly changed into foam as it runs onto the revolving brush. The
shampoo is not to be permitted on the cé.rpet in its liquid state as it may
damage the carpet by wetting. The foam or lather does the cleaning as

the brush revolves on the carpet. Heretofore, it has been recommended
that the lather and soil should be picked up with the wet/dry vacuum as

soon as possible. This was best done with a man on each machine so that
vacuuming could be done close behind the shampooing. Newer and higher
quality shampoos have reduced the need for immediate pick-up with the
vacuum. After shampooing, the pile of the carpet should be ''set' or
straightened with a pile setter or stiff brush. The carpet should be allowed
to dry completely before allowing traffic or furniture on it. When dry, it
should be vacuumed with the upright vacuum. The custodian should request
a demonstration in the use of shampoos and shampooing equipment before
attempting it.

Another means of periodic cleaning is done with a dry cleaning or
powder cleaning method. This involves the use of a solvent-saturated
powder which is sprinkled over the carpet, brushed into the pile, and re-
moved with the upright vacuum. This method has been recommended for

smaller areas rather than complete over all cleaning. The supplier's
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OIL TREATING OLD LINOLEUM

If linoleum floor has been exposed to strong alkali cleaners, it may .
show signs of drying, brittleness, cracking, and edge curling. These
symptoms indicate that alkali has attacked the linseed oil in the linoleum.
The following procedures improve the condition and appearance somewhat:

1. Strip the area of all wax, sealer, and soil.

2. Apply a coat of hot boiled linseed oil with a mop or lamb's
wool applicator.

3. Remove excess linseed oil after two or three hours.
4. Repeat with another coat of oil if necessary.

5. Keep traffic off the linoleum for several hours until
drying is complete.

6. When thoroughly dry, finish as usual.
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PROTECT FLOORS AND FURNITURE WITH

PROPER GLIDES, CUPS, AND CASTERS
Rubber

All light furniture such as student tables, chairs,
. Chrome
and tablet-arm chairs should be equipped with flexible ~ Plated
—_— Steel

glides large enough to prevent indentation of resilient

floors.

For large furniture, use large glides or rubber or

plastic cups. The weight of furniture will determine

the size of protective cups. A teacher's desk needs a

minimum 1-1/2'" glide or larger. A cup would be better

if the desk is not moved daily.

Movable furniture which must have casters should

quipped with large rubber casters having a wide Wide bearing
\ surface 1s

be e
bearing surface. desired

Avoid caster, glides, dome -headed nails, and caps >\

which have small area contact with the floor, as shown below.

The greater the area contact with the floor, the less friction,

wear, and floor damage will occur.

Insufficient Contact with the Floor
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"SANDING A WOOD FLOOR

This outline of the procedure for sanding floors is not meant to

recommend that custodians should take over any of the responsibilities

of the maintenance departments. There are many old wood floors which

are rough and hard to clean that should be sanded and refinished. Cus-

todians may be called upon to do this, or help do it, as part of their summer

cleaning program.
MATERIALS NEEDED:

Floor sander, drum type, about 8'" width, with dust bag

Paper, floor sanding (always use open coat paper when sanding
an old finish), 2-1/2 grit; 1-1/2 grit, 1/2 grit, 2/0 grit

Floor edging sander, 6' disc, and paper
Floor brush
Scraper, wood, hand
Hammer, claw
Nail set, 3/32
Vacuum cleaner
Plastic wood filler
1. Prepare the floor
Remove any furniture
Remove zll scraps, dust, and dirt

Set nails that are showing
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2. Sand the floor with 2-1/2 grit paper

If the floor is in good condition, the 2-1/2 grit paper may be

omitted.

3 Sand with the grain normally. Diagonal sanding is often used
on rough and uneven floors.

Keep the sander in motion at all times the sandpaper is touching

the floor.

e ) . .
Maintain a slow and even motion.

Sand about half the floor from one direction then reverse
position and sand the other half.
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3. Inspect the progress

Examine the floor carefully for the high spots or skips. If any are
found, go over these areas to even them up.

If any sander groovesjor dips are seen, it is because of improper
operation. The operator must have the sander in motion when the

sanding drum is lowered or raised.
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10.

11.

12.

Sand the floor with 1-1/2 grit paper.

Proceed as in Step 2.

Sand the floor with 1/2 grit paper.

Sand edges and corners with floor edger and coarse paper.

Avoid cross-grain scratches as much as possible.
Scrape corners and around door jambs with a floor scraper.

Fill all dents and holes and over nails.

Remove all dirt and dust from holes and dents.

Fill any dents and holes and over nail heads with plastic wood
filler. Most crack fillers or plastic wood materials shrink as
they dry, so an allowance must be made for this shrinkage.

Large holes over a quarter inch in depth should be filled in
layers with drying time in between. Allow these materials to

dry before proceeding.

Sand the floor with drum sander and 2/0 paper.
Sand edges and corners with edger.

Sand edges with edger and 2/0 discs.
Scrape hard-to-get-to places with wood scraper.

Clean the floor with a vacuum.

Clean equipment.

Select finish to be used, penetrating sealer or surface sealer.
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FINISHING WOOD FLOORS- -Penetrating Finish

3 The penetrating sealer finish is intended for use on all wood floors

4 except the gymnasium. After this penetrating finish is applied, the floor

b should be waxed and maintained with about the same methods used on

£ .
] other classroom and corridor floors.

This procedure applies to new floors or old floors, provided each has

been properly sanded smooth and are clean and dry. All nails have been
; set below the surface about 1/16 inch. All dents, holes, and nail-head ‘
holes should have been filled with a plastic wood filler, allowed to dry, ;
and sanded smooth. |
4 %
A non-glossy surface for
classrooms and corridors.
; Pores are sealed with thin
Z coats of wood floor sealer.
. i

i
MATERIALS NEEDED:
Vacuum Paste wood filler
3 (for oak and open-
Lamb's wool applicator grain floors)
5
Shallow Pan Mineral Spirits
4 Floor Machine with Steel Wool Pads Oil Stain, if needed
) Sand paper, 2/0 Paint brush, large ‘
4 Burlap, excelsior, 4
4 or coarse rags g
]
e 44 ]
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1.

™)

Clean the floor.

Inspect the floor for holes, dents, marks.
Avoid wearing shoes that mark floors.
Clean the floor with a vacuum.

Apply a thin coat of sealer.

The sealer may need to be thinned 50% to 75%. See the
manufacturer's instructions,

Apply sealer with lamb's wool applicator and shallow pan.
Apply sealer with the grain of the floor.

Let dry thoroughly.

Sand lightly.

Remove rough grain and dust that has adhered to the sealer
by sanding lightly or by using a floor machine and steel wool

pads.
Remove dust with a vacuum.
Apply paste wood filler to open grain woods.

Paste wood filler is needed only on open grain woods such as
oalk. Paste filler is not needed on maple and pine floors.

Mix the filler toc a consistency of cream. Use mineral spirits
as a thinner.

If the floor is somewhat dark, or has been stained, some o0il
stain should be added to the filler to make it match the floor.

Apply the filler across the grain.

Apply the filler to a small area about 25 square feet at a time.
Watch for the filler to turn dull and streaked, then rub it off
across grain with burlap or coarse rags. Filler is difficult to

remove if allowed to dry on the surface. Filler belongs in the pores
and cracks, not on the surface.
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6. Apply sealer, second thin coat. :

3 §

4 Inspect filler application. Sand out any streaks. Remove the dust. 3%

3 2

Apply a thin coat of sealer as before. 3
Let dry thoroughly. ‘
4 7. Sand lightly. i
|
é After the sealer is thoroughly dry, sand lightly with fine sandpaper, |
e about 2/0, or with a floor machine and steel wool pads. .

8. Apply a third thin sealer coat.

9. Apply floor wax.

After sealer is thoroughly dry, apply two coats of floor finish.
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FINISHING WOOD FLOORS--Surface Sealer or Gym Finish

\. ' / A glossy surface film
built up of several coats

of wood floor sealer.

This deep surface finish is used on all gym floors and sometimes in

other areas. Itis not as desirable in classroom areas as is the penetra-

This procedure applies to new or old wood floors that have been sanded

* smooth, are clean, and thoroughly dry. All nails should have been set

below the surface about 1/16 inch. All dents, holes, or nailhead holes

should have been filled with plastic wood filler, allowed to dry, and sanded

smooth.
MATERIALS NEEDED:
Sealer, surface type (high solid content)
Applicator
Shallow Pan
Vacuum Cleaner
Floor Machine and Steel Wool Padé
Sandpaper, 2/0

Thinner, sealer
(see manufacturer's instructions)
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In addition, the following will be needed if the floor is an open-grained

wood, such as oak:

1.

2.

Paste wood filler
Large paint brush
Burlap or coarse rags

Mineral spirits

Clean the floor.

Inspect the floor for holes, dents, marks, improper sanding, etc.
Avoid wearing shoes that mark the floor.
Clean the floor with a vacuum.

Apply a thin coat of sealer.

Thin the sealer 50% to 75% (see manufacturer's instructions).

Apply the sealer with lamb's wool applicator with the grain.

Let dry thoroughly.

3. Sand lightly.

Sand the dried sealer coat with fine sandpaper or with the floor
machine and a steel wool pad.

4. Clean floor with vacuum.

5. Apply paste wood filler to open grain woods.

Paste wood filler is needed only on open grain woods, such as oak.
Paste filler is not needed on maple and pine floors.

Mix the filler to a consistency of cream. Use mineral spirits as a

thinner.

If the floor is somewhat dark or has been stained, some oil stain
should be added to the filler to make it match the floor.

48

T S CVFERCI Y WO AR AT A ST

NGk § PR

3




AT o e o s

AR e SR
SE v

L

e eIV I VRARS NI AT SRR VA

" v
TR st ittt

e,

Apply the filler across the grain.
Apply the filler to a small area of about 25 square feet at a time.

Watch for the filler to turn dull and streaked. Then rub it off,
across the grain, with burlap or coarse rags. Filler is difficult
to remove if allowed to dry on the surface. Filler belongs in the
pores and cracks, not on the surface.

. Apply sealer, surface coat.

Apply a sealer designed for surface finishes, such as gyms.
This sealer should have a higher solids content than a penetrating
finish. Less thinner is used than with penetrating finishes--see

manufacturer's instructions.

Let dry thoroughly.

. Sand lightly as in Step 3.

. Apply sealer, second surface coat.

Apply as in Step 6.

NOTE: If court markings are to be applied, such as in a gym,
they should be painted on before the last coat of sealer.

. Sand lightly, if there is to be another coat of sealer.

. Apply sealer, third surface coat

Apply as in Step 6.

This coat may be omitted if an adequate finish has been obtained with
prior coats.
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REFINISHING WOOD FLOORS--Sealed Finishes

When considering the possibility of refinishing a wood floor, one must
evaluate the existing finish and floor condition to determine if the old finish
should be entirely removed. If the old finish is worn and the floor has be-
come stained, worn, and damaged, a complete refinishing beginning with ‘
sanding probably is the best solution. In this case the procedure outlined
P in SANDING A WOOD FLOOR should be followed. After sanding, the pro- |
cedure for a Penetrating Finish or Surface Finish should be followed.

Should the existing finish show worn spots and traffic streaks but the
wood floor itself is in good condition, a more economical method of re-
conditioning may be to clean the surface and apply more sealer and finish
coats. In this case, the following procedure should help.

1. Remove furniture and equipment.

2. Clean the floor.

All old wax and soil must be scrubbed from the floor.

i
H
!
-
!
§

In general, follow procedures recommended for STRIPPING A FLOOR.
Be cautious with the excessive use of water on wood floors.

Scrub the floor with a floor machine and steel wool or abradant pads.
Pick up all soil and cleaning solution and rinse well.

Dry the floor thoroughly.

3. Examine the floor.

Determine if the floor is sufficiently cleaned. Repeat the scrubbing

if needed.
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3 If water has touched bare wood, the grain may have been raised.
This will require a light sanding in these places.

T

A floor machine and steel wool may be adequate; in which case,
go over all the floor area to remove gloss and roughness.

Aa Gt

4. Clean the floor with a vacuum.

o
(81
.

Apply the new finish.

Choose a penetrating finish or a surface finish and follow the
procedures stated under FINISHING WOOD FLOORS--Penetrating
Finish or FINISHING WOOD FLOORS--Surface Finish.
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REFINISHING OR REFURBISHING OIL-TREATED WOOD FLOORS

It is a rather common desire of school personnel to eliminate oiled

floors. Itis also quite commonly believed that once the floors have been

oiled, nothing can be done to remove it. This is not necessarily true. A

resilient floor can be installed over the old floor by a competent flooring

contractor. This will involve a cost which will need to be considered in

light of the building value since most oiled floors are found in older build-

ings.

Some oiled floors have been sana and given a penetrating sealer

finish. The results are usually not a new floor appearance but certainly
an improvement. A thorough sanding may require more expenditure than

many schools wish to put forth.

A third, less expensive, method of eliminating the oil problem is to
scrub or strip the floor thoroughly and apply a penetrating sealer. Some
flocr care experts recommend this method for schools. The procedure
here is nearly the same as for stripping a resilient floor finish, with some
minor exceptions. Schools having oiled floors should try this method of

refinishing. It should be done early in the summer cleaning program.

EQUIPMENT AND MATERIALS NEEDED:

Floor Machine Mop buckets and wringers (2)

Abradant stripping pads Wet mops (2)

Steel wool pads, coarse Wood scraper
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Wet/dry vacuum Scrub brush

Steel wool Stripping solution

Penetrating sealer Wax applicator

Shallow pan Sealer thinner
PROCEDURE:

1. Remove furniture from the room.
2. Apply stripping solution.
Mix a strong stripping solution.
Keep water to a minimum but not skimpy.
Apply solution to a five-foot strip across the room.

3. Scrub thoroughly.

With a floor machine and a coarse steel wool or abradant
stripping pad, scrub the floor.

4. Pick up solution.
Remove solution with a wet/dry vacuum.

Don't allow solution to stand on a wood floor after scrubbing any
longer than necessary.

5. Repeating scrubbing procedure on other strips or ''lands"
until the room is completed.

6. Clean up the corners and edges with floor scraper, steel wool,
and scrub brushes.

7. Repeat entire procedure over entire floor.
This amounts to a double stripping operation.

8. Let floor dry over night.
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. Examine floor.
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10.

11.

12.

If the presence of oil is still noticeable, another scrubbing is
needed. More than likely, three scrubbings will be needed.

Repeat a complete scrubbing, if needed.

A waiting period of a few days between final scrubbings will
allow oil that is down in the wood to rise to the surface where

it may be scrubbed away.
Let floox dry.
Provide good ventilation and allow ample drying time.

If after drying, the wood shows raised grain (feels like whiskers),
a floor machine with coarse pad should be used.

Apply penetrating finish.

Follow instructions given in FINISHING WOOD FLOORS-PENETRATING
FINISH.

After two or three thin coats of penetrating sealer, the floor may be
majintained as soft tile floors.

54




o

33
B
;.\
>
3
-
<
%

MAINTENANCE OF THE GYMNASIUM FLOCR

Although the gym floor is just another hardwood floor, the process of
maintenance is somewhat different from hardwood classroom floors. The
gym floor is finished with a surface sealer and does not have a protective
wax coating. The surface sealer provides an elastic gloss film that is slip
resistant but will scratch and wear under heavy traffic. The area of the
floor that receives the most use will suffer the most wear and will require
resealing in such areas as the wear becomes apparent. These worn areas
should be cleaned with a mild detergent and allowed to become thoroughly
dry before being resealed. After the sealer is dry, the area may be lightly
buf fed with fine steel wool to make the resealed area blend with the rest of
the floor. If two coats of sealer are used, the area should be buffed with
fine steel wool between the coats of sealer. If the worn areas are properly
maintained, the entire floor will seldom need to be resealed.

The improper practice of resealing the entire gym floor at regular
intervals causes a heavy huild-up of sealer over the light traffic areas.
This practice, along with the tendency to seal over soil or dirt, causes the
floor to become spotted, dark, and unsightly. This dark surface film can be
removed by sanding, which reduces the life of the floor, or by stripping the
sealer from the floor by a chemical remover. The non-flammable type
chemical remover is much safer to use and does not reduce the life of the
floor. The remover should be applied in small areas and the old finish

removed by a steel wire brush under the floor machine. Sawdust spread
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over the stripper will assist in the removal process and simplify the cleaning.
Clean each area thoroughly and sweep up all residue before resealing.

If gym floors need sanding, see SANDING A WOOD FLOOR. Then apply
the finish as described in FINISHING WOOD FLOORS-SURFACE SEALER OR
GYM FINISH.

It is not recommended that custodians do a complete refinishing of a
gym floor, whether it be by sanding or chemicai finish remover (commonly
called varnish remover). This should be done by flooring contractors or
maintenance departments.

Daily cleaning of the gym floor should be done with a treated dust mop
which should be laundered frequently. No chemicals should be used or
sprayed directly on the floor, nor should additional agents be applied over
the finished surface sealer. If the gym floor is in constant use, it should be
cleaned with the treated dust mop several times a day or following each gym
class or activity. It may be necessary to damp mop the gym floor occasionally
or even to scrub the entire area. Only mild soap or detergents should be used
in this cleaning process, and excessive moisture should be avoided. Cleaning
and rinsing solutions should be in separate mopping containers, and separate
mops used therein. Clean only a limited area at one time, and complete the
process before moving to another area. If the gym floor has been properly
finished and is properly maintained by these simple suggestions, it will be no

more difficult to maintain than any other hardwood floor area.
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RESTROOM CLEANING

No single area of the school plant reveals the nature of the custodial .
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program more readily than does the restroom. The remainder of the school

plant may reveal excellent custodial service; but if the restroom area reveals

107 K S P

neglect, the total program may be severely criticized. Such criticism may

P

33
o
%

be unfair to the custodian as pupil supervision is a major factor in maintain-
ing a clean, orderly restroom. Restroom sanitation thus becomes an adminis-
trative, as well as custodial, problem.

The proper care of the restroom area involves methods and materials,
but these alone are not the answer to the problem. The answer involves fre-
quent cleaning and ventilation. Cleanliness may be achieved by complete
regular daily cleaning of all fixtures and soiled areas with a good detergent
solution which contains a germ and bacteria killing agent. Particular care
should be used in cleaning the commode at the water line, under the lip or rim,
in the trap, and on both sides of the seat. Urinal traps usually build up a
heavy crust of crystals and dirt that become a source of bad odors. Urinal
traps and floor drain traps should be brushed out daily. All traps and drains
should be flushed with a hose at least once per week. Floors should be
mopped daily with the proper detergent. Harsh cleaning agents such as acid
solutions and abrasive powder should not be used for regular daily cleaning,
but only in extreme instances and with great care. A sponge is the most
effective cleaning tool for restroom service. Both the State Department of

Health and the American Medical Association advise against the use of deo- .
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dorants and disinfectants 2s being neither necessary or desirable. In most

b
b

cascs, it is found that deodorant blocks and sprays are used to cover up a

dirty restroom. CLEAN RESTROOMS DON'T SMELL.. therefore, perfumes

are not needed.

ection and service will be necessary if the restroom area is

RN SR

s

Frequent insp

The custodian should ins pect each restroom at

SRty

3 to be properly maintained.

regular intervals throughout the day and render necessary service as soon as

24

the need is apparent. Faulty or broken fixtures should be repaired or removed
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el advised promptly if their service is

immediately and maintenance personn
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required. Pupils tend to respect a clean, orderly restroom, but have little

PO

regard for one that is soiled and untidy. Inspection will probably reveal that
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f pupil supervision will be needed in some restrooms. The custodian will need

2oty

to refer this problem to the principal, as pupil supervision is not a custodial

function.
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The restroom should not be used for a dressing room, shower, locker

The only movable item allowed is a waste

,.,,
Fmsied
.

room, or for any storage purpose.

5
O I Ter

receptacle for paper towels, and it should be large, open-top, steel, me sh
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Mops, pails, brushes, ladders, etc. must nct be left in the 2

bt

type container.

5L

restroom at any time during school hours.
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The custodian should plan the restroom service so that it can be properly
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observed in the daily work schedule. He should develop methods and procedures

for servicing and cleaning the area so that daily or periodic cleaning services will »

be performed at the proper intervals and in a thorough and uniform manner. A 3
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maid should be on the cust~dial staff so that the girls and ladies restrooms

may be properly serviced during the day. Pupil health, public relations, and .

professional pride demand that the restroom service be of acceptable quality.

The excellence of this service has educational implications for habits and

23
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attitudes of the pupils. It may be of a positive or negative influence upon

their lives and thus offers an educational challenge to the custodial program

3 of the school.

DAILY RESTROOM CLEANING

thoroughly cleaned after each school day.

School restrooms should be
ked several times by the

During the day the restrooms must be chec
custodian and maid. :

Eah

MATERIALS NEEDED:

A e A R

2 Buckets Putty knife

SR oo l 20

: Sponge Plunger or plumber's friend

{
i
i
'

Rags, wet and dry 2 Mop buckets -

gt oo .
R AT AR kg A e 1

Y Detergent, sanitizing 2 Wringers

7 Abrasive cleanser 2 Wet mops
: i
£ . 3
2 Acid bowl cleaner Broom or floor brush o
‘
n v\‘
3 Long handle bowl brush Dust pan
Al 3

2
i
e
g
1

Rubber gloves Trash collecting bag

Mirror, small hand
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" 4 SUPPLIES FOR REPLACEMENT
0 Towels -
i :
o Toilet paper '
Hand soap ;|
d
} Sanitary napkins :
1. Remove waste
- |
< Collect all paper towels and trash. ;
K Empty waste cans. §
|

4

..
5

, .
teb e

Sweep floor

oo

u""

Sweep dry soil, paper, etc., from the floor.

3. Clean wash basins

v

See Wash Basin Cleaning.

S et
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4. Clean urinals
E ,
7 See Urinal Cleaning. ]
5. Clean water closets
See Toilet Cleaning. 3
4 | i
4 | 4
. 6. Clean walls and partitions |
§ 7. Clean mirrors and windows |
8. Fill dispensers
9, Adjust ventilation ‘
Adjust windows or mechanical ventilation as needed.
Always provide good ventilation in a restroom.
Maintain about 60 degree temperature.
k
10. Mop the floor ’{
See Floors, Wet Mopping.
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WASH BASIN CLEANING

1.

Wash basin

Dampen sponge with detergent solution.

Wash the basin inside, outside, and underneath.
Be sure to wash piping under basin.

Use abrasive cleaner for stubhorn stains and soil.

Do not use abrasive cleaner on chrome.

Do not use acid cleaner on sinks or wash basins at any time.
Rinse solution from basin

Rinse basin with a wet sponge or rag.

Wipe chrome with a paper towel or rag to polish.

Inspect for maintenance needs as it is being washed.
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URINAL CLEANING

NOTE: Do not use acid-type cleaners on urinals.

1. Wash outer surface of urinal
Wear rubber gloves.
Use sponge and sanitizing detergent solution.
Wash all the urinal, including metal plumbing.

Use abrasive cleaners when necessary
but not on chrome fittings.

2. Wash inside of urinal

Wash inside of urinal with sponge and detergent.

Be sure to wash thoroughiy the hidden surfaces

of the rim.

Use a small mirror to check cleanliness of

hidden surfaces.

3. Flush urinal

4. Wipe exterior

Rinse cleaning solution from the exterior with a

wet rag.

Wipe chrome with a dry rag or paper towel to polish.

5. Flush the urinal trap with a hose occasionally. .. where conditions
permit.
6. Pour one cup of the detergent solution into the trap... leave over-
at odor and soii

night. This may be done occasionally to comb
buildup in the trap.
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TOILET CLEANING

1. Flush toilet

5
RS A

Put on rubber gloves.

Look for stoppage, clogging, foreign objects, and maintenance |

needs.
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Use plunger (plumber's friend) if needed.

2 2. Force excess water from bowl

4
3 Force as much of the water over the trap as

o possible. Use the bowl brush and a rapid

. downward pumping action. A plumber's friend

may be used. This is done to reduce the
diluting of the cleaner to be added next.

G A ST

"
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3a. Daily, clean inside of toilet bowl with sanitizing

detergent solution.

el i,
AL e PN T

Follow this step for daily cleaning when a
4 thorough inspection reveals the acid cleaner
- is not needed. Excessive and unwarranted use

of acids causes pitting and corrosion of fixtures
'3 and fittings. Acids are extremely harmful to
cement, floor materials, and metals.
) (‘g?
’
\, J/
I Z
Spread the cleaner around the bowl under / N {) -
the rim. Scrub this area well with the I ( \ )
brush. Acid Q )
Cleaner * I\’

AL

R

3 Scrub the inside of the bowl with detergent
solution and a bowl brush or sponge. Scrub
: under the rim and into the trap.

3 3b. Weekly, clean inside of toilet bowl with
3 acid-type cleaner.

gl g

e ARtk
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3 Scrub the other surfaces inside the toilet
bowl reaching into the trap as far as possible.
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CAUTION: Don't allow the acid cleaner to

get on anything outside the bowl area. In case
of spillz or splatters, wash immediately with
water. The acid may be neutralized further

with soda.
4.  Flush the toilet i

While flushing, wash acid cleaner
from underside of rim.

Mirror

Rinse the bowl brush while flushing.

5. Inspect under the rim with a mirror

A major source of odor is the hidden
soil under the rim.

s

S

Repeat the acid cleaning if soil
accumulation is found.

6. Wash the exterior of commode

Wash all the water closet exterior
with sponge and sanitizing detergent
solution. Wash seat, seat hinges,

fittings, and water closet base. Pay 4
particular attention to the underside ;

of the seat,

SRR O S A T AR e 1 s
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1. Rinse and wipe exterior

Rinse the cleaning solution from
the areas washed with a wet rag

or sponge.

Wipe chrome parts with a paper towel
or dry rag to poilish.
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CLEANING RESTRCOM WALLS AND PARTITIONS
1. Clean walls and partitions .
Wipe with damp sponge or rag. Use detergent solution as needed.

Be sure to wash away any urine that may be on partitions or walls.

Use a cleanser for removing stubborn soil or stains.
2. Clean horizontal surfaces

With a damp cloth, wipe dust from the top edges of partitions,
tile nosing, window sills, dispensers, etc.

3. Spot cleaning

Remove finger prints, stains, and marks from doors, frames, and
walls with a detergent solution and rinse. If necessary, use
abrasive cleaner on a sponge.
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Rust will develop here

if not kept clean \
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CLASSROOM CLEANING

If there is a secret to efficient room cleaning, it would be ---- BE

SYSTEMATIC. Have the equipment and materials needed to do the job,

ion, and

have it organized to eliminate every unnecessary step and lost mot

how to use it. An inexperienced (and sometirnes even an experienced but

uninformed) costodian may use as much as 40% of his time in needless and

unproductive efforts to transport materials and equipment, looking for

things, or trying to figure out what to do next.

Just walking around in circles can be hard work but accomplish

nothing. One must be systematic and plan every routine task.

The following suggestions are aimed at helping the custodian develop

systematic methods. Fach school situation may require changes or modi-

fications. It is recommended that the following procedures be tried and

used until improvements are found.

MATERIALS NEEDED:

Maid's cart, containing the following items: )

P e ———

Dust mop, 16 to 24 inches, swivel head

Trash container, light weight, canvas, paper, plastic; may be
of disposable type

Dust cloth, treated

Rags, wet

o 3 U ATy o s enB S vt

Rags, dry

Detergent solution (pre-mixed in plastic spray bottle)

-
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Sponge
Floor brush \v %

Dust pan

Erasers, for exchanging {%
Chamois, for chalkboards only T

Chamois, for glass and mirrors i 5{))

Counter brush ; — ‘
Radiator brush @ @

Putty knife
Screwdriver, for preventative maintenance
WHILE DOING REGULAR WORK, THE CUSTODIAN SHOULD AILWAYS
BE WATCHFUL FOR MAINTENANCE NEEDS AND, ESPECIALLY, PRE-
VENTATIVE MAINTENANCE OPPORTUNITIES. HE SHOULD KEEP A PUTTY

KNIFE AND SCREWDRIVER IN HIS POCKET AT ALL TIMES AND OTHER

TOOLS NEAR AT HAND,

DAILY PROCEDURE

1. Remove waste
Empty pencil sharpener.
Pick up larger pieces of paper and trash.

Empty wastebaskets into trash container in corridor.

NOTE: For every dirty condition, such as wood shop, itis best
to brush off benches, sweep the flnor with a floor brush, collect
shavings and trash, and then clean another room while the dust

settles.
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2. Dusting

With a treated dust cloth, dust furniture, window sills, cabinets,

‘ desks, and other horizontal surfaces.
Dust high surfaces first, progressing to lower areas.

Put things back in their original place when necessary to

move them to clean.

3. Spot clean

Spot wash finger prints and soil from doors, furniture, and the
like with a damp sponge and detergent solution. Every custodian
should have a small spray bottle of detergent and a sponge ready

4

for spot cleaning.

4. Clean chalkboards

; Don't leave this to teachers and students. &
Wipe chalkboard with a dry chamois used only for chalkboards. ,
I; Wipe chalk tray with a damp sponge or rag.

Exchange clean erasers for dirty ones from one to five times a

week, depending on their use.

e e, S
Gk 3

5. Clean glass, sinks, etc.

L9

Wipe or wash glass and mirrors as needed.

L

LS TR

Damp wipe or scrub sinks as needed. (See Restroom Cleaning. )

A,

4 6. Dust mop floor

I e A T e R T

: Use a swivel-head dustmop, 16 to 24 inches.

Ty
£

the room to the farthest

ARy SR

Begin at the door, go around the edge of

3 corner.
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Work under furniture pushing dirt into aisles without lifting the
dust mop. Use a circular or figure eight motion. After cleaning
under a row of desks, mop the aisle. Proceed from aisle to
aisle, finishing at the door. When the dust mop becomes loaded,
push it through the door to corridor, lift it a few inches, give it a
sharp, quick shake. Frequent brushing with a stiff brush will

increase dust pickup.

Close windows and adjust shades

Set temperature controls, if needed

Rearrange furniture that had to be moved

Do preventive maintenance tasks
Make minor repairs and adjustments which can be done with tools.
Make a note of needed maintenance jobs which require more time,
tools, or materials, or which will need to be referred to the main-

tenance men. The custodian who simply tightens a screw while
doing his cleaning will prevent much more time and cost later.
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CLEANING CORRIDORS, STAIRS

The corridor by its very nature does not lend itself to a routine,
once-a-day cleaning as do classrooms and other areas. Most of the dust
and soil found in the rooms has been carried into the building through corri-

dors. Any dirt captured in entrances and corridors will not have to be

swept up later when it is much harder to reach. The following suggestions

outline necessary steps and offer time- saving measures that can be of great

help to the custodian.

1. Entrances

Place entrance mats at all entrances. They should be large
enough to be functional and constructed so as to collect as much
dirt as possible. A coarse fiber mat is very good, but any mat
used must be cleaned often. The more often it needs to be
cleaned and the more soil it contains, the more proof there is

that mats are doing a good job.

2. Corridor floors

Corridor floors should be cleaned with a large (about 48 inch)
treated dust mop at least three times a day; after school has
opened each morning, after lunch, and after rooms have been
cleaned in the evenings. Also, the corridor will need dust
mopping after any large group of people enter the building The
custodian who neglects these tasks should realize that dust and
dirt is never easier to remove from his building than when it is

on the corridor floor.

3. Corridor accessories

Doors. .. Entrance doors, including glass, should be cleaned
daily and may be cleaned while school is in session.

Windows. . . Windows need periodic cleaning and may be cleaned
during the school day.

Lockers. . . Lockers in corridors may be cleaned during the school
day, and many minor repairs they will need may also be done at

this time.
is time 20
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Spot cleaning

Many corridor items and areas lend themselves to cleaning during
the school day without interrupting classes. These include entrance
mats, doors, glass areas, some windows, lockers, fountains,
trash cans, light fixtures, walls and ceilings in some cases.

Trash cans should be the only movable item in corridors and should
be near, but not in, the lines of traffic.

Drinking fountains should be damp wiped two or three times a day.
It is very important to keep the bubbler properly adjusted.

Wet mopping and spot mopping is a frequent necessity. It should be
done promptly, and the area should be left as dry as possible for

the safety of children.

Preventative Maintenarce

Many, many minor maintenance jobs can be done in a corridor
during the school day. A good custodian is always on the look-

out for little jobs that can prevent big problems.
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CAFETERIA CLEANING

e

The care and cleaning of the kitchen and lunchroom areas require

-3

DsiA b

o kare’s i,
RIS

tive arrangements between the custodial and lunchroom personnel.

coopera
The local school administration will need to outline these arrangements in
light of the local situations so that good relations and efficient operation can
’ be maintained.
Generally, the kitchen area should be the reSponsibi}ity of the lunch-
room personnel. The custodian will need to extend assistance in several
2
ways. He should assume the responsibility for heating, lights and electrical
k items, water, sewage, and garbage removal.
Care of the lunch room area would, in most cases, be the respon-
sibility of the custodial staff. During lunch periods, a custodian should be
"‘ on hand to take care of spills and dispose of garbage and trash.
%(" After lunch or after school, as the case may be, the custodian should
g clean the lunchroom in a systematic manner. He should:
% 1. Damp wipe tables and chairs
E Stack chairs on tables if practical.
%ﬁ 2. Mop floor
K Wet mop or dust mop floor as needed.

Remove waste

Burn paper and trash.

Remove non-burnable trash and garbage from school grounds.

“,

Wipe drinking fountains

Spot clean walls and doors as needed.
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CLEANING THE AUDITORIUM

The auditorium area referred to in this topic is the traditional type
area with incliped floor, fixed seats, and a stage. The multi-purpose type
room is not identified specifically as an auditorium and is usually cleaned
in the manner of any other area having movable furniture and comparable floors.
Any area having fixed seats is a problem area for the custodian. This problem
has increased as schools have found it necessary to use the auditorium for
daily instructional space.

The methods and techniques for servicing the auditorium are not as well
standardized as are methods for servicing other areas of the school plant.

However, the following suggestions represent much experience and may be

helpful to many custodians:

1. Keep appropriate floor mats at all auditorium entrances.

2, Keep curtains drawn open to reduce their dust collecting area.

3. " Clean the floor area before dusting the seats. Tilt seats to up position.

4. Clean the floor of the seating area before cleaning side aisles.

5. Do not use strong cleaners or oily dust cloths on auditorium seats.

6. Sweep with small brooms or small dust mops.

7. Sweep from the back of the room toward the stage - not toward the =ide
aisles.

8. A portable vacuum unit with a long hose may be used to an advantage.

9. Use only mild detergent for wet mopping as strong cleaners will cause
rust.

10. Use clear sealer instead of paint on concrete floor of seating area.

11. Use only slip resistant wax on side aisles, and do not wax between the
seats. 73
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] 12. Faulty or broken seat parts should be replaced immediately upon

. discovery.

5 Safety considerations are of utmost importance in the auditorium.
o

Do not allow chains on any exits while the building is occupied. Aisles

and passageways must be free of obstruction at all times, and combustible

material must not be allowed to accumulate about the stage area. Stage

Ry B A T T T

wiring and lighting must conform to all fire and safety regulations, and

573 e Y S
A X i

stage fire extinguishers must be kept functional.
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WINDOW CLEANING

2
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The windows are the "eyes of the plant' and transmit light anc provide

2

ventilation. Windows must receive the care that enables them to perform
- A

their function properly. Any light obstruction such as dust, soil, curtains

" e
s st Lt

or shades tend to compromise the function of the window. Window shades

Fehyt et St

should not be installed on school windows until it has been established that

41
o

they are essential for light control.

T GRPIATE (RO

Window cleaning operations need to be scheduled for definite intervals

ks DR o

if they are to be progerly performed. More cleaning and dusting will be

XIRNIAL )

”

required for the inside of windows than the outside. R egular dusting with

Y
e

a dry cloth will reduce the amount of cleaning required on all inside glass

fhosreaTLAL

22ty

surfaces. A

SR 220

The location and type of windows are large factors in determining the

i

3 most satisfactory methods and materials to be used. Window cleaning can

s epraay” oty
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*

be a very hazardous operation if safety measures are neglected. Faulty

fogrn.

N R A

equipment, slick shoes, leaking containers and rotted window sash are 4

R

3

invitations to accidents.

PN o

‘ Speed is essential if the school windows are to be kept in satisfactory

i Hedaade

3 appearance. The skill or "wnack' of using a window squeegee will increase

T ———

R A

iy
3 speed and ease of window washing.

EYwD
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In selecting the best cleaner for windows, it must be remembered that

e

e

o
i

glass cannot absorb any soil, and, thus, the soil or dirt that one sees on

i

j windows is only on the surface. Most dust and dirt accumulations may be .
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removed with water, but the presence of some grease, oil, fumes, etc., in

the air make it desirable to add a small amount of grease-cutting cleaner.

One tablespoon of strong ammonia per gallon of warm water or one-half

tablespoon of trisodium phosphate per gallon will make an efficient and very

economical cleaner. Commercial window cleaners are available. Some

contain alcohol to speed dry:.g plus coloring and perfumes, among other

ingredients. The question of economy is very important when buying com-

Do not use cleaners containing abrasives.

mercial window cleaners.

The equipment list needed for window washing is not lengthy. For

outside washing at hard-to-reach windows, a hose and long-handled fountain

brush is recommended. A commercial product is available for this pur-

pose, and its cost will probably be recovered several times in labor savings.

Most exterior windows may be washed best with a window brush squeegee

equipped with a long handle or window pole. Ladders must be selected to

meet each individual school situation.

WASHING WINDOWS--Inside

When washing glass within the school, the custodian needs to be more

careful to avoid messy dripping. The dropcloth is a helpful precaution and

should be used. If the dropcloth is not used, more care should be exercised.

Water should be wiped from the window frame and sill and from the floor.
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