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Our goal is to maintain a clean and safe environment for Students, 

Faculty, and Staff. 

 

 

 



Total Square Feet 

Campus 

 

JC – Hillsboro………………………………………………………475,544 

JC – Imperial………………………………………………………. 22,000 

JC – Arnold………………………………………………………….. 36,240 

   1st Floor………………………..10,200 

   2nd Floor………………………..12,840 

   3rd Floor…………………………13,200 

Grand Total………………………………………………………….579,181 

 

Viking Woods 

 

Combined Square Feet…………………………………….. 74,521 

Parking Spaces………………………………………………….      186 

Managers Apartment………………………………………..          1 

Type A Apartments…………………………………………..          2 

   2 Bedroom, 2 Bath, LR/Kitchen 

Type B Apartments…………………………………………..         51 

   4 Bedroom, 2 Bath, LR/Kitchen 

Handicapped Apartments………………………………….          2 

   2 Bedroom, 2 Bath, LR/Kitchen 



Jefferson College 

Building Construction Information 

 

Administration Building 

Date of Original Construction:  1981   Total   19,610 
A/E Firm: P John Hoener Associates, Inc. 
Contractor: Goodwin Bros. Const. 

 
Area Technical School 

Date of Original Construction: August 1999  Upper Level  14,600 
A/E Firm: WM. B. Ittner, Inc.    Lower Level  18,450 
Total   33,050 

 
Arts & Sciences I 

Date of Original Construction: 1964   First Floor  18,108 
A/E Firm: Pearce & Pearce Corp.   Second Floor  22,000 
Contractor: Walter Brockmiller, Inc.   Total   40,108 

 
Arts & Sciences II 

Date of Original Construction: 1987   Lower Level      625 
A/E Firm: Pearce & Pearce Corp.   First Floor    7,056 
Contractor: Walter Brockmiller, Inc.           Second Floor    8,375 

Total   16,056 
 

Buildings & Grounds (Formerly Area Technical School) 
Date of Original Construction: 1971   Upper Level    6,000 
A/E Firm: WM. B. Ittner, Inc.    Lower Level    6,500 

Contractor:       Total   12,500 
 

Child Care Center 
Date of Original Construction: 1982   Lower Level    2,592 
A/E Firm: Tony Camacho & Keith Quick  Upper Level    2,592 

(Students in Arch Graphics     Total     5,184 
Class at Jefferson College) 

Renovated: August 2019 
A/E Firm: Tri Architects 

Contractor: Brockmiller Construction 
 
Field House – Original Building 

Date of Original Construction:  1967   Ground Floor 23,613 
A/E Firm:  WM. B. Ittner, Inc.    First Floor     25,243 

Contractor:  Mueller & Becker    Second Floor  15,136 
Total             63,992 
 

 



Jefferson College 

Building Construction Information 

 
Field House – Alterations/Additions – Pool 
Date of Construction:  1981    Base Level      1,254 

A/E Firm:  WM. B. Ittner, Inc.    Pool Level  10,250 
Contractor:  Goodwin Bros. Const.  Promenade Level      4,840 

        Total            16,344 
 
Field House – Boiler System Installation 

Date:  1997       Ground Floor 11,029 
Engineer:  Montgomery Engineering Corp.  First Floor  23,502 

Contractor:  Bendler Mechanical Co.   Second Floor 14,853 
  2233 Gravois    Total   49,384 
  High Ridge, MO  63049 

 
Jefferson College – Imperial Campus 

Date of Acquisition:  1982    Lower Level   9,456 
Date of Renovation:  1984    Upper Level   9,456 
A/E Firm:  Pearce & Pearce Corp.   Total            18,912 

Contractor: 
Date of Renovation:  2010 

A/E Firm:  KRJ Architect 
Contractor:  Spencer Contracting 

 
Jefferson College – Arnold Campus 
Date of Acquisition:  1982    Lower Level    9,456 

Date of Renovation: 1984     Upper Level    9,456 
A/E Firm:  Pearce & Pearce Corp.   Total   18,912 

Contractor:  Hankin Construction    
 
Library Building       

Date of Original Construction: 1966   First Floor   15,792 
A/E Firm: Pearce & Pearce Corp    Second Floor   15,792    

Contractor: Mueller & Becker    Total             31,584          
Date of Addition:  2010 – 2011 
A/E Firm:  KRJ 

Contractor:  DiestelKamp Construction 
 

Library Renovation and Administration Building Construction 
Date:  1981 
A/E Firm:  P. John Hoener Associates, Inc. 

Contractor:  Goodwin Bros. Const. 
 

 
 



 

Jefferson College 

Building Construction Information 

 
Library Renovation 

Renovated:  12/15/2017     Upper Level  15,792 
A/E Firm: Tri Architects     Lower Level  15,795  

Contractor: Brockmiller Construction   Elevator/Stairwell       745 
Total   32,329 

 

Pedestrian Bridge 
Date:  1980 

A/E Firm:  P. John Hoener Associates, Inc. 
Contractor:  Goodwin Bros. Const. 
 

Student Center Building 
Date of Original Construction:  1965   Ground Level   14,166 

A/E Firm:  Pearce & Pearce Corp.   First Floor        10,146 
Contractor:  Walter Brockmiller, Inc.   Second Floor     5,364 
        Total     29,676 

 
Student Center Elevator Installation 

Date:  February 01, 1990 
A/E Pearce & Pearce Corp. 

Contractor:  J.P. McLain, Inc. 
 
Student Center – Annex & Viking Room Alterations/Additions 

Kitchen & Bookstore Renovation 
Date:  1982       Lower Level      2,579 

A/E Firm:  P. John Hoener Associates, Inc.  Storage 
Contractor:  Walter Brockmiller, Inc.   Ground Floor    4,234 
        Total              6,810 

Technology Center 
Date of Original Construction:  1987   Lower Level    13,120 

A/E Firm:  Pearce & Pearce Corp.   Middle Level   15,280 
Contractor:  Walter Brockmiller, Inc.    Upper Level    17,710 
        Total              46,110 

 
VET – Technology – Large Animal Facility 

Date of Construction:  1993      Office & Classes      1,680 
A/E Firm:  In-House & DeSoto Electric     Open Area              1,560 
Contractor:  CE Lane Construction                    Total                     3,240 

 
 

 
 



 

Jefferson College 

Building Construction Information 

 
Career & Technical Educational Building 

(Formerly Vocational Technical then Career Education Building) 
Date of Original Construction:  1966   Total                23,652 

A/E Firm:  Wm. B. Itner, Inc. 
Contractor:  Schneiderhahn Construction Co. 
 

Career & Technical Educational Building – First Addition 
(Formerly Vocational Technical then Career Education Building) 

Date of Original Construction:  1974     Lower Level      4,054 
A/E Firm:  P. John Hoener Associate, Inc.    Upper Level    25,428 
          Total              29,482 

Career & Technical Educational Building – Second Addition 
(Formerly Vocational Technical then Career Education Building) 

Date of Construction:  1980      Total      15,708 
A/E Firm:  P. John Hoener Associates, Inc. 
Contractor:  D.F. Mueller Co. 

 
Sections of Career & Technical Educational Building and Arts & Sciences I 

(Formerly Vocational Technical then Career Education Building) 
Date of Construction:  1966 

A/E Firm:  WM. B. Ittner, Inc. 
 
 

 
       

 

 

 

 

 

 

 

 

 

 



 

Building Inspected: Inspected By: Date:

Location/Task Comment Acceptable Unacceptable Corrected Date Corrected

Refuse

Collection/Disposal

Restrooms

Meeting Rooms & 

Classrooms

Building Inspection Report

Building Services Division



 

Building Inspected: Inspected By: Date:

Location/Task Comment Acceptable Unacceptable Corrected Date Corrected

Commons & Staff 

Offices

Administrative 

Offices

Meeting Rooms & 

Classrooms

Elevators

Building Inspection Report

Building Services Division



 

Building Inspected: Inspected By: Date:

Location/Task Comment Acceptable Unacceptable Corrected Date Corrected

Lobbies, Corridors, 

& Lounges

Stairs

Entry Foyers & 

Exterior Areas

Building Inspection Report

Building Services Division

Additional Comments



Room Capacity 
(Fire Marshal Orders) 

 

 

Food Service Areas 

 Annex (Routine set-up)                 6 Tables & 18 Chairs 

  Tables & Chairs                    30 Maximum 

  Chairs Only                     50 Maximum 

  

Viking Room (Routine set-up)              14 Tables & 84 Chairs 

Tables & Chairs                     18 Tables & 100 Chairs Maximum 

   Chairs Only                  100 Maximum 

 
Cafeteria (Carpeted area not used for group rental, too many 

obstacles) 

  Routine set-up           196 Table & Chairs  

  Tables & Chairs                  240 Maximum 

  Chairs Only                   400 Maximum 

  

Northside of the register (4 Tables w/4 chairs & 12 Tables w/6 Chairs) 

  Total routine set-up                  88 

 
  

Southside of the register (6 Tables w/4 seats and 14 Tables w/6 seats) 
  Total routine set-up                 108 

 
 

 
 

 
 

 
 

 
 



Room Capacity 
(Fire Marshal Orders) 

 

 
 

Theatre Areas 
   

Fine Arts Theatre            300 + 4 handicap spots 

  (28 additional chairs can be added) 
  Outdoor Theatre                  512 

 
  ASI Little Theatre                  180 

  

 
Larger Miscellaneous Rooms & Library 
 
  Lecture Hall 1 & 2 (ASI 115 & 117)          66 Each 
  Library 114          (3 chairs offered at larger size) 

              3 Tables & 12-15 Chairs 
  Library 132              2 Tables & 12 Chairs 

  Library 135           2 Tables &  8 Chairs  

 

 

Classroom (Average Seating)         35 

 

 
Field House 
 

 With 4 sets of bleachers           2,400 
 With 3 sets of bleachers           1,800 

 Floor seating with North, East & West Bleachers,            2,005 
 Stage and Band Seating 

 
 

 
 

 
 

 
 

 

 



Room Capacity 
(Fire Marshal Orders) 

 

Student Center, 

Cafeteria 
4,565 sq. ft. 

Theatre style seating 

400 

Tables and Chairs 

240 People 

Student Center, Viking 

Room 
1,925 sq. ft. 

Theatre style seating 

100 

Tables and Chairs 

100 People 
 

Student Center, Annex 
729 sq. ft. 

Theatre style seating 
50 

Tables and Chairs 
30 People 

Arts & Sciences I,  
Little Theatre 

Rm 119 

Theatre seating 161 
plus 2 accessible desks 

and 6 folding chairs 

N/A 

Arts & Sciences I, 

Lecture Hall 1 
Rm 115 

Fixed theatre seating for 

66 plus 1 accessible 
desk and 2 folding chairs 

 

 

Arts & Sciences I, 

Lecture Hall 2 
Rm 117 

Fixed theatre seating for 

66 plus 2 accessible 
desks 

 

Fine Arts, Theatre Lobby 

1,495 sq. ft. 

Maximum Standing 

100 

N/A 

Fine Arts, Theatre 300 Theatre seats, plus 

4 accessible spots; 
supplement w/28 chairs 

in back 
NO SEATING NOR 

STANDING IN THE 

AISLES 

Seating for 332  

 

Field House, Gymnasium 

18,880 sq. ft. 

Bleachers 

4 sets – 2,394 
3 sets – 2,005 

 

Library Meeting Rooms 
Rm 114 

Rm 132 
Rm 135 

Tables and Chairs 
15 People 

12 People 
  8 People 



Field House Lobby – 22 Tables, 88 Chairs   

12 Receptacles inside Snack Bar, Breaker Box & Hardwired Hot Water Heater  
6 Receptacles in Lobby Area, 1 Cable Connection and 2 Water Fountains     
 

 

 
 

 

 

 

Snack Bar 



Field House Gym 

7 Receptacles in Gym, 1 Receptacle in Men’s Restroom, 2 Receptacles at 

North & South entrances to Gym area, 1 Spider located at each set of 

Bleachers 

 

 

 

 

 

 

 

  

Women’s 

Restroom 

 

Equipment 

 

Bleachers 

Bleachers 

Bleachers 

Men’s 

Restroom 
Storage 

 

Bleachers 



Arts & Sciences 

Little Theatre   

180 Seats, 1 Table 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Arts & Sciences 

Lecture Hall II 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



JEFFERSON COLLEGE 
Fixture Survey 

 

 
 

 
Utility sinks consist of the following: 

 
• Custodial work areas 

• Break Room (faculty/staff) 
• Laboratories 

• Tech Education shops 
• Cafeteria 

 
 

 
 

 

 

Administration/Library 

 
1 Men’s Restroom  

& 1 Women’s Restroom 

10 Restroom Sinks 

6 Urinals 

16 Stalls 

4 Water Fountains 

9 Sinks 

7 Utility Sinks 

 
 

 
 

 
 

 



 

 

 
 

 
 

 

 

 
 

Arts & Sciences I 
 

2 Men’s Restrooms & 

2 Women’s Restrooms 

10 Restroom Sinks 

4 Urinals 

11 Stalls 

4 Water Fountains 

74 Utility Sinks 

1 Shower 

1 Ice Maker 

Arts & Sciences II 
 

2 Men’s Restrooms & 

2 Women’s Restroom 

6 Restroom Sinks 

2 Urinals 

8 Stalls 

2 Water Fountains 

2 Utility Sinks 

1 Sink in Greenhouse 

  

Area Technical School 

 
2 Men’s Restrooms & 

2 Women’s Restrooms 

25 Sinks 

4 Urinals 

16 Stalls 

4 Water Fountains 

18 Utility Sinks 

 

1 Ice Maker 

 

Building & Grounds 

 
1 Men’s Restroom & 

1 Women’s Restroom 

6 Sinks 

2 Urinals 

4 Stalls 

4 Water Fountains 

4 Utility Sinks 



 

 
 

 
 

 
 

 

Child Care 
 

2 Men’s Restrooms & 
2 Women’s Restrooms 

6 Restroom Sinks 

6 Stalls 

2 Water Fountains 

6 Utility Sinks 

3 Sinks 

Career & Technical Education 

(Formerly Vocational Technical then 

Career Education Building) 
 

11 Restroom Sinks 

4 Urinals 

10 Stalls 

4 Water Fountains 

9 Utility Sinks 

2 Vending 

1 Hose Bib 

 

Field House 

 
3 Men’s Restrooms & 

3 Women’s Restrooms 

37 Sinks 

29 Urinals 

43 Stalls 

12 Water Fountains 

5  Utility Sinks 
 

72 Showers 

1 Ice Maker 

Fine Arts 

 
3 Men’s Restrooms & 

3 Women’s Restrooms 

37 Sinks 

8 Urinals 

19 Stalls 

8 Water Fountains 

5 Utility Sinks 

2 Showers 



 

 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
Total Fixtures:  765 

 
 

 

Technology Center 
 

2 Men’s Restrooms & 
2 Women’s Restrooms 

8 Sinks 

12 Restroom Sinks 

4 Urinals 

14 Stalls 

3  Water Fountains 

 

  

Student Center/Café 
 

4 Men’s Restrooms & 

4 Women’s Restrooms 

27 Restroom Sinks 

5 Urinals 

21 Stalls 

3 Water Fountains 

16 Utility Sinks 

1 Ice Machine 

1 Walk-in Cooler 

  

 

 
 



 

 



 

 



 

 



 



 



 



 



 



 

 



 

 



 



 



 

 



 

 



 

 



 

 



 



 

 



 

 



 

 



 

 



 



 

 



 

 



 

 



 



 

 



 

 



 

 



 

 





 

 



 



 



 



 



 



 



 

 



 



 



 

 



 

 



 



 

 



 

 



 

 



 

 



 

 



 

 



 



 

 



 

 



 

 



 

 



 



 

 



 

 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



CLASSROOM CLEANING PROCEDURE 

 

This will include emptying pencil sharpeners, wastebaskets, and recycling cans.  

Cleaning chalkboards/whiteboards and trays, damp wiping, polishing, or dusting of 

cabinets, tables, instructor’s desk, chairs, and other specified surfaces.  Cleaning 

lights and changing blown bulbs as needed.  Dust mopping and wet mopping tile 

floors, vacuuming carpeted floors.  Set the classroom back up to routine or special 

setup as needed for the next day's schedule. 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Utility cart, mop bucket and wringer, wet mop and handle, dust mop and handle, 

lobby broom and lobby dustpan, germicidal disinfectant cleaner and rags, rubber 

gloves, plastic bags, long-handled duster, and window cleaner. 

SAFETY PRECAUTIONS: 

• Wear rubber gloves when working with chemicals or handling trash 

• Wear safety glasses when changing or cleaning the lights 

• Never mix chemicals 

• Always secure doors and windows before leaving the classroom 

• Always report any needed repairs and/or damages to your boss/supervisor 

PROCEDURES: 

• Assemble all needed equipment/materials and take them to the 

designated area. 

• Look the room/schedule over to make sure there isn’t a setup for a 

special event for the next day.  If it isn’t set the classroom back up to 

routine.  It’s important to leave the room with a clean, organized 

appearance. 

• Carefully empty the trash cans into the utility cart bag, trying not to 

spill anything on the floor.  Do not remove trash from the cans with 

your hands as there may be sharp objects in the cans which could cut 

or puncture your hands. 

• When dusting, always start from the top of the room at the back of the 

room.  This allows the dust/debris to be brought forward towards the 

door to be swept up.  (Tables, chairs, desk, lights, file cabinets, wall 

corners, and other hard surfaces as needed) 

• Clean chalkboards/whiteboards and trays. 



• Tile floors need dust mopped starting from the back working your way 

to the door.  Don’t forget to clean under and around chairs, desks, and 

tables.  Spot mop with a damp wet mop as needed and wet mop when 

this procedure doesn’t work. 

• Carpet floors and walk-off mats need to be vacuumed starting from 

the back to the front of the room.  Don’t forget to vacuum under and 

around chairs, tables, and desks. 

• Wipe off any fingerprints or smudges from the classroom windows and 

doors. 

• Turn off the lights and shut the door. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



OFFICE CLEANING PROCEDURE 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND SUPPLIES NEEDED: 

Utility cart, germicidal disinfectant cleaner, window cleaner, rags, dust mop, broom, 

mop bucket, wet mop dustpan, and trash bags. 

SAFETY PRECAUTIONS: 

• Wear rubber gloves when working with chemicals or handling trash 

• Wear safety glasses when changing or cleaning the lights 

• Never mix chemicals 

• Always secure doors and windows before leaving the classroom 

• Always report any needed repairs and/or damages to your boss/supervisor 

PROCEDURES: 

• Assemble all needed equipment/materials and take them to the designated 

area. 

• Carefully empty the trashcan into the utility cart trying not to spill trash on 

the floor.  Do not remove trash from the cans with your hands as there may 

be sharp objects in the cans which could cut or puncture your hands. 

• Clean light covers and change bulbs if needed. 

• Spray clean rag with germicidal disinfectant.  Start by wiping the phone and 

keyboard the best you can.  Then dust off any shelves, file cabinets, desks, 

chairs, window sills, light switches, and entry doorknob on both sides.  Don’t 

move stuff around but work around their stuff. 

• Look under the desk and the corners of the office for cobwebs and wipe down 

as needed. 

• Vacuum carpet floors.  Spot clean any spills or report them to the supervisor 

for scheduled shampooing. 

• Turn off lights and secure door when finished. 

 

 

 

 

 

 

 

 

 

 



ELEVATOR CLEANING PROCEDURE 

 

This will include all cleaning associated with cleaning the elevator, such as 

stainless-steel doors/walls, elevator tracts, handrails, push buttons on the control 

panel, ceiling lights, surrounding walls, and carpet/tile floors. 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, staff, and visitors. 

EQUIPMENT AND MATERIALS NEEDED: 

Stainless steel cleaner, rags, putty knife, duster, a spray bottle of germicidal 

disinfectant cleaner, carpet spotter, rubber gloves, safety glasses, vacuum for 

carpets, wet mop, bucket, wringer, broom, and dustpan for tile floors. 

SAFETY PRECAUTIONS: 

• Clean the elevator when classes are over and the building is locked 

down for the evening. 

• Place an out-of-order sign or cleaning sign outside the elevator doors 

while you’re inside cleaning.  This lets people know you’re working in 

the elevator. 

• Do a routine check on the elevator phone to make sure it’s properly 

working. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Wear safety glasses when cleaning lights or changing bulbs. 

PROCEDURES: 

• Assemble all needed equipment/materials and take them to the 

designated area. 

• Check and clean ceiling lights for bugs and trash, change burnt-out 

bulbs. 

• Using a clean rag with germicidal disinfectant, wipe off the control 

panel, pushbuttons (inside and outside on all floors), telephone and 

box, metal handrails, non-stainless-steel walls. 

• Remove spots and smudges from stainless steel doors (inside and 

outside on all floors) and stainless-steel walls with stainless steel 

cleaner. 

• Wipe down all cobwebs. 

• Clean door tracts with a vacuum and/or damp rag.  This keeps 

elevator tracts clean for proper operations of doors. 



• Vacuum carpets, remove gum as needed, and/or dust mop and wet 

mop tile floors nightly. 

• Clean all equipment, gather signs, and return them to your closets. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



WEIGHT LIFTING/EXERCISE ROOM CLEANING PROCEDURE 

 

This will include all cleaning in the weight room, such as emptying all waste 

receptacles, clean mirrors/glass, dust ledges, furniture, walls, disinfect telephone, 

counters, equipment, weights, and floors. 

PURPOSE: 

To maintain a clean, odor-free, safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Spray bottle of window cleaner, spray bottle with germicidal disinfectant, mop 

bucket, mop wringer, wet mop and handle, broom and dustpan, wet floor sign, 

gloves, paper towels, vacuum, and trash bags. 

SAFETY PRECAUTIONS: 

• Always use the caution wet floor sign when wet mopping. 

• Always wear rubber gloves when emptying trash or using chemicals. 

• Always use recommended amounts of disinfecting cleaner. 

• Never mix chemicals. 

• Always change mop water or bucket water before starting the next 

project/assignment. 

PROCEDURES: 

• Assemble all needed cleaning supplies and equipment for the planned 

scheduled shift. 

• Using the germicidal disinfectant cleaner Quat-Stat, spray and wipe off 

all body contact areas of weight lifting equipment and weights.  Allow 

the disinfectant to remain10 minutes to kill the germs.  Make sure to 

dry everything. 

• Spray germicidal disinfectant Quat-Stat on paper towels to wipe off the 

electronic parts.  Make sure everything is dry when finished. 

• Spray germicidal cleaner Quat-Stat on paper towels and wipe off the 

phone, counters, doorknobs, and light switches. 

• Using window cleaner Clear Image and paper towels clean the wall 

mirrors.  Try not to streak them. 

• Sweep the floors or vacuum after removing large debris from the floor. 

• Empty trash cans and replace the trash bag. 

• Wet mop the floor with pH7Q Ultra and water.  Don’t forget to put out 

the wet floor sign while you’re cleaning up your equipment and waiting 

for the floor to dry. 



• Clean up the mop bucket, wringer, and wet mop.  Put away in the 

closet.  Never leave dirty water overnight in the mop bucket.  Always 

rinse out the wet mop and air dry.  This helps it to not smell bad. 

FAST DRAW DISPENSING CHEMICAL DISPENSER: 

• BETCO mop solution: ph7Q Ultra (YELLOW IN COLOR) one-step 

disinfectant detergent with deodorant. 

• BETCO cleaner detergent: Quat-Stat (PURPLE IN COLOR) disinfectant, 

cleaner detergent, virucide, fungicide (against pathogenic fungi) 

• BETCO window cleaner: Clear image (BLUE IN COLOR) 

 

Labels are color-coded with the color of chemicals 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



MAT/WRESTLING ROOM CLEANING PROCEDURE 

 

This will include all cleaning in the mat room, such as emptying trash from waste 

cans, cleaning floors, cleaning wall mats, and floor mats, dusting ledges and 

furniture. 

PURPOSE: 

To maintain a clean, odor-free, safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Spray bottle of germicidal disinfectant, mop bucket, mop wringer, wet mop and 

handle, dust mop, push broom, bucketless mopping system with mop solution, 

paper towels, and trash bags. 

SAFETY PRECAUTIONS: 

• Always use recommended amounts of disinfecting cleaner. 

• Never mix chemicals. 

• Always wear rubber gloves when emptying trash or using chemicals. 

• Always change mop water or bucket water before starting the next 

project/assignment. 

• Always use the caution “wet floor” sign when wet mopping. 

• Always report any needed repairs and/or damages to your 

boss/supervisor. 

PROCEDURES: 

• Assemble all needed cleaning supplies and equipment for the planned 

scheduled shift. 

• Sweep the mats on the floor. 

• Spray in a mist the Quat disinfectant on the floormats, let stand for 10 

minutes. 

• Mop the floormats with the bucketless mopping system with the flat 

finish hook mop head, using the pH7Q Ultra and water never allowing 

the mop to touch the floor or mop bucket. 

• Spray germicidal chemical Quat-Stat on paper towels and wipe off file 

cabinet, wall mat ledges, and light switches 

• Empty trash can and replace the trash bag. 

• Dust mop the concrete floor. 

• Wet mop the concrete floor with pH7Q Ultra and water. 



• Clean up the mop bucket, wringer, and wet mop.  Put away in the 

closet.  Never leave dirty water overnight in mop buckets.  Always 

rinse out the wet mop and air dry.  This helps it not to smell bad. 

WEEKLY PROCEDURES: 

• Clean the wall mats along the wall with the Bucketless Mopping 

System with pH7Q Ultra  

FAST DRAW DISPENSING CHEMICAL DISPENSER: 

• BETCO mop solution: ph7Q Ultra (YELLOW IN COLOR)  

• BETCO cleaner detergent: Quat-Stat (PURPLE IN COLOR)  

• BETCO window cleaner: Clear image (BLUE IN COLOR) 

 

Labels are color-coded with the color of chemicals 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



TELEPHONE CLEANING PROCEDURE 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Spray bottle of germicidal cleaner and clean rags. 

SAFETY PRECAUTIONS: 

• Wear rubber gloves when using chemicals. 

• Do not spray any chemical directly onto the phone equipment. 

• Do not push buttons on automatic telephones. 

PROCEDURES: 

• Assemble all cleaning supplies you will be working with to clean the 

telephones. 

• Spray clean rag with germicidal cleaner and wipe down the phone 

(earpiece and cradle, phone cord, front/side, and carefully around 

buttons). 

• Dry with a clean rag.  This will help in removing bacteria and light soil 

from the telephone. 

• Place all cleaning supplies back into your cart or closets. 

 

 

 

 

 

 

 

 

 

 

 



STAIR CLEANING PROCEDURE 

 

PURPOSE: 

To maintain a clean and safe environment for faculty, staff, and student workers. 

EQUIPMENT AND MATERIALS NEEDED: 

Utility cart, germicidal disinfectant cleaner, window cleaner, rags, rubber gloves, 

dust mop, broom, mop bucket, wet mop, wringer, dustpan, and trash bags. 

SAFETY PRECAUTIONS: 

• Wear rubber gloves when working with chemicals or handling trash. 

• Wear safety glasses when cleaning or changing the lights. 

• Never mix chemicals. 

• Always place a caution sign at each entrance/landing when mopping. 

• Always report any needed repairs and/or damages to the supervisor. 

PROCEDURES: 

• Assemble all needed equipment/materials and take them to the 

designated area. 

• Carefully empty the trash can into the utility cart trying not to spill 

trash on the floor.  Do not remove trash from the can with your hands 

as there may be sharp objects which could cut or puncture your hands 

(may be located at the top or bottom of stairs). 

• Clean light covers and change bulbs, if needed. 

• Dust mop/sweep the steps and landings with the broom.  Pay attention 

to the corners. 

• Spray germicidal cleaner on a clean rag and wipe down the rails at 

least twice per week. 

• Clean all windows and sills, window glass on stairwell doors nightly. 

• Wipe down cobwebs as needed. 

• Spot mop as needed.  Wet mop at least once per week. 

 

 

 

 

 



WINDOW CLEANING PROCEDURE 

 

PURPOSE: 

To maintain a clean and safe environment for faculty, staff, and student workers. 

EQUIPMENT AND MATERIALS NEEDED: 

Utility cart, window cleaner, rags, paper towels, rubber gloves, broom, dustpan, 

ladder, a bottle of degreaser, extension pole, squeegee, a pump sprayer, scraper, 

and caution sign.  

SAFETY PRECAUTIONS: 

• Wear rubber gloves when working with chemicals or handling trash. 

• Wear safety glasses when spraying chemical on windows. 

• Never mix chemicals. 

• Make sure ladders are in good working condition and in a locked 

position while working. 

• Always report any needed repairs and/or damages to the supervisor. 

PROCEDURES: 

• Assemble all needed equipment/materials and take them to the 

designated area. 

• Prepare window, remove objects from the sill, scrape tape off window 

glass and sills, pull blinds or drapes back when present. 

• Clean the frames and sills with degreaser and rags.  Make sure they 

are dry when finished.  This helps to keep them from rusting due to 

moisture. 

• Spray the windows with the pump sprayer, wipe down with the 

squeegee and use the extension pole on high areas that you are 

unable to reach with the ladder. 

• Dry with clean rags or paper towels. 

• Check the floor for wetness and mop up if needed. 

 

 

 

 

 



LIGHTS AND FIXTURES CLEANING PROCEDURE 

 

PURPOSE: 

To maintain proper lighting and a safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Ladder, utility cart, disinfectant cleaner, bucket, rubber gloves, safety glasses, 

clean rags, and duster. 

SAFETY PRECAUTIONS: 

• Make sure you have the right size ladder to work with and inspect it 

for safety. 

• Never set the ladder on the desk.  Make sure it’s on the floor and in 

the lock position. 

• Do not touch light bulbs/tubes when they are hot or with wet hands, 

wear gloves. 

• Move any objects that may interfere with reaching the light fixture 

you’re working on. 

• Wear safety glasses. 

• Schedule changing bulbs when there’s the least amount of traffic. 

• Do not place bulbs/tubes on the top of the ladder where they could fall 

and break. 

PROCEDURES: 

• Assemble equipment needed and take it to the designated workplace. 

• Move furniture if necessary. 

• Open diffusers on the tube lighting, using a damp rag with disinfectant 

cleaner wipe off the dead bugs and dust.  Change any burnt-out bulbs.  

Close back up and wipe off the fixture on the outside. 

• Dispose of light bulbs properly. 

• Report any problems with the lights after you have changed the 

bulbs/tubes. 

• Put away your equipment in closets. 

 

 

 

 



DRINKING FOUNTAIN CLEANING PROCEDURE 

 

PURPOSE: 

To maintain a clean and safe environment for faculty, staff, and student workers. 

EQUIPMENT AND MATERIALS NEEDED: 

Utility cart, rags, paper towels, rubber gloves, a bottle of germicidal, and a bottle of 

vinegar. 

SAFETY PRECAUTIONS: 

• Wear rubber gloves when working with chemicals or handling trash. 

• Never mix chemicals.  Always report any needed repairs and/or 

damages to the supervisor. 

PROCEDURES: 

• Assemble all needed equipment/materials and take them to the 

designated area. 

• Spray the entire surface of the drinking fountain including the 

surrounding wall with the germicidal disinfectant cleaner.  Let stand for 

ten minutes for the chemical to kill the germs and bacteria. 

• Scrub off the surfaces and rinse with clean water.  Spray with vinegar, 

this helps in removing calcium from the fountain, then dry with a clean 

rag or paper towel. 

 

 

 

 

 

 

 

 

 

 

 



BLEACHING MOLD FROM WALLS PROCEDURE 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Two 3-gallon buckets, dawn dish soap, bleach, scrub brush, long handle doodlebug, 

and brown pad, goggles, rubber gloves, paper face mask, clean rags, mop bucket, 

and wet mop if needed, and drop cloth. 

SAFETY PRECAUTIONS: 

• Always wear rubber gloves when emptying trash or using chemicals. 

• Never mix chemicals. 

• Move any objects that may interfere with reaching the area you’re 

cleaning. 

• When working with bleach, wear your goggles and paper mask. 

• Cover carpeted floors with a drop cloth to keep bleach off of them. 

PROCEDURES: 

• Fill one bucket with 2 gallons of clean water in the bucket. 

• Add ¼ cup of bleach to the bucket of water. 

• Add 2 drops of Dawn dish soap to water and bleach mixture (the dish 

soap helps the bleach stick to the wall and not bead up). 

• Fill one bucket with 2 gallons of clean water to use as rinse water. 

• Test a small area of painted walls, fabric, or other surfaces you’re 

working at for discoloration from the bleach solution. 

• Using a rag, wipe over the area that needs bleaching and let it stand 

for 5 minutes.  Scrub with scrub brush/doodlebug and pad, rinse off 

with clean water.  Repeat procedure if needed.  

• Rinse the wall that you used the bleach solution on (bleach tends to 

salt and that will attract more moisture if not removed). 

• Rinse out the buckets and rags, put away all of the supplies in their 

proper closets. 

 

Our goal is to maintain a clean and safe environment for students, 

faculty, and staff. 

 



TRASH REMOVAL PROCEDURE 

SOLID WASTE AND RECYCLING 

PURPOSE: 

To provide the highest standard of sanitation, to protect against odor, pests, 

bacteria, and other health hazards.  Reducing overfilling landfills through recycling 

efforts throughout the Jefferson College Campuses. 

EQUIPMENT AND MATERIALS NEEDED: 

Trash cart, rubber gloves, a spray bottle of germicidal disinfectant cleaner, plastic 

liner bags, rags, and a scrubbing brush. 

SAFETY PRECAUTIONS: 

• Wear rubber gloves when handling the trash or using chemicals. 

• Do not push trash down into the waste containers, you do not know 

what is in the trash can. 

• Use germicidal disinfectant cleaner inside and outside of the trash 

container before putting a new trash liner in place. 

• Use a trash cart when transporting full trash bags to your trash pickup 

point and/or dumpster. 

• Ask for assistance when the trash load is too heavy for you to remove 

safely. 

PROCEDURES: 

Solid Waste 

• All trash and garbage should be removed from your building before the 

end of your shift. 

• Clean in all trash containers with germicidal disinfectant cleaner 

• Replace the trash liners in all containers as needed. 

• A designated person will pick up the trash at your pickup point to 

transfer to the dumpsters. 

• Report any concerns you may have with the trash (heavy, sharps, 

outside animals, etc.). 

Recyclables 

• Empty all clean recyclable trash from classroom containers into the 

hall containers. 

 



• A designated person will pick up the recycle trash and transport it to 

the proper dumpster. 

• Report any overflowing recycling cans you may see throughout 

campus. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



SHAMPOOING CARPETS 

 

PURPOSE: 

To provide a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Pump sprayer, vacuum, carpet extractor, and spotting kit. 

SAFETY PRECAUTIONS: 

• Pre-treat carpet with chemical to make sure it doesn’t damage it. 

• Never mix chemicals. 

• Wear rubber gloves when using chemicals or handling trash. 

PROCEDURES: 

• Make sure the carpet has been vacuumed. 

• Pick up or remove any furniture that needs to be moved to clean the carpet 

properly. 

• Pick up or remove walk-off mats/chair mats as needed to clean under them. 

• Look around for dirty spots that need spotter spray and pre-spray the bad 

areas.  You may need to use the handheld carpet brush on bad areas. 

• Get your pump spray ready for spraying soap on the carpet.  Heavy traffic 

areas use 2 oz. chemical to 1 gallon of water. 

• Fill the extractor with clean water in the clean tank side. 

• Mentally mark off a section and start spraying your soap solution onto the 

carpet.  Let it soak on the carpet for about 10-15 minutes. 

• Extract the carpet with clean water, no chemical in the tank.  This way you 

are rinsing the carpet as you extract it.  Remember you already sprayed soap 

on it.  The more soap that’s left in the carpet the faster it will be dirty again.  

Soap is like a sponge, it grabs the dirt from people’s shoes. 

• If you get started extracting by 10:00 pm, you can shampoo the carpets until 

2:30 – 3:00 am.  Remember, we have class the next day and you want the 

carpet as dry as you can for safety reasons and to keep the carpet cleaner 

longer.  Always use a carpet blower on the carpet.  This helps it to dry 

better. 

• If you’re emptying your dirty water from the extractor, go ahead and make 

sure you have an area pre-sprayed.  This way it will be ready when you come 

back with the extractor after emptying it and refilling it with clean water. 

• After you have moved the blower around to help dry the carpet, take your 

lunch break or work on other duties assigned, keep an eye on the time 

because you will need to set your freshly shampooed area back up before 

classes start.  If working in teams, keep in mind that student-workers will be 

going home earlier and this area will need to be set back up. 



• Clean equipment nightly.  Rinse the tank out, drain the water from both 

sides, and air out.  Make sure the scrubbing- brushes are up off the floor.  

Put up the chemicals and equipment. 

• Take pride in your closet and equipment.  Keep them organized, stocked, and 

clean. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



SPOTTING CARPET 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Carpet Spotting kit, white rags, and rubber gloves. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place wet floor signs out, if people are still in the building.  This makes 

people aware that you are working on floors. 

PROCEDURES: 

• Always test chemicals in an inconspicuous area to make sure the carpet does 

not change color. 

• If the stain is unknown, use the general spotter on the stain. 

• If stain is known, use the spotter that is best for that area.  (ex: for an oil 

base stain use a POG). 

• Blot stain from outside to inside with a dry white rag.  You may also use a 

tamping brush. 

• Continue until no more transfer is noticed on the rag. 

• Wet a different rag with water then blot the area with the wet rag to remove 

the chemical out of the carpet (you can also use a portable carpet extractor 

to get the chemical out). 

 

Keep your equipment clean.  Wipe down with a rag dipped in neutralizer 

over hoses, cords, and outside of machines before it dries from usage.  

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 

 

 

 

 

 

 



BONNETING CARPET FLOORS 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Slow speed floor buffer, garden sprayer, bonnet pad, and carpet chemical. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place wet floor signs out if people are still in the building.  This makes 

people aware that you are working on the floors. 

PROCEDURES: 

• Fill the garden sprayer with carpet chemical as directed on the chemical 

bottle. 

• Always test a chemical in an inconspicuous area to make sure the carpet 

does not change color. 

• Spray the carpet with the chemical until saturated. 

• Allow the chemical to remain for 15 minutes. 

• Scrub the carpet with the slow-speed floor buffer. 

 

Keep your equipment clean.  Wipe down with a rag dipped in neutralizer 

over hoses, cords, and outside of machines before it dries from usage.  

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 

 

 

 

 

 

 

 

 



STRIP TILE FLOORS 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Black thin strip pad, strip bucket, neutralizer soap bucket, neutral rinse bucket, 

strip mop, soap mop, rinse mop, dustmop, and dustpan, wet vac, slow speed, strip 

chemical, neutral cleaner for scrub and rinse, rubber gloves, and long handle 

scraper, strip shoes, and defoamer. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place wet floor signs out if people are still in the building.  This makes 

people aware that you are working on the floors. 

PROCEDURES: 

• Fill strip bucket, neutralizer bucket, and rinse water bucket as directed by the 

chemical bottle.  Put defoamer in the wet vac, break the room down and dust 

mop if needed. 

• Place water on the floor from the stripping bucket in about a 10x10 area and 

let it sit for 10-15 minutes. 

• Scrub the floor with the slow-speed using a black pad. 

• Place neutralizer soap on the floor into the floor stripper. 

• Scrub the floor again with the slow speed using the same pad. 

• Use the wet vac to pick up the chemical and dirt from the floor. 

• Repeat this process until all wax is gone. 

• Continue this process for the rest of the room. 

• After all of the wax has been removed from the room, scrub the room with 

fresh neutral water. 

• Use a wet vac to pick up the chemical and dirt from the floor. 

• Rinse the floor with the neutral cleaner.  Look at the floor to make sure the 

water is lying flat.  The buffer charges the floor and this step will bust the 

charge. 

• Now the floor should be ready for waxing. 

Keep your equipment clean.  Wipe down with a rag dipped in neutralizer 

over hoses, cords, and outside of machines before it dries from usage.  

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 



SCRUBBING TILE FLOORS 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Black thin strip pad, neutralizer soap bucket, rinse bucket, soap mop, rinse mop, 

dust mop, and dustpan, wet vac, slow speed, neutral cleaner for rinse, liquid soap 

for scrubbing, squeegee, high-speed buffer, rubber gloves, and long handle 

scraper. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place wet floor signs out if people are still in the building.  This makes 

people aware that you are working on the floors. 

PROCEDURES: 

• Fill soap bucket with 2 oz. of soap per gallon of water.  Fill rinse bucket with 

1 oz. of neutral per gallon of water.  Defoamer in the wet vac.  Break the 

room down and dust mop if needed. 

• Place water on the floor out of the soap bucket. 

• Scrub the floor with a slow speed using a black pad. 

• Pull-over the cleaner with a squeeze to the next area, add more water if 

needed. 

• Rinse the area with the neutralizer that you have already scrubbed.  

Continue to repeat this process for the rest of the room. 

• Vacuum with a wet vac, best to use a defoamer in the tank to keep the foam 

down. 

• Buff the floor, this will save the amount of wax needed. 

• Use a dust mop that is not treated, to pick up the dust. 

• Rinse the floor 2 times with the neutralizer.  Look at the floor to make sure 

the water is laying flat.  The buffer charges the floor and this step will bust 

the charge. 

• Now the floor should be ready for waxing. 

 

Keep your equipment clean.  Wipe down with a rag dipped in neutralizer 

over hoses, cords, and outside of machines before it dries from usage.  

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 



STRIPPING A SPOT OF TILE 

 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Baseboard stripper, scraper, mop, bucket, ringer, Jonnie mop (for wax only), wax, 

neutral cleaner, doodlebug and pad, paper towels, rags, rubber gloves, and trash 

bags. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place wet floor signs out if people are still in the building.  This makes 

people aware that you are working on the floors. 

PROCEDURES: 

• Spray the spot with the baseboard stripper and let sit for 15 minutes. 

• Use a scraper to remove wax, the old stripper on build-up dirt.  May need to 

repeat a couple of times depending on the spot you are working on. 

• Remember to scrape up to a timeline.  This creates a better blending 

appearance when waxed.  All corners are square, not round. 

• Use paper towels to pick up wax and place it in a trash bag. 

• Mop area with the neutralizer.  May need to use a doodlebug for a better 

scrub then rinse. 

• Using the Jonnie mop, apply the wax.  Blend the spot you are working on the 

best you can to make it look like the rest of the room. 

 

Keep your equipment clean.  Wipe down with a rag dipped in neutralizer 

over hoses, cords, and outside of machines before it dries from usage.  

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 

 

 

 

 

 



BUFFING TILE FLOORS 

 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

High-speed floor buffer, buffing solution, hog hair pad, polishing pad, dust mop, 

and a rag. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place wet floor signs out if people are still in the building.  This makes 

people aware that you are working on the floors. 

PROCEDURES: 

• Dust mop the floor. 

• Mist about 10 squares of tile with buffing solution. 

• Using the high-speed buffer and a hog hair pad, work the solution into 

the tile. 

• After done with the whole area you are working on, put a polishing pad 

on the high-speed and buff the floor with the polishing pad without 

using the buffing solution. 

• Dust and dust mop area. 

 

Keep your equipment clean.  Wipe down with a rag dipped in neutralizer 

over hoses, cords, and outside of machines before it dries from usage.  

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 

 

 

 

 

 

 



SCRUBBING TILE FLOORS 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Black thin strip pad, neutralizer soap bucket, rinse bucket, soap mop, rinse mop, 

dust mop, and dustpan, wet vac, slow speed, neutral cleaner for rinse, liquid soap 

for scrubbing, squeegee, high-speed buffer, rubber gloves, and long handle 

scraper. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place wet floor signs out if people are still in the building.  This makes 

people aware that you are working on the floors. 

PROCEDURES: 

• Fill soap bucket with 2 oz. of soap per gallon of water.  Fill rinse bucket with 

1 oz. of neutral per gallon of water.  Defoamer in the wet vac.  Break the 

room down and dust mop if needed. 

• Place water on the floor out of the soap bucket. 

• Scrub the floor with a slow speed using a black pad. 

• Pull-over the cleaner with a squeeze to the next area, add more water if 

needed. 

• Rinse the area with the neutralizer that you have already scrubbed.  

Continue to repeat this process for the rest of the room. 

• Vacuum with a wet vac, best to use a defoamer in the tank to keep the foam 

down. 

• Buff the floor, this will save the amount of wax needed. 

• Use a dust mop that is not treated, to pick up the dust. 

• Rinse the floor 2 times with the neutralizer.  Look at the floor to make sure 

the water is lying flat.  The buffer charges the floor and this step will bust the 

charge. 

• Now the floor should be ready for waxing. 

 

Keep your equipment clean.  Wipe down with a rag dipped in neutralizer 

over hoses, cords, and outside of machines before it dries from usage.  

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 



SCRUBBING CONCRETE FLOORS 

 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Black thick scrubbing pad, soap bucket, rinse bucket, soap mop, rinse mop, dust 

mop and dustpan, wet vac, slow speed, neutral cleaner for rinse, all-purpose 

cleaner for scrubbing, defoamer, rubber gloves, and long handle scraper. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place wet floor signs out if people are still in the building.  This makes 

people aware that you are working on the floors. 

PROCEDURES: 

• Fill buckets up with cleaner and neutralizer as directed by the chemical 

bottle. 

• Place water on the floor out of the all-purpose cleaner bucket. 

• Scrub the floor with a show-speed using a black pad. 

• Vacuum with a wet vac to pick up the slurry. 

• Rinse the floor with the neutral cleaner.  Look at the floor to make 

sure the water is lying flat.  The buffer charges the floor and this step 

will bust the charge. 

• Now the floor should be ready for sealing. 

 

Keep your equipment clean.  Wipe down with a rag dipped in neutralizer 

over hoses, cords, and outside of machines before it dries from usage.  

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 

 

 

 

 

 



SCRUBBING RESTROOM FLOORS 

 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Grout block, soap bucket, rinse bucket, soap mop, rinse mop, dust mop and 

dustpan, wet vac, slow-speed, neutral cleaner for rinse, general cleaner scrubbing, 

rubber gloves and long handle scraper, doodlebug, and pad. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place wet floor signs out if people are still in the building.  This makes 

people aware that you are working on the floors. 

PROCEDURES: 

• Fill soap bucket and rinse bucket as directed by the label on the bottle 

of chemical. 

• Place general cleaner from the bucket on the floor. 

• Scrub the floor with a slow-speed with grout block.  Use the doodlebug 

for places that the slow-speed cannot get to. 

• Wet vac the chemical and dirt from the floor. 

• Rinse with the neutral cleaner. 

• Repeat as necessary. 

 

Keep your equipment clean.  Wipe down with a rag dipped in neutralizer 

over hoses, cords, and outside of machines before it dries from usage.  

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 

 

 

 

 

 



SCRUBBING SLATE FLOORS 

 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Black thick scrubbing pad, soap bucket, rinse bucket, soap mop, rinse mop, dust 

mop, and dustpan, auto scrubber, neutral cleaner for rinse, degreaser cleaner for 

scrubbing, rubber gloves, and long handle scraper. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place wet floor signs out if people are still in the building.  This makes 

people aware that you are working on the floors. 

PROCEDURES: 

• Fill a bucket with degreaser and neutral cleaner as directed by the 

label on the bottle.  Fill auto scrubber with water only. 

• Place water on the floor from the degreaser bucket. 

• Scrub the floor with the auto scrubber. 

• Rinse the floor with the neutral cleaner two times, the second time 

while the floor is still wet. 

• Rinse the area with the neutralizer that you have already scrubbed. 

 

Keep your equipment clean.  Wipe down with a rag dipped in neutralizer 

over hoses, cords, and outside of machines before it dries from usage.  

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 

 

 

 

 

 

 



REFINISHING THE GYM FLOOR 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

3 Weighted T-bars, 3 T-bar sleeves, Clark square head auto scrubber, 7 gallons of 

Diversey Polyurethane 450 Gym Floor Seal RTU, 12 gallons of Diversey Recoat 

Adhesion Formula and Tacking Solution, 12 cases of 3m 20 in. maroon scotch 

bright nylon floor prep pads, 3 dust mops, towels, 1 square maroon pad for auto 

scrubber, 3 slow-speeds, dust masks, 3 extension cords, 1 blue scrubbing pad, 3 

dust mop handles and frames, blue painters tape, scraper, 2 water cans, and 2 

buckets with ringers. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place out wet floor signs if people are still in the building.  This allows 

people to know you’re working on floors. 

PROCEDURES: 

• Walk the floor and look for gum and use the scraper to remove. 

• Put the maroon pad down then put the blue pad down on top of the 

maroon pad for the slow-speed block to attach to. 

• Use the slow-speed on the floor with a dry maroon pad making sure 

the shine and marks come off of the sealer, turning the pad over, and 

replacing as needed. 

• Dust mop the floor. 

• Dust off the bleachers. 

• Use the auto scrubber with the tacking solution for the first cleaning of 

the floor. 

• Put tacking solution in the bucket. 

• Put a towel into the bucket with the tacking solution, ring out, and 

clean edges and corners. 

• Put the towed in the bucket and ring out the towel.  Put the towel on 

the dust mop frame to tack the floor 3 times, remember to walk in 

front of the dust mop and pull. 

• Put tape on anything that needs to be covered (for example plugins in 

the floor, holes in the floor for the volleyball poles). 



• Tape the bottom of the bleachers so that the sealer will not get on 

them. 

• Pour sealer out, using the water cans, on the floor near the edge of 

the wall on the southeast side to wet the T-bar sleeve and cover the 

corner. 

• Put a bead of sealer down along the wall and the first set of bleachers. 

• Always starting against the wall, pull the T-bar at an angle along the 

wall and first set of bleachers making sure that no sealer goes over the 

edge that is away from the side you are on. 

• When you get to the other side make sure you pull the sealer toward 

the side of the bead. 

• At the other end of the floor on the east side, fill in that corner starting 

from the wall and working your way out to the end of the first set of 

bleachers. 

• Put another bead of sealer, about one inch away from the sealer that 

is down, making sure that no splashing is hitting the smoothed-out 

sealer. 

• Use the T-bar to pull the two beads together and make them smooth, 

having only a bead of excess sealer on the side away from the wall. 

• Continue this process going only a few inches at a time watching for 

puddles, dry spots, and watching that the bead does not go over the 

T-bar on the wall side as you go by using the lights and angles to see. 

• If you see any problems, start as far as you can reach into the level 

sealer starting from the wall to pull out the excess sealer and get a 

level floor again. 

• After you seal over a taped area completely, remove the tape so the 

tape does not get sealed in. 

• When you get to the other side use a rainbow movement to pull the 

sealer from the west wall to a little behind you and continue to the end 

of the floor.  Be sure that the sealer bead still stays toward the west 

wall and no sealer goes over the edge of the T-bar. 

• Let dry for 14 days with no traffic. 

 

Keep your equipment clean.  Wipe down with a rag dipped in 

neutralizer over hoses, cords, and outside of machines before it 

dries from usage. 

 

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 



SCRUBBING SALT FROM FLOORS 

 

PURPOSE: 

To maintain a clean and safe environment for students, faculty, and staff. 

EQUIPMENT AND MATERIALS NEEDED: 

Depending on the building, the supplies used will vary.  Soap bucket, rinse bucket, 

soap mop, rinse mop, dust mop, broom, dustpan, wet vac, neutral cleaner for rinse, 

defoamer for wet vac or recovery tanks in the auto scrubber or cricket scrubber, 

rubber gloves, soft scrubbing pad, cricket floor scrubber, auto scrubber, vacuum, 

and a carpet extractor. 

SAFETY PRECAUTIONS: 

• Never mix chemicals. 

• Wear rubber gloves when working with chemicals or handling trash. 

• Place out wet floor signs if people are still in the building.  This allows 

people to know you’re working on floors. 

• Drag the dust mop if salt is too heavy rather than push.  This will help 

with the mop curling up. 

PROCEDURES: 

This will be taking snow salt up from the tile floors/carpeted floors in 

restrooms, halls, classrooms, lunchrooms, student lounges, and offices.  Fill 

buckets with neutralizer as directed by the chemical bottle.  Have equipment 

ready to use for the job.  Not all buildings have the same equipment so 

adjust if you can to what you have available to use. Put the maroon pad 

down then put the blue pad down on top of the maroon pad for the slow-

speed block to attach to. 

Using a wet vac and mops: 

• Dust mop the floor the best you can and sweep up the salt. 

• Place water on the floor out of the neutralizer cleaner bucket. 

• Let the neutralizer chemical soak on the tile floor that’s covered with 

snow salt for about 5 minutes. 

• Vacuum with a wet vac to pick up the salt and the neutralizer water.  

Empty when finished. 

• Rinse the floor with the neutral cleaner.  Look at the floor to make 

sure the water is lying flat.  If it isn’t there still may be salt on the 

floor tile and you’ll need to rinse again. 



Using an automatic scrubber and mops: 

• Dust mop the floor the best you can and sweep up the salt. 

• Fill auto scrubber up with Neutral cleaner and water, then put a soft 

pad on it. 

• Scrub the floor with neutral cleaner solution.  You may need to scrub 

again depending on the amount of salt on the floors.  Empty when 

finished and clean the pad. 

• Rinse the floor with the neutral cleaner.  May need to rinse again if the 

water isn’t lying flat. 

Using the cricket scrubber and mops: 

• Dust mop the floors the best you can and sweep up the salt. 

• Fill cricket scrubber up with neutral cleaner and water, using the soft 

pad on it. 

• Scrub the floor with neutral cleaner solution.  May need to do twice 

depending on the amount of salt on the floor.  Empty when finished 

and clean the pad. 

• Rinse the floor with neutral cleaner.  May need to do it again if the 

water doesn’t lay flat. 

Using mop bucket and mops: 

• Dust mop the floors the best you can and sweep up the salt. 

• Place water on the floor from the neutralizer cleaning bucket and rinse 

off the best you can. 

• Repeat as needed to remove the salt from the tile floor.  This method 

takes longer and leaves a slight residue on the floor.  It will fade out 

each time you mop.  Unfortunately, we don’t have the same 

equipment for each building. 

• Need to change the neutral cleaner often.  Clean up equipment when 

finished. 

Using carpet extractor: 

• Vacuum carpets/carpet tiles the best you can. 

• Be careful vacuuming the walk-off mats.  They could be too wet to use 

a vacuum on them properly.  You don’t want to ruin the vacuum. 

• Fill the carpet extractor with water and add the neutral cleaner to the 

water in the tank. 

• Extract/shampoo the carpet areas.  You will need to do this at least 

two times on the walk-off mats. 



This will be a repeated job as long as there is salt on the sidewalks and 

entries.  There will be salt tracked into the buildings.  Stay on top of this the 

best you can nightly. 

 

Keep your equipment clean.  Wipe down with a rag dipped in 

neutralizer over hoses, cords, and outside of machines before it 

dries from usage. 

 

Keep your closets clean and stocked for the next job.  Know where your 

equipment is at. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



BUILDING SERVICES 

 

TITLE  Pandemic Protocol 

 

POLICY:   

In the event of a Pandemic outbreak, a special meeting is held with the building 

services staff to bring them up to date with the current situation and to provide 

direction on immediate needs.  Within the meeting, the staff will be reminded of the 

importance for use of proper personal protective equipment.  

PROCEDURE: 

1. Upon notification of a Pandemic outbreak, all of the following will be relayed 

to and completed by the staff of Building Services: 

 

• Proper personal protective equipment: is to be worn to minimize 

exposure to hazards that can cause serious injuries and/or illnesses.  

Examples of equipment used during a pandemic are protective 

glasses/goggles, face masks, face shields, disposable gloves, particle 

protection coveralls with hood and/or boots. 

• Sanitation Stations: obtain from storage, clean, stock with hand 

sanitizer, facial tissues, and masks. These stations are to be placed in 

the main entry area of each building. 

• Sneeze Barriers and Partitions: obtain from storage, clean, and 

place on every desk within each office and the instructor’s desks within 

each classroom. 

• Social Distancing Placards: are to be placed on the floor in areas 

that provide a service (Cafeteria, Snack Bar, Enrollment Services, etc.) 

as well as in meeting rooms.   

• Wayfinding Signage: are to be adhered to the exterior building doors 

to allow for proper social distancing upon entering and exiting the 

building.  

• Seating: availability is to be staggered so that social distancing 

guidelines will be followed in all classrooms, both theatres, meeting 

rooms, cafeteria, etc. 

• Hot Spots: are considered areas that are handled more frequently 

such as doorknobs, buttons, handrails, countertops, etc.  Areas are to 

be sprayed down with Quat-Stat 5, left on the surface for 5 minutes 



then wiped dry.  If the area is heavily soiled, this process should be 

repeated. 

• Flooring: floors are to be swept then mopped with PH7Q Dual.  The 

solution should remain on the area for no less than 10 minutes, then 

allowed to air dry. 

• Fogger: used in conjunction with disinfecting in areas that have been 

reported where a staff member, faculty, and/or students have been 

diagnosed with or are experiencing symptoms of the virus.  The fogger 

is deployed and disperses a disinfectant to the entire area, including 

all cracks and crevices.  The disinfectant used is determined by the 

virus that is prevalent at the time. 

• Urinals: every other unit is to be covered to prevent use and to allow 

for proper social distancing. 

• Drinking Fountains:  all drinking units are to be covered to disable 

use to prevent cross-contamination.  Bottle fillers are to remain open 

and accessible. 

 

2. Review our current inventory. Submit an order to replenish and increase the 

stock of the following items to maintain an adequate supply:  

 

• glasses/goggles 

• face masks 

• face shields 

• disposable gloves 

• particle protection coveralls with hood and/or boots 

• hand sanitizer 

• disinfectants 

• cleaning agents and supplies (sponges, bottles, etc.) 

• sanitation stations 

• sneeze barriers and partitions 

• social distancing placards 

• toilet seat covers 

• toilet paper 

• paper towels 

• batteries 

 

 

 



Sanitation Station 

 

 

 

 



Sneeze Barrier 
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Social Distancing Placards 

 

 

 

 

 

 

 



 

Social Distance – Snack Bar 

 

 

 

 

 

 

 



 

Wayfinding Signage 

 

 

 

 

 

 



 

Socially Distanced Seating – Theatre 

 

 

 

 

 

 



 

Socially Distanced Seating – Classroom 

 

 

 

 

 

 



 

 

 

Socially Distanced Meeting Room 

 

 

 

 



 

 

 

Drinking Fountain 

 

 

 

 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 

 



 

 



 

 



 

 



 

Phones/Lamps

Spot Clean Wall/Door

Waste Baskets

Partitions/wall trim

Low Dusting

High Dusting

Floor Appearance

Fixtures/Vents

Baseboards

Corners/Behind Door

Glass/Metal Surfaces

White/Chalk Boards

Furniture Equipment

Building Services

Office/Classroom Survey

Facility:                          Room#:          Date:

Custodian:                                        Evaluator:

Ratings:       A=Meets Standards        B=Needs Improvement



 

Hand Soap Dispensers

Towel Dispensers

Hand Dryer

Sanitary Napkin Dispensers

Deodorant Cabinets

Sinks

Toilets

Urinals

Partitions

Mirrors/Windows

Metal Surfaces

Floor Appearance

Waste Cans

Building Services

Restroom Survey

Facility:                          Room#:          Date:

Custodian:                                        Evaluator:

Ratings:       A=Meets Standards        B=Needs Improvement



Know the difference between Cleaning, Disinfecting, and 

Sanitizing 

• Cleaning removes germs, dirt, and impurities from 

surfaces/objects. Cleaning is the act of PHYSICALLY REMOVING 

soil from surfaces with the use of soap/detergent and water. This 

process does not necessarily kill germs but reduces the number of 

germs and lowers the risk of spreading infection.  When cleaning 

it is important to change out the cleaning towels often. Mop 

water should also be changed out often to reduce spreading 

germs to other areas. Equipment should always be cleaned then 

sprayed with disinfectant to keep down germs.   

Always wear proper safety equipment as needed for the job.  

 

• Disinfecting kills germs on surfaces or objects. Disinfecting is 

achieved by using chemicals to kill a high percentage of germs on 

surfaces or objects. This process does not necessarily clean dirty 

surfaces. By killing germs on surfaces after cleaning, it lowers the 

risk of spreading infection. When disinfecting it is important to 

change out the cleaning towels often.  

Always wear the proper safety equipment as needed for the job.  

  

• Sanitizing lowers the number of germs on surfaces or objects to a 

safe level, as judged by public health standards and requirements.  

Sanitizing is the reduction of bacteria to safe levels (set by public 

health standards) to decrease the risk of infection. This process 

may not kill all viruses. Restaurants/kitchens will sanitize by using 

heat.  Schools will use heat in some areas or possibly diluted bleach 

(1 cup bleach with 5 gallons water), depending on what the need is 

at the time.  

Always wear the proper safety equipment as needed for the job. 



Hit the Hot Spots When Disinfecting 

 

It is important to read a disinfectant product label before use to verify the bottle 

is correctly labeled. Confirm that the specific bacteria, viruses, and other germs 

you want to eradicate are listed on the kill claims. Chemical labels contain 

valuable information such as providing guidelines for proper use, lists first aid 

instructions, and includes hazard warning/danger statements. 

Under the right conditions, bacteria can double their numbers in as little as 20 

minutes.  

HOT SPOTS are spot areas frequently touched. Some Hot Spots are identified in 

the list below: 

• Classrooms: doorknobs, light switches, trash cans, laptops, keyboards, 

desks, tables, chairs, the center of entry door frames, and the wall area 

surrounding light switches and trash cans. 

• Offices: doorknobs, light switches, trash cans, telephones, file cabinets, 

desks, chairs, and the wall area surrounding light switches and trash cans. 

• Halls and Corridors:  doorknobs, entry door frames, furniture, trash cans, 

the wall area surrounding trash cans, hand sanitizer dispensers, soda 

machines, handicap switches, vending machines, and handrails.  

• Restrooms:  toilets, sinks, faucets, stall door and knobs on both sides, stall 

dividers, countertops, all product dispensers, trash cans, light switches, 

mirrors, both sides of entry doors, handrails, sanitary boxes, walls, and 

floors. 

• Drinking fountain:  the fountain and wall area surrounding the fountain. 

• Stairwells:  handrails on both sides, wall area around handrails both above 

and below the rails, and light switches. 

• Outside furniture at entries: benches, picnic tables, trash cans, handicap 

switches. 

 

 

 

 



Does Vinegar Kill GERMS? 

 

 

Vinegar is about 5 percent acetic acid.  It kills bacteria and 

viruses by chemically altering the proteins and fats that create 

them.  This in turn destroys their cell structures.  

 

Vinegar is not an EPA-registered disinfectant or sanitizer, since 

it only kills 80 percent of the germs and leaves 20 percent 

behind which can make a person sick.  
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