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Chapter 2
PLANNING AND SCHEDULING

Section 1 — DETERMINING WORKLOAD 2.1.3  Reasons for Analysis.

* 2.1.1  General.  A careful planning and analysis b. Determining proper distribution of
of custodial services is essential in the distri- workers for existing workloads and
bution of workers to provide efficient and ad- workload changes.
equate services.   DA Form 5104 (Analysis of c. To assure accomplishment of most
Custodial Personnel Requirements) (fig. 2) will essential services in all facilities for which
be used by the Army for this purpose. DA custodial personnel  are responsible when
Form 5104 is available through normal AG personnel authorizations are limited.
publications supply channels. d. Check on effectiveness of training

2.1.2  Planned Operation.  Typical planning is carrying his share of the workload
must begin with a survey to obtain complete according to the standard manhour
data on all components of a building and the requirements resulting from the analyis.
amount and type of traffic using each area.
Example, a diagram (fig. 1) showing the dif-
ferent types of floor covering may be devised.
Since each type of flooring will require
different care, the chart and its accompanying
information may also be used for the
procurement of materials.

a. Determining workload.

program to determine whether each worker
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* 2.1.4 Use of DA Form 5104.  This form should
be filled out for reasons indicated in
paragraph 2.1.1.

Figure 2 indicates a completed analysis. The
steps necessary in completing the analysis form
are as follows:

a.  List building numbers and names (such as
Headquarters).   Use as many lines as nec-
essary for each building.
b. Indicate space in the building to be serviced
using a line for each floor. Use separate lines
for corridors, rest rooms, and areas with
different floor coverings. Areas with similar
work requirements can be combined.
c.  Indicate the kind of floor surface as ap-
propriate for each area. Show area in square
feet for each space listed.
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d.  Enter the number of fixtures, square feet will be used to  determine  manpower
of walls, partitions, and floors cleaned requirements for individual jobs and for total
opposite each building area listed in the adjustments in consideration of non-productive
appropriate columns under toilet and fixture time.  Use DA Form 5104 to complete total
cleaning. manpower requirements. Since 87 percent of
e.  Enter the number or area in square feet of the custodial budget is expended for labor, any
each item cleaned in the appropriate columns reduction in custodial services can only be
under glass and miscellaneous cleaning. established by reduction of frequency cycles or

* f.  Using the frequency guides in table 1, and improvement in production rates. Proper
unit times in TB 420-10, enter the scheduling should result in increased coverage
frequencies and manhour requirements for and achieve noticeable savings in labor costs.
each cleaning operation to be performed. Remember that each floor covering, hard and
Manhour requirements should be either all soft, is different and custodians must know
on a monthly basis, or all on an annual basis floor limitations to apply the correct cleaning
for each analysis. procedures. Under a properly established
g.  Enter the total manhours for each type of custodial services program, each man will be
cleaning operation at the bottom line of each able to see the results of his own work.
column, and the totals for each building in
the right hand column. The grand totals 2.1.6  Flexible Two-Part System.  Workload,
across the bottom line, and of the right hand staffing, evaluation, and accomplishment,
column should be equal.  These totals based on actual requirements, presents an ideal
indicate productive manhours using flexible method for a custodial program. This
Engineering Performance Standards. method indicates what can be done

* h.  Enter total productive manhours under
Manhour and Personnel Requirements at top
of form in item No. 1. Figure 2 is a sample
analysis of DA Form 5104 and is an example
only. Items 2 and 3 will be filled out
according to TB 420-2 and TB 420-10.

2.1.5  Preparation and Scheduling. *The next
important step is to prepare floor or crew
schedules. The schedule should show areas to
be cleaned, waxed, and polished each day of
the month.  Such schedules must be flexible, of
course, to meet changing needs and special
requests. Applicable "Service Work
Performance Standards” for custodial services
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locally when an on-site and thorough review the second group functions as an
of the facts is made.  Reasonable frequencies augmentation or cushion group of
and levels of services are put into effect, area employees. This system is efficient and
by area, and floor by floor, and then evalu- should be considered.
ated. The salient feature of the system devel-
oped is a two-part plan of personnel utiliza- Section 2 — SUPPLIES AND EQUIPMENT
tion for: (1) mandatory or daily routine
services, and (2) variable or flexible services 2.2.1  General. Custodial supplies consist of
that can be changed in frequency. For ex- materials used in performing custodial serv-
ample, while waxing might be a monthly as- ices, except tools and equipment. Purpose of
signment in a given area, a day or even a this section is to describe these supplies, their
week slippage will not hurt. By using this function, and usage. Supplies and equipment
system, one group of employees has most commonly used are listed in table 2.
continual assigned duties and the second Principal cleaning and stain removal agents
group has variable duties. Thus when are described in the following paragraphs of
unexpected absences occur a second group this section. Their use and the use and care
employee can step into the first group and of equipment are discussed in chapter 2 and
carry on the firm routine schedules. In fact, chapter 3 of this manual.
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2.2.2  Cleaning Agents. Cleaning agents com- should not be used on marble, terrazzo, as-
monly used in custodial services may be di- phalt tile, rubber tile, linoleum, wood floors,
vided into two general classes; those emulsi- painted surfaces, or as metal polish, and
fying dirt with water, and those removing it should be used with care on ceramic and
by abrasive action. Some cleaning agents quarry tile.
combine these actions.

2.2.2.1  Emulsifying Agents: properly, there should be little need for use of scouring

(1)   Soaps—Consist of fats or oils com-
bined with an alkali of sodium, or potassium. 2.2.2.3  Precautions in Use of Cleaning
Strong soaps, such as yellow GI, are made Agents. Cleaning agents attack surfaces as
from an alkali of sodium and fat and have an well as dirt or grime. When cleaning agents
excess of free alkali. Toilet and hand soaps are used, there is some damage to surfaces.
are usually made with palm, coconut, or cot- In order to clean and do as little damage as
tonseed oils and alkali of sodium or potas- possible, these rules should be followed:
sium and have a low free alkali content. (1)  Never use washing solution stronger

(2)  Liquid Hand Soap—is similar to than necessary. Directions for preparing
toilet soaps but is in solution with water. The washing solutions are given in this manual.
soap content varies from 15 to 42 percent. (2) Apply washing solution only long

(3)   Soap Substitutes: enough to loosen dirt.
(a)  Detergents—Detergents  have (3) Rinse cleaned surfaces with clear

largely replaced soaps for the various water.
cleaning processes in custodial services. The (4) Do not spill washing solution on sur-
standard detergent for these processes is faces not to be cleaned. Particular care
known as "All Purpose Synthetic Detergent should be taken not to splash cleaning agents
Cleaning Compound" meeting the require- against calcimined or casein-painted walls,
ments  of  Federal  Specification  No. P-D- because it is impossible to wipe without
00223. The detergent comes in powder or spotting wall. In other cases, spilled solution
flakes, liquid and paste and contains no should be wiped up immediately with clean
abrasives or fatty acid soaps and is not irri- cloth.
tating to the skin. It is excellent for cleaning (5) Use steel wool, scouring powders,
painted surfaces, asphalt and rubber tile, and and abrasives only when absolutely neces-
sheet floor coverings. sary. When used, care should be taken to

(b)  Trisodium Phosphate—is an prevent damage to surface cleaned.
inexpensive, strong cleaning agent. It is espe-
cially effective for removing grease and oil. It 2.2.2.4  Stain Removers:
should not be used for cleaning painted (1)  Stain removers can clean in three
surfaces, except for heavily soiled areas that ways; by dissolving substance causing stain,
cannot be cleaned with detergents, and then by acting as bleaching agent, or by absorbing
in only weak solutions. Trisodium phosphate substance causing stain. Most stains can be
should not be used on wood, linoleum, removed by methods recommended in Table
asphalt or rubber tile, or oxychloride floors. 3.

2.2.2.2. Scouring Powder. Scouring powder stains on washbowls, urinals, and toilet
is a combination of soap powder and abra- bowls. Daily cleaning with all-purpose syn-
sives, such as powdered quartz, feldspar, thetic detergent solution will remove these
marble, lava, or pumice. In order to prevent stains.  If fixtures are badly stained, use soap-
serious scratching of surfaces, these abra- grit cake and damp cloth.  If this fails, mix a
sives should pass through a number 100 weak solution of sodium bisulfate (toilet
sieve. Trisodium phosphate may be added to bowl cleaner) and apply with cloth attached
improve the cleaning properties of the to a stick. Leave solution on stain long
powder. Abrasives aud trisodium phosphate enough to remove it. Wash with all-purpose

IMPORTANT:  If cleaning is done regularly and

powder.

(2)  In some instances, water causes
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synthetic detergent solution thoroughly. wax has a high melting point, is hard, and
Repeated use of toilet bowl cleaner will takes high polish. Table 6 shows wax
remove glaze from porcelain and porcelain recommended for use on various floor
enameled fixtures, making them impossible surfaces.
to clean satisfactorily. Do not use muriatic,
oxalic, or hypochlorous acid to remove stains 2.2.4.1.  Mineral Spirit and Paste Wax.
on porcelain. They destroy surface glaze very These waxes, because of the fire hazard in-
quickly. volved, are to be used only on approval by

2.2.2.5  Abrasive  Cleaners.  Abrasive
cleaners contain sharp grit particles which 2.2.4.2  Water Emulsion Wax:
vary in size and hardness. Soap-grit cake and (1)  General. Water emulsion wax con-
scouring powders also contain these abra- sists of carnauba wax, resin, and emulsifying
sives. Particles should be fine enough to pass materials in 12 percent and 16 percent con-
through a number 100 sieve. Soap-grit cake centrations. Drops of wax are held in suspen-
should not be used to polish metal. If sion. Ammonia is sometimes added to make
plumbing fixtures are properly cleaned daily, emulsion more water-proof after drying.
there should be little need for use of abra- After application, water evaporates, leaving
sives. wax in tiny drops which have a sheen or

2.2.3  Polishing Agents: does not need buffing to look well. However,

2.2.3.1  Metal Polish. Metal polish is made and makes it more waterproof. Specification
from fine abrasive and cleaner such as soap P-W-155 governs the specifications for water
or soap powder. Abrasive removes tarnished emulsion wax.
surface of metal, soap helps carry it away.
See paragraphs 8.5.1.10 and 3.5.1.12 for di- (2)  Precautions in Handling Water
rections for polishing brass, copper, nickel, Emulsion Wax. Water emulsion wax is a del-
and chromium fixtures. icate solution. Adding water, freezing, or

2.2.3.2  Furniture Polish. Furniture polish its properties. It is important, therefore, to
should remove dirt, leave a gloss or sheen, prevent wax from freezing, and to use clean
and protect surfaces. It is applied manually mops and containers. Water emulsion wax
with a dampened cloth pad. Some polishes should be stored in other than galvanized
consist only of light oil which provides gloss containers to prevent the development of an
as long as surfaces are wet. Others contain acid  which  eventually  causes  spoilage.
waxes mixed with oil which brighten and Unused wax shall not be poured back into its
protect surfaces after oil evaporates. Polish regular container, but be disposed of by an
should not leave surfaces oily or sticky, approved means.
should not injure varnish or enamel, and dust
should not stick to it. Good polish may be 2.2.4.3  Bar Wax. General. Bar wax is a
made by dissolving ½ pound of carnauba mixture of pure carnauba wax and nonslip
wax in one gallon of turpentine at room tem- resins. It is cast in bars and contains no sol-
perature. vents.

2.2.4 Waxes and Finishes. Waxes may be 2.2.4.4  Resin Emulsion Floor Finishes.
made of animal, vegetable, mineral, or This type floor finish contains no wax and is
synthetic origin. Best known vegetable wax usually composed, in whole or in part, of
is carnauba. It is the hardest and most acrylic, polyethylene, and polyvinyl resins in
durable of waxes. Usually, all good wax emulsion with water. The finishes have not
products contain some carnauba. Waxes are been developed sufficiently to replace water
waterproof, and may be dissolved in alcohol, emulsion wax for general use. However, the
turpentine, or mineral spirits. Good floor finishes usually require no buffing and are

the engineer of the installation.

gloss. For this reason, water emulsion wax

buffing makes wax stick better, wear better

using a dirty mop or container breaks down
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slip-resistant. For these reasons they are of deodorants is necessary, it is an indication
particularly suitable for use where buffers are the area is not properly cleaned and ven-
not available, in congested areas where the tilated. Deodorants are unpleasant to many
use of buffers is difficult, and where slip people. Odor-masking devices will not be
resistance is important, such as on ramps. used. They are not a substitute for thorough

2.2.5  Floor Oil.

2.2.5.1  General. One type of floor oil con- should be approved by Natick Laboratories,
sists of linseed oil and turpentine, or mineral Naval Civil Engineering Laboratories or the
spirits. When applied to floor it penetrates, Office of The Surgeon General. Approved
and dries to a fairly hard, non-oily surface. items are listed in the Federal Supply Ca-
Another type, paraffin-base floor oil, pene- talog. The Federal Supply Catalog should be
trates wood, but does not harden. This leaves consulted first when procuring sanitizers and
floor slippery until oil is washed off or worn every attempt should be made to use the
away. While floor oils serve to control dust, items listed. At the present time there is no
they also present disadvantages. Oils darken universal sanitizer which is effective under all
wood floors, and soften fibers of many conditions. Local conditions such as water
woods, thereby reducing wearing quality. hardness or acidity will change the effective-
When oiled floors are mopped, detergent ness of most items. Area surgeons should be
emulsifies the oil and quickly removes the oil consulted when the effectiveness of a sani-
from the wood. tizer  is in doubt and especially when local

2.2.5.2  Use of Floor Oil. Floor oil should items. The surgeon is available to assist in
be used only when floors are in such the evaluation of the effectiveness of sani-
condition that they cannot be sealed tizers under local conditions and to make re-
satisfactorily and dust control is important. commendations regarding the equipment,
Floor oils present a fire hazard, and must be chemicals, and procedures which are ap-
used carefully. Oils must not be used where propriate.
a fire hazard is inherent in the work which is
done in the area. 2.2.9 Storage of Custodial Supplies. Custodial

2.2.6 Disinfectants. Disinfectants are designed centrally located area under direct control of
to kill germs and may consist of phenol (car- supervisor. Supplies are stored in ventilated,
bolic acid), pine oil, cresol, creosote, iodo, or conveniently  located  closets  or cabinets
cresylic acid. They kill germs by coming in issued to workers. Cabinets should be avail-
contact with them and must be applied di- able at all times for inspection to insure that
rectly. If floors are kept clean, toilet rooms at supplies are stored safely and do not present
satisfactory standard of cleanliness, and a fire hazard. Particular caution should be
waste disposed of properly, germs have small exercised to insure that soiled rags, mops,
chance of breeding. etc. are stored safely; either in the open air

CAUTION. DISINFECTANTS ARE POI- containers in well-ventilated locations. Only
SONS. one day’s supply of flammable cleaning

2.2.7  Deodorants. Deodorants are used to working area.
eliminate disagreeable odors. When the use

cleanliness of the fixtures.

2.2.8  Sanitizer. Chemicals used to sanitize

conditions require the use of locally procured

supplies for replenishing items are kept in a

outside of buildings or in fireproof, closed

materials should be kept on hand in the


