Project Name
Green Cleaning Policy and Program Plan 

LEED for Existing Buildings: Operations and Maintenance

February 1, 2012

SECTION 1: SCOPE

This Policy and Plan addresses environmental best practices for cleaning the interior of Project Name. Specifically, it addresses purchasing sustainable cleaning, hard-floor and carpet products, and entryway systems; procuring sustainable cleaning equipment; developing and implementing standard operating procedures for effective cleaning; promoting and improving hand hygiene; developing guidelines for handling cleaning chemicals; developing staffing and employee training requirements; collecting and addressing occupant feedback; and establishing procedures for use of chemical concentrates and dilution systems. 

This building is located at Location Address.

SECTION 2: GOALS

The goal of this Green Cleaning Policy and Plan is to reduce the exposure of building occupants and maintenance personnel to potentially hazardous chemical, biological and particle contaminants, which adversely impact air quality, health, building finishes, building systems and the environment. 

SECTION 3: RESPONSIBLE PARTIES

The Property Manager, Name, and Chief Engineer, Name, with support from the vendor, Company Name, are responsible for developing and managing the implementation of the Green Cleaning Policy and Plan. 

Personnel involved with various elements of the green cleaning program shall carry out their tasks according to this policy, and report all relevant activities to the aforementioned parties. To ensure an effective and coordinated effort, the building staff responsible for overseeing the Green Cleaning Policy and Plan shall review all proposed cleaning activities before implementation.

Green cleaning strategies for the property shall include actions performed by the following contractors:

	Function
	Company Name
	Primary Contact
	Phone

	Housekeeping / Cleaning
	Company Name
	Name
	Phone Number

	Exterior Window Washing
	Company Name
	Name
	Phone Number


SECTION 4: QUALITY ASSURANCE CONTROL PROCESS

The parties responsible shall periodically evaluate the success of the Green Cleaning Policy and Plan. This evaluation may include producing and providing a report on an annual basis to senior management. Whenever possible, the annual report shall include an evaluation of the performance, safety, cost and environmental/public health benefits achieved as a result of its implementation. 

Prior to implementation, the responsible parties shall review all proposed cleaning activities. Upon reviewing proposed activities, the responsible parties shall determine if they meet the criteria of the Green Cleaning Policy and approve or deny action. 
The responsible parties shall regularly communicate with all cleaning staff, and conduct regular site inspections and evaluations to ensure that the Green Cleaning Policy and Plan is in place and functioning as intended. In addition to ongoing quality control measures, The Property Manager, Name, and Chief Engineer, Name, will review all practices and products (typically annually) to identify opportunities for improvement and expansion of environmentally friendly practices.

SECTION 5: CLEANING PRODUCTS

PERFORMANCE METRICS AND MEASUREMENT

The practices listed below shall be implemented, to the extent practicable, with a target goal of 60% of products complying, based on cost. The Responsible Party shall assign staff to track purchase rates of both compliant and noncompliant products. 

PRACTICES TO OPTIMIZE USE OF SUSTAINABLE CLEANING PRODUCTS

Cleaning products and materials, including hard-floor and carpet-care products, used at Name shall, when possible, meet the requirements of IEQc3.3: Green Cleaning, Purchase of Sustainable Cleaning Products and Materials.  

Product types subject to these requirements include, but are not limited to, bio-enzymatic cleaners, hard-floor cleaners, carpet cleaners, general-purpose cleaners, specialty cleaners, odor control, disinfectants, disposable janitorial paper products and trash bags, and hand soaps.

IEQc3.3: Green Cleaning, Purchase of Sustainable Cleaning Products and Materials Criteria:

· The cleaning products meet one or more of the following standards for the appropriate category:

· Green Seal GS-37, for general-purpose, bathroom, glass and carpet cleaner use for industrial and institutional purposes

· Environmental Choice CCD-110, for cleaning and degreasing compounds

· Environmental Choice CCD-146, for hard-surface cleaners

· Environmental Choice CCD-148, for carpet and upholstery care.

· Disinfectants, metal polish, floor finishes, strippers or other products not addressed by GS-37 or Environmental Choice CCD-110, 146, or 148 shall meet at least one of the following standards for the appropriate category:

· Green Seal GS-40, for industrial and institutional floor-care products

· Environmental Choice CCD-112, for digestion additives for cleaning and odor control

· Environmental Choice CCD-113, for drain or grease-trap additives

· Environmental Choice CCD-115, for odor-control additives

· Environmental Choice CCD-147, for hard-floor care

· California Code of Regulations maximum allowable VOC levels for the specific product category.

· Disposable janitorial paper products and trash bags meet the minimum requirements of one or more of the following programs for the applicable product category:

· U.S. EPA Comprehensive Procurement Guidelines for Janitorial Paper and Plastic Trash Can Liners
· Trash Can Liners with a thickness of less than 0.7 mil will be excluded from the performance calculation according to LEED Interpretation ID#2460 (4/6/2009)
· Green Seal GS-09, for paper towels and napkins

· Green Seal GS- 01, for tissue paper

· Environmental Choice CCD-082, for toilet tissue

· Environmental Choice CCD-086, for hand towels

· Janitorial paper products derived from rapidly renewable resources or made from tree-free fibers. 

· Hand soaps meet one or more of the following standards:

· No antimicrobial agents (other than as a preservative) except where required by health codes and other regulations (i.e., food service and health care requirements)

· Green Seal GS-41, for industrial and institutional hand cleaners

· Environmental Choice CCD-104, for hand cleaners and hand soaps.

SECTION 6: CLEANING EQUIPMENT

PERFORMANCE METRICS AND MEASUREMENT

All newly acquired cleaning equipment shall comply with the criteria listed below. The Responsible Party shall assign staff to track the percentage of all equipment that meets the criteria, based on cost or number of pieces of equipment, with a target of 20% of equipment comply by the end date of the LEED-EBOM performance period, (Summer, 2012).
PRACTICES TO OPTIMIZE USE OF SUSTAINABLE CLEANING EQUIPMENT

Purchase Criteria

All new equipment acquisitions shall comply with the requirements of IEQc3.4: Green Cleaning, Sustainable Cleaning Equipment:

· Vacuum cleaners meet the requirements of the Carpet and Rug Institute “Green Label” Testing Program— Vacuum Cleaner Criteria and are capable of capturing 96% of particulates 0.3 microns in size and shall operate with a sound level less than 70dBA.

· Carpet extraction equipment for restorative, deep cleaning is certified by the Carpet and Rug Institute’s “Seal of Approval” Testing Program for deep-cleaning extractors. 

· Powered floor equipment—e.g., electric and battery-powered floor buffers and burnishers—is equipped with  vacuums, guards and/or other devices for capturing fine particulates, and operates with a sound level less than 70dBA.

· Propane-powered floor equipment has high-efficiency, low-emission engines with catalytic converters and mufflers that meet California Air Resources Board (CARB) or Environmental Protection Agency (EPA) standards for the specific engine size, and operate with a sound level of less than 90dBA.

· Automated scrubbing machines are equipped with variable-speed feed pumps and onboard chemical metering to optimize the use of cleaning fluids. Alternatively, the scrubbing machines use only tap water with no added cleaning products.

· Battery-powered equipment is equipped with environmentally preferable gel batteries.

· Powered equipment is ergonomically designed to minimize vibration, noise and user fatigue.

· Equipment is designed with safeguards, such as rollers or rubber bumpers, to reduce potential damage to building surfaces. 

Record-keeping

A log shall be kept for all powered cleaning equipment to document the date of purchase and all repair and maintenance activities. Vendor cut sheets for all equipment used onsite shall be stored onsite. When cleaning equipment replacement is necessary, acquisition dates and supporting documentation shall be retained to demonstrate that all newly acquired equipment complies with the specifications.

APPROVED EQUIPMENT LIST

The equipment listed below is approved in the event of new equipment acquisition. Equipment beyond that listed here must be submitted for approval prior to acquisition.

	Equipment Type
	Manufacturer/Model
	Sustainability Criteria Met

	Vacuum
	ProTeam Supercoach 
	CRI Green Label

	Floor Burnisher
	Advance Advolution
	67 dBA / Electric / Vacuum 


SECTION 7: HARD-FLOOR AND CARPET MAINTENANCE

PERFORMANCE METRICS AND MEASUREMENT

Floor-care maintenance shall consistently be performed according to written protocols, without exception. QC checks will be used to ensure 100% adoption.
PRACTICES TO OPTIMIZE HARD-FLOOR AND CARPET MAINTENANCE

· The floor and carpet maintenance program at Name is designed to use few, or no, harmful chemicals; remove and eliminate irritating dust, dirt and other contaminants; and protect and preserve floors. 

· To minimize chemical use, Name has reduced the frequency of stripping or removing coatings to an as needed basis and is able to maximize the floor’s longevity, thereby conserving cleaning and floor restoration materials and minimizing occupants’ exposure to harmful chemicals. 

· A written floor maintenance plan and log shall be maintained, which details the number of coats of floor finish being applied as the base and other applications (top coat), along with all relevant maintenance/restoration practices and the dates and duration of these activities. 

SECTION 8: ENTRYWAY SYSTEMS

PERFORMANCE METRICS AND MEASUREMENT

Protocols promoting effective use of entryway systems shall be wholly adopted. Quality control checks shall be used to ensure 100% adoption.

PRACTICES TO OPTIMIZE USE AND MAINTENANCE OF ENTRYWAY SYSTEMS
All entryways and entrances into Name are equipped with walk-off mats

· Walk-off mats at all primary entrances shall be cleaned weekly. These systems shall be a minimum of 10 feet long in the direction of travel.

· The walk-off mats shall be professionally cleaned on a monthly basis and thoroughly vacuumed onsite on a daily basis. The flooring beneath the mats shall be vacuumed and mopped on a weekly.

· Secondary entrances shall also have walk-off mats of 10–12 feet in length to capture initial loose particles entering the building. These mats must be vacuumed weekly, and the floor beneath shall be vacuumed and mopped on a weekly basis.

SECTION 9: HAND HYGIENE

PERFORMANCE METRICS AND MEASUREMENT

Protocols promoting hand hygiene shall be wholly adopted. QC checks will be used to ensure 100% adoption.

PRACTICES TO OPTIMIZE HAND HYGIENE

· All restroom facilities, including those in public areas and back-of-house spaces shall include appropriate hand soaps. (See Section 5.)

SECTION 10: HANDLING AND STORAGE OF CLEANING CHEMICALS

PERFORMANCE METRICS AND MEASUREMENT

Protocols governing safe handling and storage of cleaning chemicals shall be wholly adopted. QC checks will be used to ensure 100% adoption.

PRACTICES TO OPTIMIZE HANDLING AND STORAGE OF CLEANING CHEMICALS

The following protocols have been established to mitigate spills, leaks and mismanagement. 

Storage

· No chemicals are stored on-site. All chemicals are brought into the building and removed by the cleaning vendor. 

Chemical Dilution systems

(See Section 11)

MSDS Records

· The cleaning vendor is required to provide accurate MSDSs for all chemicals delivered to and used in the building.

· MSDSs are submitted and filed, in the manager’s office.

· The cleaning chemical supplier maintains a toll-free hotline that can be called in the event of spills or accidents to access safety data and protocols.

Emergency Procedures

· Refer to the information and procedures outlined at the Fire Command Center 

· For health related emergencies, call 911

· Contact Property Manager and Chief Engineer
· Notify building occupants of any potentially dangerous exposure

· Contact cleaning vendor Manager

SECTION 11: USE OF CHEMICAL CONCENTRATES AND DILUTION SYSTEMS

· Written and graphic instructions are posted in each janitorial closet to facilitate proper techniques.

· Use appropriate personal protective equipment when mixing concentrated cleaning products. 

· Follow manufacturer’s dilution directions. Do not under -or- over-dilute concentrated cleaning products.  Maximize the use of dilution control systems.

· Make sure that spray bottles (secondary containers) have appropriate labels.

· Never mix different cleaning products together. 
Highly concentrated cleaning products reduce environmental impact from packaging and transportation, and typically reduce actual use cost compared to less concentrated alternatives. However, to gain the environmental benefits and to protect workers exposed to these more highly concentrated products during mixing, extra care should be taken.

NAME currently employs dilution control centers in their janitorial closets, ensuring that concentrates are mixed correctly, with no waste. There is no spillage and the chemicals are effectively deployed to the units with a minimal of contact.  Janitorial staff are trained on the proper procedures regarding the utilization of this equipment, minimizing the challenges that manual dilution presents.

If using manual dilution, e.g. accu-dose or pump, cleaning personnel understand that by adding extra chemical concentrate beyond recommended dilutions that the product will not necessarily perform better. In fact, surfaces can become slippery and/or take on a cloudy or streaked appearance due to chemical residue. They never mix cleaning products together. Some cleaning chemicals can react when mixed to give off dangerous by-products. They always rinse containers after use. 

Products should always be diluted accurately according to manufacturer’s directions. This is achieved through a variety of methods including accu-dose systems, simple dispensing pumps and automated dilution equipment. Dilution control equipment is highly recommended because it minimizes the potential for human error and reduces the chance of chemical exposure to concentrates. If you think there is a problem with the dilution control device, let your supervisor know so that it can be checked for proper operation and accuracy.

Accu-Dose Dilution Instructions:

1. Green Solutions Mop On Restorer is the only product which uses the Accu-Dose System.

2. Accu-Dose is a built in feature of the bottle to help measure concentrated product for weekly (sometimes more often) burnishing of finished floors.

3. Employees who are trained on floor maintenance are authorized to use this product.

4. Use PPE (personal protective equipment) such as gloves, eye protection, when handling concentrated chemicals.

5. Fill a clean mop bucket with water between the 3 and 4 gallon mark as indicated on the bucket.

6. With the cap firmly attached to the Accu-Dose bottle, squeeze the bottle to fill the dilution chamber to the 2 oz. line.

7. With the bottle over the mop bucket, open the cap, and dump the contents of the measured chamber into the mop bucket.

8. Replace the cap, and return the Accu-Dose bottle to a secure area.

9. You do not have to label the bucket so long as you are using it for mopping.  Do not leave the bucket with diluted chemical unattended.

10. If you come across a bucket full of unknown chemical, safely move it to a janitors closet and pour the product down the drain.  Make sure to tell your supervisor that you found an unattended mop bucket full of diluted chemical.

11. Follow the instructions for using mop on restorers as listed in the procedures later in this document.

1 oz Pump Dilution Instructions:

1. Two products are diluted with the 1 oz. manual pump system which are used for neutral cleaning of finished floors.  Green Solutions AP Cleaner, or Envirostar Green AP Cleaner.  Both products are in 1 gallon containers.

2. Use PPE (personal protective equipment) such as gloves, eye protection, when handling concentrated chemicals.

3. Ensure that the gallon of AP cleaner is on the floor.  Unscrew the cap of the concentrate, and replace it with a 1 oz. solution pump.  Ensure that he cap is tight, and that the pump is in the down position.

4. Fill a clean mop bucket with water between the 3 and 4 gallon mark as indicated on the bucket.

5. Hold the gallon of concentrate by the handle with one hand ensuring the output side of the pump is over the mop bucket.

6. With the other hand, slowly pull the pump head to full extension, then slowly depress the pump to full compression.  You have now dispensed 1 oz. of concentrated neutral floor cleaner in the mop bucket.

7. Return the gallon concentrate to a secure area.

8. You do not have to label the bucket so long as you are using it for mopping.  Do not leave the bucket with diluted chemical unattended.

9. If you come across a bucket full of unknown chemical, safely move it to a janitors closet and pour the product down the drain.  Make sure to tell your supervisor that you found an unattended mop bucket full of diluted chemical.

10. Follow the instructions for mopping a floor as listed in the procedures later in this document.

Clean on the Go Dilution Instructions (Ecolyzer, TriBase, & BioRenewable Glass Cleaner):

1. Supervisors and above are authorized to operate Clean on the Go dilution systems.  Employees draw already diluted product from labeled 5-gallon buddy jugs for use in their 20 oz. spray bottles.  Ensure bottle labels match buddy jug labels, and colors are correct.

2. Use PPE (personal protective equipment) such as gloves, eye protection, when handling concentrated chemicals.

3. Connect the water source to the dilution control unit.  Screw the female connector on the dilution center to the male portion of the fresh water hose.  Ensure it is hand tight.  Do not use tools to further tighten.

4. Slowly turn on cold water from fresh water source.  As pressure is applied to the system potential connection issues will be revealed.  If there is a leak, turn the fresh water in the off direction and check connections.  Reconnect as necessary.

5. Once fresh water connection is complete, you may begin dilution of concentrates.

6. Place an empty 50gallon buddy jug on the floor, or bottom of janitorial sink.  This is important, as the sink will help contain any potential spillage during filling.

7. Open the large cap placing it in a secure area.

8. Insert the dilution fill hose into the 5-gallon buddy jug ensuring that it sits as far in the container as the hose will go.  This will reduce foaming, and the chance for any spillage or splashing.

9. Place the appropriate closed container of concentrate into the holder on the dispenser.   Ensure it is securely held by both the bottom and handle of the cage.

10. After it is securely in the cage, open the cap to the concentrate and place it on a safe surface.  Replace it with the concentrate feed cap, which connects the dispenser to the concentrated chemical.  Ensure that the feed cap is secure, but do not tighten more than hand tight.

11. Ensuring that the dilution hose is fully in the 5-gallon jug, depress the dilution button.  Diluted chemical will be drawn from the concentrate, mixed with fresh water, and expelled into the 5-gallon jug.  Diluted product will be lighter in color than the concentrate.  This is normal.

12. Do not fill more than 80% full.

13. When you need to stop filling, simply let go of the fill button.  It will spring out to the original position, and stop filling the container.

14. Give it a few seconds for gravity to pull concentrate back into the container.  Then you can disconnect the concentrate feed cap, and replace it with the factory chemical concentrate cap removed earlier.

15. Once capped, the concentrated product can be removed from the cage holder and place in a secure area.  Do not store concentrated product without a cap.  Do not leave concentrated product connected to the dispensing unit.  It must be stored fully contained,

16. If you need to switch products: leave the freshwater on.  If you are done diluting product, turn the freshwater handle off.

17. Remove the dilution fill hose from the 5-gallon buddy jug, allowing it to hang over the sink or drain basin.

18. Cap the 5-gallon jug prior to moving.  The jug will weigh approximately 32 lbs. when filled to 80%.  Ensure to use proper lifting techniques to move it from the sink to the storage area where it can be set up for filling 20 oz. bottles.

19. While transporting the 5-gallon jug ensure that the fill holes and dispensing spigots are closed, and on the top end of the jug to avoid the potential for spillage.  You may utilize wheeled devices to assist in moving the filled jug if it is not stored in the same closet as it is filled in.

20. Once all dilution is complete, ensure that the water source is turned off.

21. With no concentrated product attached and the water off, depress the dilution button while holding the dilution hose over a drain.  This will ensure that fresh water is off, and it will relieve any pressure within the system.

22. Now you can disconnect the fresh water hose at the dilution control end.  Dilution centers must always be stored with the fresh water hose disconnected in order to ensure there is not a flood, and that fresh water is available from the water source. 
23. General Cleaning Chemicals and Tools Matrix

	Product
	Dilution
	Tool
	Alt Tool

	General Cleaner/All Purpose Cleaning

	Tri-Base AP Cleaner
	2oz/gallon
	Cloth
	Brush

	Cleaning Glass

	Bio-renewable Glass Cleaner
	2oz/gallon
	Cloth
	Squeege

	Cleaning Stainless Steel

	Bio-renewable Glass Cleaner
	2oz/gallon
	Cloth
	Brush

	Disinfecting

	Consume Ecolyzer
	2oz/gallon
	Cloth
	Brush

	Toilet Bowls/Urinals

	Bio-renewable Restroom Cleaner
	RTU
	Bowl Swab
	N/A

	Daily Shower Maintenance

	Consume Ecolyzer
	2oz/gallon
	Brush
	Cloth

	Interim shower maintenance

	Bio-renewable Restroom Cleaner
	12oz/gallon
	Brush
	Cloth


SECTION 12: VULNERABLE BUILDING OCCUPANTS

To protect vulnerable building occupants, such as pregnant women, children, asthmatics, elderly occupants, individuals with allergies and highly sensitive individuals, cleaning staff from Name shall use only low/no VOC cleaning products; they shall perform routine cleaning and floor restoration activities after working hours when the majority of occupants have left the building; the staff shall limit the number of cleaning chemicals used in the building; and they shall maintain a high level of cleanliness thus minimizing the presence of irritants.

SECTION 13: STAFFING AND TRAINING
PERFORMANCE METRICS AND MEASUREMENT

All cleaning personnel shall receive regular training. Vendors shall supply evidence of compliance with training requirements prior to contract award or renewal.

PRACTICES TO OPTIMIZE STAFFING AND TRAINING

All cleaning staff and managers shall receive environmental safety and health training, addressing, at minimum, hazards associated with the use, disposal and recycling of cleaning chemicals, dispensing equipment and packaging. 
Training Topics

	Hours
	Training Subject/Topic

	1.00
	Illness and Injury Prevention Program

	1.00
	Hazard Communications Program

	0.50
	Anti-Harassment Policy and Procedure

	0.50
	Zero Tolerance Drug and Alcohol Policy

	1.00
	Company Rules, Policies, and Procedures

	1.00
	MSDS Sheets

	4.00
	Cleaning Techniques

	0.75
	Emergency Preparedness and Safety Issues

	0.75
	Communication Procedures

	1.00
	Finishes and Hard Floor Maintenance

	1.00
	Carpet Maintenance

	0.75
	Hand Hygiene, Hand and Skin Protection

	1.00
	Chemical Handling, Storage, Disposal & Recycling

	1.00
	Dilution Control and Spill Management

	1.00
	Bloodborne Pathogens – Emergency Spill Clean-up Procedures

	0.50
	Workplace Violence Awareness

	1.00
	Safe lifting and Preventing back injuries

	1.00
	Slips, Trips, Falls and Hazards

	0.75
	Workman’s Comp and Medical Insurance Fraud

	1.00
	Ladder Safety/Electrical Safety

	1.00
	Equipment Maintenance and Documentation

	1.00
	Personal Ergonomics / Repetitive motion

	1.00
	Accident Investigation and Reporting

	0.50
	Drug and Alcohol Policies

	24.00
	 

	
	

	Hours
	Healthcare Supplemental Training Subject/Topic

	1.00
	Hazardous/Biohazardous Materials Handling

	1.00
	HIPPA Requirements

	0.50
	Asbestos Awareness Training

	0.50
	Sharps Handling

	2.00
	Exam/Procedure/Patient Room Cleaning

	1.00
	Clean Room Procedures

	6.00
	 


Annual Training Hours
All workers shall receive a minimum of 30 hours of training annually.

Staffing Plan
This building is under reduced specifications as per the property management agreement.  With existing specifications, under full occupancy, total cleaning time (excluding day porter activities) is approximately 22 hours per day.  Some areas are cleaned utilizing day cleaning.  In the areas where the day porter would be performing day cleaning, these would count as part of the 22 hours per day.  Other day porter assignments are not.  We adjust staffing according to actual occupancy levels as reported to us by property management.  Typically this occurs monthly.  Generally, 5 staff members work an evening shift and 1 staff member works a daytime shift to complete these requirements.
SECTION 15: OCCUPANT FEEDBACK AND EVALUATION OF NEW TECHNOLOGIES

PERFORMANCE METRICS AND MEASUREMENT

All guests and employees shall have a mechanism by which to provide feedback on cleaning practices.

PRACTICES TO OPTIMIZE OCCUPANT FEEDBACK AND EVALUATE NEW TECHNOLOGIES AND PROCEDURES
Company Name has implemented an electronic collection system (email) for gathering occupants’ feedback about the green cleaning program. Occupants are encouraged to alert the management to any issues relating to the green cleaning program. 

SECTION 16: TIME PERIOD

This policy shall take effect on February 1, 2012 and shall continue indefinitely or until amended and/or replaced by a subsequent green cleaning policy.
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