








I. PURPOSE
The purpose of this FSSP is to outline Housekeeping Services equipment policies and procedures.

II. PROCEDURES
A. Housekeeping Services Management Contractor
Housekeeping Services Management Contractor (Contractor) is required to maintain a minimum level of operable equipment per contract requirements with the University.  

Contractor shall provide an updated Housekeeping Services Equipment List to the Director of Resource Management every Friday indicating the quantity of equipment, quantity of out-of-service equipment, and quantity of equipment available for that week compared to the required minimum equipment levels per contract.   The anticipated return-to-service date shall be indicated for each piece of out-of-service equipment when the quantity of equipment available is below the required minimum equipment level.  

Contractor shall provide a sufficient amount of spare equipment in order to maintain the required level of operable equipment.  Broken equipment returned as appropriate shall be replaced with a comparable operable piece of equipment immediately.    Contractor shall maintain a sufficient supply of repair tags, lockout boxes, equipment sign-in/out forms, etc. in each equipment storage location.  

Contractor shall identify closets as satellites to serve as a centralized location for Housekeeping staff to report to work in proximity to their assigned work area and a centralized storage location for covered work area that may include several buildings.  Satellites are in addition to the Housekeeping Services closets in a building.  Pieces of equipment for the covered work area shall be stored in the satellite.  Contractor shall maintain a satellite report indicating the location of each satellite (building and room number), supervisor(s) operating out of each satellite, buildings covered by each satellite, and gross square footage of buildings covered by each satellite.  Contractor shall forward satellite report to Director of Resource Management each year, July 1st.  Contractor shall forward updated satellite reports to Director of Resource Management as appropriate.  

Contractor shall determine the type of equipment and how many of each piece of equipment is routinely required in each building based on the type of flooring, number of floors, elevators, and number of Housekeepers assigned to the building, etc.  Such routinely used pieces of equipment shall be assigned to the building and/or supervisor, as specified below. Contractor shall maintain an inventory control report identifying the number of each piece of routinely-used equipment assigned to a building or satellite.  Contractor shall forward an inventory control report to Director of Resource Management each year, July 1st.  Contractor shall forward updated inventory control reports to Director of Resource Management as appropriate.  

Contractor shall conduct building inspections to audit the inventory control report at least once a year.  Contractor shall report the results of the building inspections to the Director of Resource Management.  In addition, the Director of Resource Management may request a building inspection to audit the inventory control report.    

Contractor shall maintain sign out/in procedures to facilitate the use of semi-routinely-used equipment and non-routinely-used equipment as explained below.      

B. Equipment

1. Routinely-Used Equipment 

Vacuums, area vacuums, battery-operated sweeper:  Vacuums, area vacuums, and battery-operated sweeper are considered routinely-used equipment and assigned to buildings. Housekeeping Services shall maintain an adequate number of operable machines at each equipment storage location to rotate with broken equipment.     

Auto high-speed burnishers and auto floor scrubbers: Auto high-speed burnishers and auto floor scrubbers are large machines used to clean hard floors such as tile.  Due to the size of the equipment not the use of the equipment, this equipment is assigned to satellites; therefore, this equipment is also considered routinely-used equipment for the purpose of this FSSP.     Housekeeping Services shall maintain an adequate number of operable equipment at the main office equipment storage to rotate with broken equipment.     

Wet vacuum, buffers:  Buffers are also known as “low speeds” or “Matadors.”  One wet vacuum and one buffer shall be assigned to each night Academic Supervisors and Housing Supervisors to be kept in their respective satellites; the one wet vacuum and one buffer shall be considered routinely-used equipment.  Housekeeping Services shall maintain an adequate number of operable wet vacuums and buffers at each equipment storage location to rotate with broken equipment AND to be signed-out to meet additional need as semi-routinely-used equipment.       

Day Academic Supervisors shall sign-out wet vacuums and/or buffers from the main office equipment storage.  Day Academic Supervisors shall not use the wet vacuums and/or buffers assigned to night Academic Supervisors.  

2. Semi-Routinely Used Equipment

Wet vacuum, buffers:  Buffers are also known as “low speeds” or “Matadors.”  Wet vacuums and buffers, in addition to the one wet vacuum and one buffer considered routinely-used equipment, are considered semi-routinely-used equipment.  Housekeeping Services shall maintain an adequate number of operable wet vacuums and buffers at each equipment storage location to rotate with broken equipment AND to be signed-out to meet additional need.

Day Academic Supervisors shall sign-out wet vacuums and/or buffers from the main office equipment storage.  Day Academic Supervisors shall not use the wet vacuums and/or buffers assigned to night Academic Supervisors.  

3. Non-Routinely-Used Equipment

Backpacks, high-speed burnishers, extractors, and high-pressure washers:  Backpacks, high-speed burnishers, extractors, and high-pressure washers are considered non-routinely-used equipment.  Non-routinely-used equipment shall be maintained at main office equipment storage to be signed-out as needed.       

4. Additional Equipment

Grout hogs, pile lifters, steam cleaners, foamatics, fans, etc.: Grout hogs, pile lifters, steam cleaners, foamatics, and fans, etc. are additional equipment, not specifically designated on the minimum equipment list but provided by the Housekeeping Services Management Contractor.  Additional equipment shall be maintained at the main office equipment storage for sign-out.        

C. Sign-Out/In Procedure:

1. Sign-out:

A Housekeeping Services employee should contact the appropriate equipment coordinator to sign-out equipment.  

2. Sign-in:  

A signed-out piece of equipment shall be returned to the equipment storage location where the equipment was obtained by the end of the shift.   The employee should contact the appropriate equipment coordinator to schedule a time to return the equipment.  Manager approval is required to sign-out equipment for more than one shift.   The manager should indicate approved sign-in date on Equipment Sign-Out/In Log and initial the date.  The signed-out piece of equipment should be returned clean.  Equipment signed-out for more than one shift with a manager’s approval shall be kept in a satellite when not in use.  If equipment is not returned or maintained as appropriate, the employee who signed-out the equipment will be subject to appropriate disciplinary action.     

D. Broken Equipment:

Broken routinely-used equipment, i.e. vacuums, area vacuums, and battery operated sweeper assigned to buildings and the wet vacuum and buffer assigned to a satellite, should be returned by a supervisor to the appropriate equipment storage location for an immediate comparable operable replacement.  The supervisor should contact the appropriate equipment coordinator to schedule a time to return the broken equipment. If the equipment coordinator is not able to provide a comparable operable replacement in a reasonable amount of time, i.e. within the shift, the supervisor should notify the area manager in the shift report and notify the Director of Resource Management by e-mail.   

Supervisor should notify the equipment coordinator at the main office equipment storage of a broken auto floor scrubber or auto high-speed burnisher for pick-up and delivery of a replacement in a reasonable amount of time, i.e. by the next shift.  The supervisor should return the equipment to the appropriate satellite.  If the supervisor is as close to the main office equipment storage as the satellite, the supervisor may return the equipment to the main office equipment storage for a comparable operable replacement. 

A Housekeeping Services employee should return a broken piece of signed–out equipment, i.e. wet vacuums, buffers, backpacks, high-speed burnishers, extractors, and high-pressure washers, to the equipment storage location where the equipment was signed-out for an immediate comparable operable replacement.  The employee should contact the appropriate equipment coordinator to schedule a time to return the broken equipment. If the equipment coordinator is not able to provide a comparable operable replacement in a reasonable amount of time, i.e. within the shift, the employee should notify his/her supervisor.  The supervisor should notify the area manager in the shift report and notify the Director of Resource Management by e-mail.   

E. Weekend Shifts:

Equipment required by a weekend shift shall be signed-out on Friday.  The sign-out by a weekend shift does not require manager approval. The signed-out equipment should be kept in satellite when not in use.  The signed-out equipment shall be returned to the equipment storage location where the equipment was obtained at the beginning of the shift on Monday.  Employee should contact the manager on-call to report a broken signed-out piece of equipment during the weekend.  If the signed-out equipment is needed before it is returned on Monday, the equipment manager will pick-up the equipment from the satellite and leave a note in the satellite and e-mail employee’s supervisor indicating the equipment has been signed-in during the day.  See Attachment 2.        

F. Responsibilities:

1. Director of Housekeeping Services:

The Director of Housekeeping Services shall identify a manager to serve as equipment manager.  The Director of Housekeeping Services shall identify equipment coordinators from each shift of senior supervisors and/or leads for each equipment storage location:

Shift



Location

Day Academics 

Main Office – Old Cafeteria 
Night Academics  

Main Office – Old Cafeteria
Day School of Medicine  
School of Medicine 

Night School of Medicine 
School of Medicine 

Housing 


Housing

Student Recreation Center 
Student Recreation Center

The Director of Housekeeping Services shall provide each equipment coordinator with a key to their respective equipment storage location.  

2. Equipment Manager:

The equipment manager responsibilities shall include, but are not limited to, the following: 

· may serve as equipment coordinator 

· coordinate the repairs of broken equipment as needed to maintain the required levels of equipment.
· assist area managers with locating missing equipment.
· coordinate timely replacement with equipment coordinator of a broken auto floor scrubber or auto high-speed burnisher. 
3. Equipment coordinator:

Sign-Out/In

The equipment coordinator shall use the Equipment Sign-Out/In Log to sign-out and sign-in equipment to Housekeeping Services staff.  See Attachment 1.   The equipment coordinator should review the Equipment Sign-Out/In Log to determine the amount of equipment that will be returned at the end of the shift.  Equipment coordinator should schedule time accordingly to sign-in returning equipment at the end of the shift.  Equipment coordinator should respond to requests to return equipment as quickly as possible.   Equipment shall be returned by the end of the shift unless a manager has approved sign-out of equipment longer than one shift.  If the equipment is not returned as appropriate, an equipment coordinator is responsible for notifying the area manager by indicating the specific piece of equipment, person who signed-out the piece of equipment, and expected return date/shift on the shift report.  The equipment coordinator shall also provide this information to the equipment manager by e-mail.  

The Student Recreation Center equipment coordinator is responsible for making sure equipment is returned to the equipment storage room and does not leave the building.  

When a signed-out piece of equipment is returned that has not been cleaned

When a signed-out piece of equipment is returned that has not been cleaned, the equipment coordinator should describe the condition of the equipment on the Equipment Sign-Out/In Log.  The equipment coordinator is responsible for notifying the area manager by indicating the specific piece of equipment, person who signed-out the piece of equipment, and condition of equipment on the shift report.  The equipment coordinator shall also provide this information to the equipment manager by e-mail.  

When a broken routinely-used equipment (vacuums, area vacuums, battery operated sweeper, wet vacuum, or buffer) is returned      

When a broken routinely-used equipment, including vacuums, area vacuums, battery operated sweeper, wet vacuum, or buffer, is returned, the equipment coordinator shall replace the piece of equipment with a comparable operable piece of equipment in storage.  The equipment coordinator on shift shall notify the area manager by indicating the damaged piece of equipment, supervisor who returned the broken piece of equipment, description of the problem, and replacement piece of equipment on the shift report.  The equipment coordinator shall also provide this information to the equipment manager by e-mail.  The equipment coordinator shall affix a repair tag noting the specific piece of equipment and description of the problem on the broken piece of equipment and install a lockout box on the broken piece of equipment.  

When a user returns a signed-out piece of equipment because it is broken

When a user returns a signed-out piece of equipment because it is broken, the equipment coordinator should describe the condition of the equipment on the Equipment Sign-Out/In Log.  The equipment coordinator shall notify the area manager by indicating the specific piece of equipment, person who returned the equipment, and description of the problem, replacement piece of equipment if appropriate, on the shift report.  The equipment coordinator shall also provide this information to the equipment manager by e-mail.  The equipment coordinator shall affix a repair tag noting the specific piece of equipment and description of the problem and install a lockout box on the piece of broken equipment.  The equipment coordinator shall indicate on the Equipment Sign-Out/In Log that the equipment was returned and a description of the problem.  The equipment coordinator may sign-out another piece of equipment to the user.  

The School of Medicine night equipment coordinator shall coordinate with School of Medicine day equipment coordinator to transport broken equipment to the main office equipment storage.  

If a comparable operable piece of equipment is not available at the equipment storage location
If a comparable operable piece of equipment is not available at the equipment storage location, the equipment coordinator should contact other equipment coordinators to locate a comparable operable piece of equipment at another equipment storage location.  The equipment coordinator should direct the employee to the other equipment storage location.  The equipment coordinator should include the other location of replacement on the shift report to the area manager and in the e-mail to the equipment manager.  The equipment coordinator at the other location should sign-out the comparable operable piece of equipment to the employee noting the situation on the Equipment Sign-Out/In Log.  

When an auto floor scrubber or auto high-speed burnisher is broken

When an auto floor scrubber or auto high-speed burnisher is broken, a supervisor shall contact the main office equipment storage equipment coordinator.  The equipment coordinator should note the time of the call and confirm the satellite where the equipment is located on the Equipment Sign-Out/In Log.  The equipment coordinator shall notify the area manager by indicating the specific piece of equipment, supervisor, time of call, description of the problem, satellite on the shift report.  The equipment coordinator shall also provide this information to the equipment manager by e-mail.  The equipment manager shall contact the supervisor to coordinate delivery of a comparable operable replacement.  The supervisor may return the equipment to the main office equipment storage.  The equipment coordinator shall notify the area manager by indicating the specific piece of equipment, supervisor, description of the problem, replacement piece of equipment on the shift report.  The equipment coordinator shall also provide this information to the equipment manager by e-mail. The equipment coordinator shall affix a repair tag noting the specific piece of equipment and description of the problem and install a lockout box on the piece of broken equipment.  

4. Manager:

If equipment is not returned or maintained as appropriate, the manager will investigate the situation, including locate the missing equipment and returning it to the appropriate equipment storage location, and proceed with disciplinary action as appropriate.      

If notified that an equipment coordinator is not able to provide a comparable operable replacement in a reasonable amount of time, the area manager shall investigate the situation with the equipment manager and respond to the Director of Resource Management.   

G. Dehumidifiers:
Dehumidifiers are considered non-routinely-used equipment.  Dehumidifiers are not included in contract requirements with Contractor.  However, Housekeeping Services will handle sign-out procedures for dehumidifiers.  Time frames for return of the piece of equipment may vary.  Housekeeping Services is responsible for delivery and pick-up dehumidifiers.  Housekeeping Services shall include directions for the operation of the dehumidifier when delivered.  Housekeeping Services shall be accountable for the location of the dehumidifiers.   
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