METHODS
The following 10 Steps are based on observations from over 100 building interventions and appear to be consistent in successful programs with a focus on utilizing cleaning to maintain a healthy, high performance indoor environment.  These methods and the following opportunities deliver the best return-on-investment relative to cleaning programs with this important focus.  The goal is to provide a proven and easy to implement process or “method” for implementing such a program and identifying the best opportunities to make the biggest improvement or “results” with the least expenditure of resources.

STEP 1.  COMMITMENT:  Gaining commitment from senior management of all stakeholders is essential for program success.  This includes the building owners and/or managers, tenants, and cleaning contractor if it is an outside firm.  Agreement must be reach that implementing a healthy, high performance cleaning project is important and a priority.  Action must be taken to clearly define goals and expectations, and to establish implementation plans with timetables by which the program could be evaluated.  

STEP 2.  TEAM DEVELOPMENT:  While senior management must make the commitment, in some organizations especially large ones a team must be assembled of those actually responsible for program implementation.  In addition to representation from the building owners/manager, tenants and cleaning organization (in-house or outside contractor), the team should recruit additional members, such as individuals environmental, health and safety personnel, union representatives, on-sight day care manager, HVAC engineer, human resources representative, and possibly individuals who have expressed concerns about the existing cleaning practices or the general quality of the indoor environment.  It is important when developing a healthy, high performance cleaning program that the focus is not only on the need to manage the cleaning operations themselves, but the need to manage the occupant perception of those activities.  Thus, it cannot be over-emphasized the importance of developing an effective project team and including affected individuals on the team, as well as those who can help communicate improvements throughout the organization.

STEP 3.  BASELINE:  A building investigation should be undertaken to identify the existence or potential for indoor environmental problems that were either caused or correctable by cleaning activities.  The investigation can include a building survey, cleaning chemical and equipment evaluation, review of existing complaint and IAQ records, and other information as available.  Finally, a thorough review should be undertaken of existing cleaning products and procedures.  The baseline is critically important to both identify and prioritize opportunities for improvement and to be able to document improvements based on the new intervention strategies.  Without a clear baseline it is difficult to demonstrate improvements and to maintain the support of management and affected individuals.

STEP 4.  PRODUCTS:  Cleaning products should be reviewed specifically for impacts on human health and the environment.  More specific information on product selections strategies and opportunities are discussed later under the Opportunities section of this paper.

STEP 5.  PROCEDURES:  Cleaning procedures should be evaluated and modified with a desire to implement a process designed to protect health and safety, and minimize environmental impacts.  Traditional cleaning approaches simply focus on appearances, which may be deceptive.  Even buildings that appear to be clean can be unhealthy.  A healthy, high performance cleaning strategy focuses on maximizing the control and elimination of microorganisms, VOCs and particles, especially at infection control points.  Procedures should be specifically designed based on the requirements of individual areas of the building with specific attention paid towards individual building occupant needs.  These occupants included individuals with pre-existing health conditions, asthmatics, chemically sensitive individuals, children and other at risk populations.  It is also important to recognize that not all areas of a building require the same cleaning and that workloading and scheduling can be managed in a way that optimizes resources and accomplishes overall objectives.

STEP 6.  TRAINING:  Training needs for cleaning personnel must be identified to institute the procedures that were identified previously.  Unfortunately, no two buildings are the same, nor are cleaning crews.  Training requirements should include functional/procedural and OSHA requirements.  In addition to these traditional training issues, it is important to inform and motivate the cleaning personnel relative to the critical role that their activities provide in maintaining a healthy environment.  Finally, it is important to recognize potential language barriers and to insure that training is provided in a language that is easily understandable especially if the cleaning personnel use English as a second language.  To facilitate training, the use of color-coded materials and pictographs are extremely valuable especially in turnover of cleaning personnel is high.

STEP 7.  CONTROLS:  Engineering controls should be installed to provide consistent product quality, greater health and safety protection, and reduced risk associated with the incorrect or accidental mixing of chemicals.  Automated chemical mixing equipment can reduce chemical consumption by 30% to 60% compared to non controlled methods and protect workers from exposures to the concentrated products.  Other simple controls include labeling storage areas and shelves for proper identification and storage of chemicals, labeling product containers, mops and other equipment and developing specific auditing tools to insure work is being conducted as specified.

STEP 8.  COMMUNICATIONS:  Communication vehicles should be designed to foster a team effort, develop a clear sense of shared responsibility (see STEP 9), and to establish a framework for continual improvement.  Examples would include messages dispersed through the organization’s internal LAN message system explaining the process and notifying all occupants about upcoming meetings and major cleaning activities that were scheduled to take place.  Other means of communications can include letters, organizational newsletters, safety fairs and other employee activities.  Communication vehicles to establish feedback loops between management, building occupants, cleaning personnel and vendors are important to optimize resources and reduce response time to address existing and potential problems.

STEP 9.  SHARED RESPONSIBILITY:  The traditional cleaning approach delegates the responsibility for the cleanliness of the building solely to the cleaning personnel.  But to optimize resources and generate a healthy, high performance indoor environment, all those who have impacts on the indoor environment must share in the responsibility for maintaining that environment.  Thus, as part of a shared responsibility program, education should be provided for occupants, vendors, visitors and others who work in or visit the building.  For example, occupants need to recognize how their own activities may impact the building in total, or individuals working nearby.  For example, food debris resulting from eating in work areas, can impact the building's requirements for cleaning and pest management, while the use of personal care products such as strong perfumes can adversely affect more chemically sensitive individuals in the immediate area.  Another example would be vendors who need to understand that the products the use can affect indoor air quality and need to modify their products, the ventilation, or time the products are used.

STEP 10.  CONTINUAL IMPROVEMENT:  Continued involvement of the project team is key to long-term success and program improvement.  Feedback from occupants should be reviewed and opportunities for improvements evaluated.  Periodic meetings with cleaning personnel should be ongoing for both the training of newly hired cleaning personnel, as well as to reinforce correct procedures.  

