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Caretaker Manual – Section 2 

Floor Treatment & Cleaning  
Introduction
1. Work on floors can be divided into two groups, regular day‑to‑day cleaning and periodic (or holiday) treatment.  The better the day‑to‑day cleaning, the less effort needs to be put in on the periodic work.

Day‑to‑Day Cleaning - Hard Floors
2. The ideal method of cleaning any dry floor is by vacuum cleaning.  The next best method is with an impregnated mop‑sweeper, but floors must be smooth. Various sizes of these mop‑sweepers are available. 

3. Regular cleaning of mop‑sweepers is essential.  As soon as the sweeper head becomes ‘encrusted’ with fluff and dust, it should be vacuumed.  Mop‑sweeper heads need occasional washing, and the frequency should be judged by the extent to which they have become dirty.

4. Vacuum cleaners will require regular emptying and pipes and tubes will need checking for blockages.   Filters should be checked and cleaned regularly.
5. Sweeping compound is no longer recommended. 

6. Stiff brooms and brushes should ONLY be used on floors with a rough surface as they tend to flick dust into the air.

7. The wet mopping of floors requires special care.  Some further mention of this in respect of toilets and showers is made in paragraph 13 below.  Apart from these areas, wet mopping should be restricted to the minimum, although muddy footprints in entrances may resist all other forms of cleaning.  Great care must be taken to ensure that clean water is used for the final run over the floor; otherwise streaks will appear when the floor dries.  Care should also be taken to ensure that the correct amount of chemical is used in the washing water. The wrong dilution rate will not clean the floor any better, may leave a tacky residue on the floor and may also soften the polish.   Detergents should not be used on polished floors.    Diluted maintainer should be used to clean polished floors.   
Spray burnishing with floor maintainer will remove most floor marks and will also harden and add shine to the polish.

8. Modern methods have turned towards floor maintenance as opposed to floor cleaning.  The idea is to maintain the floor surface in a good condition rather than just to remove the dust, dirt and debris which will accumulate on it during use.  Polish tends to be eroded by use, and maintenance programmes are designed to replace polish loss.  The system is usually known by the term ‘spray buffing’
9. A high‑speed or ultra speed floor polishing machine (see Section 5) is required.  The effect of this, if used regularly, is to harden the surface of the polish so as to resist wear.  However, if a spray of floor maintainer is also used at the same time as the burnishing/buffing, the layer of polish on the floor tends to be maintained. 

10. Many burnishing machines are sometimes fitted with vacuum units, and these mean that dust is collected as the burnishing is done.

11. Regular floor maintenance using a high speed machine and spray burnishing reduces stripping and the need to re-polish and also maintains a harder high gloss finish.

12. Floors in toilets, showers and changing rooms should be washed or even scrubbed, normally on a daily basis, but depending on the specification.  Where the floor composition is quarry tile or concrete, no treatment apart from thorough washing/scrubbing is necessary, although this should be done so as to give adequate time for the floor to dry before the areas are used.  The minimum of water should be used where floors are wood, cork or plastic tile.  If too much is used, or pools are left lying, the water will penetrate and cause the wood, cork or tiles to lift.  An approved bactericidal detergent must be used in water for washing/scrubbing toilet and shower floors.

13. In some establishments, non slip sheet vinyl, such as Altro and Marley Safe Tread, has been laid.  This requires scrubbing with a machine having a brush, not pad.  Pads will be damaged if used on such floors.

Periodic Treatment - Hard floors 
14. The frequency and methods of periodic treatment will be largely determined by the nature of the regular day‑to‑day cleaning, see paragraph 2‑11 inclusive.  The more spray burnishing is done, the less likely that polished floors will need stripping during the holiday clean.

15. Where spray burnishing is absent or infrequent, polish will be worn away in areas of high use.  The level of treatment actually required will vary from floor to floor and will need to be assessed by an experienced operative.

16. Polish will wear off floors in high traffic areas but not close to walls. Over the years this polish can build up and discolour.  Whilst the chance of this build‑up can be reduced by sensible polish application, (see paragraphs 18‑21) from time to time it will be necessary to remove it by stripping.  Polish stripping consists of first applying a stripping agent.  This is a high alkali liquid which softens the polish, which may then be scraped off or removed by a floor machine fitted with a black pad.  In either event, wet slurry will result, and this can best be removed by using a wet pick up vacuum cleaner.  The proper protective clothing should be worn, as floor stripper can be harmful.

17. The removal of seal from wood or cork floors should not be attempted without proper advice and guidance.  The normal polish strippers will not touch oleo‑resinous and polyurethane seals.  There are a number of so called “speed strippers” on the market which are designed to remove polish quickly.  These speed strippers are only suitable for use on plastic tiled and lino type floors.   Where these products are used on sealed wood or cork floors, the seal is softened and the smooth surface damaged, therefore great care must be taken when using one of these new quick strippers.

18. Floors must be thoroughly washed after the polish has been stripped. If this is not done thoroughly, any further coats of polish will turn to powder and make the floor dangerous.

19. Wood or cork floors may have patches where both seal and polish have worn off.  These should be scrubbed with a neutral detergent in the water and allowed to dry thoroughly before a seal is applied, see paragraphs 22‑24.

20. When considering which polish to use, it should be determined whether or not the floor is likely to flex at all.  Some strip plastic sheet floors are laid on a cushioning material and metallised emulsion polishes will powder‑off if applied to such floors.  Similarly, some gymnasia have spring floors.  Soft emulsion polishes are available and advice should be sought where you are uncertain.

21. To reduce the incidence of polish build‑up, the procedure should be to apply one coat wall‑to‑wall and the second and subsequent coats leaving a gap of up to 1ft (300mm) between the edge of the coat and the wall.  Normally, two coats should be sufficient to give protection, but if no spray burnishing takes place then two coats of polish each at the Easter and Summer holidays will probably be necessary, more in areas of high wear.

Sealing Porous Floors
22. Wood and cork floors need to be sealed before polish is applied.   Oleo‑resinous and polyurethane seals are really forms of varnish.  The seal most commonly used today is water based.  It is easier to use than the other two types and dries quickly.    All three types of seal penetrate the floor and after two or more coats, provide a smooth and very hard surface upon which an emulsion polish can be applied.  These seals do not provide a finish - polish must be applied on top.

23. It is common for seal on areas of high wear to wear through to the floor material. Periodically, perhaps once a year, these areas should be re‑sealed.  The bare areas should be scrubbed clean, using a neutral detergent, rinsed and then allowed to dry thoroughly.  Several costs may be needed, each to be quite dry before the next is applied.  The whole floor should then receive emulsion polish, several coats being advisable on the high wear spots.    
24. It must be emphasised that the instructions on the containers of seal should be complied with exactly as shown.  Cold weather should be avoided, as seals do not dry well.  
Carpets
25. The day‑to‑day maintenance of carpets is best achieved by the use of an upright vacuum cleaner with brushes only.  However, tub or cylinder machines can be used effectively.  In all cases, however, it is most important that the dust bags are emptied and filters cleaned regularly.

26. Carpets should be cleaned at least once a year using a soil extraction machine.  Depending on the size of the machine, this can be a slow process.   Small machines are relatively inexpensive and are useful to have on site all year round.  However, many schools may decide to hire rather than buy such a machine.  
Carpets can also be shampooed, a process which may be less expensive than soil extraction, but is not so effective.  Dry powder processes are frequently advertised, but these are not effective on the close‑weave carpets normally found in schools.

27. Stains are difficult to remove from carpets after they have been allowed to dry.  If warm water with a little detergent can be applied to stains before they dry, and the water then removed with a wet pick‑up vacuum machine there is a good chance that most of the staining will be removed.  In activity and food rooms, cleaning may be required more than once per year.

