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4.1.4.2.

Employees shall be trained annually on the hazards of cleaning blood
and/or other potentially infectious material, and proper use of PPE.?

Explanation: Employees who may potentially become exposed to bloodborne
pathogens and other material are required to be trained on an annual basis. The
training program shall include an explanation of the organization’s Exposure
Control Plan, a description of methods that can prevent or reduce exposure, and
information on procedures to be followed should an exposure occur. An employee
must receive initial training prior to being placed in a position where exposure may
occur and on an annual basis thereafter.

4.1.4.3.

4.1.4.4.

929 CFR 1910.1030(g)(2)
10 29 CFR 1910.1030(d)(4)
1129 CFR 1910.1030()(2)

» How to Comply: Assessors should review training logs to

determine whether all relevant employees have been trained. A
review of the training materials should also be conducted to
ensure that the training has covered all necessary issues
concerning exposure to potentially infectious material. Finally, an
assessor may wish to interview employees to inquire about the
training process, including whether training was offered in a
format and language that the employee can understand, and to
ensure that they understand the hazards.

A written procedure for cleaning blood spills shall be implemented.10

» Explanation: 1t is not enough to simply list various methods

designed to minimize the risk of exposure. Organizations are also
required to implement such methods - including a written
procedure for cleaning blood spills. The procedure should include
decontamination with an “appropriate disinfectant.”

How to Comply: Assessors shall review the written procedure for
cleaning blood spills and verify that it is understood and is
followed. Since it is not likely that an assessor will have an
opportunity to witness the cleanup of an actual blood spill, the
assessor shall interview employees to ensure that they understand
the procedure and utilize it when necessary.

Assessors shall also review whether the organization has available
an “appropriate disinfectant” to perform the necessary
decontamination by verifying EPA Registration on the product
label (evidenced by the listing of an EPA registration number and
establishment number).

Employees shall be offered the Hepatitis B vaccine.!!

©2017 ISSA
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» Explanation: Employers are required to make available a Hepatitis
B vaccination after an employee has undergone training and within
10 working days of being assigned to a position where exposure is
foreseeable. The Hepatitis vaccination must be made available at
no cost to the employee.

» How to Comply: Assessors shall ask employees whether they have
been offered a Hepatitis B vaccination. Organizations may also
wish to demonstrate compliance by showing the assessor any
documentation regarding their vaccination program, including an
offer to provide and declination forms from employees who have
elected not to receive the vaccine.

4.1.4.5. Employees shall be trained on handling found sharps.12

» Explanation: Should an employee find a needle or other sharp,
he/she needs to know what to do with it. Needles and sharps shall
not be bent or recapped unless no other alternative is feasible and,
if practical, shall be disposed of in an appropriate container until
reprocessed.

» How to Comply: An assessor shall review training logs and training
materials to ensure that all relevant employees have been trained
on procedures to follow when handling sharps. The assessor may
also wish to interview employees to verify that they understand
what to do should they find a needle.

4.1.5. A qualified person shall inspect the workplace as often as necessary to identify
defective equipment or unsafe working conditions.

» Explanation: Worker safety is crucial for everyone involved in the cleaning
industry and, ultimately, each organization is responsible for making sure
that the workplace is as safe as possible. To protect safety in the workplace,
it is important for an organization to make sure that equipment does not
present an unreasonable safety hazard and that overall conditions are not
such that workers face unacceptable risks.

An organization shall, therefore, have a “qualified” individual conduct a
comprehensive inspection of the workplace for hazards as often as
necessary. A “qualified” individual is someone who has demonstrated
knowledge of safety in the workplace and the organization’s operations.
Although each organization must determine how often an inspection should
be performed based on the organization’s unique circumstances, it is
recommended to conduct such an inspection at least on monthly basis.

» How to Comply: In that it is extremely unlikely that the assessor will be able
to witness the “qualified” representative actually conducting the inspection,

12 29 CFR 1910.1030 (d)(2)(vii) and (viii)
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4.2.3.

4.2.2.2.

>

>

>

safety requirements and it is the organization’s responsibility to meet such
requirements

How to Comply: The assessor shall review randomly selected customer files,
including customer evaluations, surveys and other measurement tools, to
determine whether the organization is meeting the customer’s expectations
and requirements. Such documentation shall not indicate an unwillingness
or inability to meet all reasonable customer requirements. The assessor
may also wish to interview organization management to discuss how the
organization ensures that they will be able to meet a customer’s
environmental and safety requirements.

At outsourced sites, the contractor shall have a written plan for how they
will comply with customer requirements.

Explanation: A building service contractor organization needs to have a
written plan that outlines how they will ensure that they are capable of
meeting a customer’s requirements. The plan should include a statement
expressing the organization’s commitment to meeting a customer’s
requirements.

How to Comply: The assessor should review the building service contractor
organization’s written plan for how they will comply with customer
requirements.
+ Assessor’s Note: The element contained in provision 4.2(b), bullet #
2 is only applicable to building service contractors. In assessing
compliance with this section, the assessor should remember that in-
house service providers are not required to comply with this

element.

Workplace Safety and Health Program
4.2.3.1.

The organization shall have a workplace safety and health policy.

Explanation: Protecting the safety and health of workers is of paramount
importance. Cleaning organizations, therefore, must have a written
workplace safety and health policy. Such a policy should express a
commitment to workplace health and safety, outline methods to be
implemented to promote employee health and safety, and commit the
organization to taking all reasonable steps to prevent injuries, not only to
workers, but to visitors and members of the public.

An organization’s workplace safety and health policy may include
statements outlining safe work practices, safe driving, and how equipment
and chemicals are to be used and maintained to promote workplace safety.

How to Comply: The assessor should review the organization’s safety and
health policy to ensure that it is reasonable and thorough.

©2017 ISSA
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>

4.2.3.2.

4.2.3.3.

4.2.3.4.

Recommendation: Many manufacturers, distributors and cleaning
consultants may be able to assist in the creation of a workplace safety and
health policy.

Management and employees shall receive documented training in safe
work practices.

Explanation: Ultimately, it is up to cleaning management and personnel to
ensure that safe work practices are followed. The first necessary step is to
ensure that all appropriate persons are fully trained and that such training is
documented. The training should include details of the organization’s
workplace safety and health policy, information on how a safe work
environment can be maintained, and an explanation of how equipment and
products shall be used to protect worker safety. Training in safe work
practices should be repeated as often as necessary or at least on a
biannually.

How to Comply: The assessor shall review training logs and the materials
that are used as part of the organization’s safe work practices training
program to ensure that all relevant employees have received the necessary
training. Training on safe work practices will likely be part of the general
employee training program as required in section 3.6 (a) (Cleaning
Personnel Training: Technical) of this Standard.

Management and employees shall be trained in how to investigate and
report near-miss accidents and incidents.

Explanation: Near-miss accidents and incidents, while certainly
undesirable, offer a tremendous learning opportunity for a cleaning
organization and its employees. Employees, therefore, should be trained in
how to investigate and report their occurrence so the organization can take
all necessary action to prevent such incidents from happening again. The
training should include information on how to recognize near-miss incidents
and accidents, how to determine the potential cause and to whom relevant
information should be reported.

How to Comply: The assessor should review training logs and the materials
that are used to conduct the training to ensure that all relevant employees
have received the necessary training. Training on how to investigate and
report near-miss incidents and accidents will likely be part of the general
employee training program as required in this Standard.

Management shall review the program at least once every twenty-four
months.

Explanation: A cleaning organization’s safety and health program and policy
needs to be reviewed and updated (if necessary) at least every two years. In
conducting an evaluation of the program, an organization should review its
safety performance over the preceding two years and consider where
workplace safety needs to be improved and ways to achieve such
improvement.

©2017 ISSA
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>

4.2.3.5.

>

>

How to Comply: An assessor should interview organization management
and discuss how often the policy is reviewed and updated. Management
should talk about changes that have been made to the policy in the last two
years. The actual policy may also be dated and should be no more than two
years old.

There should be a written program that tracks all workplace injuries and
illnesses and demonstrates what actions have been implemented to
minimize a recurrence of the injuries.

Explanation: OSHA requires most private sector employers, including all
cleaning organizations with more than ten employees, to prepare and
maintain records of work-related injuries and illnesses. Specifically,
employers are required to record each injury, illness and fatality that (a) is
work related; (b) is a “new case;” and (c) meets certain general or specific
recording criteria. Employers who are subject to the OSHA injury and illness
record keeping requirements must create a report for each injury/ illness,
keep a general log of injuries and illnesses that occur over the course of a
year, and post an injury/ illness summary on an annual basis.

Even those organizations that are not required to prepare and maintain
records under the law, should do so in order to better understand where
workplace safety can be improved and what steps can be taken to avoid
injuries and illnesses in the future.

How to Comply: The assessor should ask to review the organization’s injury
and illness reports, logs and summaries. Further, if the organization has a
written program on how to deal with workplace injuries and illnesses, it
should be presented for review. The assessor will also wish to interview
management to determine what steps have been taken in response to
injuries and illnesses that have occurred in order to prevent their
reoccurrence.

©2017 ISSA

Page 43



CIMS)

Cleaning Industry Management Standard Certification Guide

5. Management Commitment
Effective management and the implementation of appropriate management systems is key to
ensuring the delivery of quality service that meets the customer’s expectations. An
organization needs to have either a clearly defined vision for the future or an understanding of
its mission, should actively plan for the future, and should be prepared for times of
organizational change. A well-managed organization should also have well-defined
organizational roles and responsibilities and an effective communication plan. Finally, an
organization should ensure that it is in compliance with all applicable laws and regulations and
has secured all necessary insurance and licensing.

®
0’0

5.1.

Assessor’s Note: There are a total of nine provisions contained in Section Five, seven of
which are mandatory (“shall”). Organizations seeking certification should demonstrate
compliance with all seven mandatory provisions and at least 60% of those provisions
that are included as recommended elements (should) of the Standard. Those
organizations that demonstrate compliance with at least 85% of the recommended
elements are eligible for “Certification With Honors” classification.

Mission, Vision, Values: The organization shall document at least one of the following:
5.1.1.
5.1.2.

>

A written vision for its future.
A clearly written mission statement.

Explanation: Organizations are given the option of having a vision
statement and/or a mission statement. Flexibility is given to accommodate
differences in meaning associated with the terms “vision” and “mission”.

The essence of this element is to ensure that organizations have some sort of
statement that guides employees in making critical decisions that affect the
direction of the organization.

How to Comply: Compliance with this element requires providing the
assessor with a copy of the organization’s vision and/ or mission statement.

5.2.Planning: The organization should have plans to address two of the following three areas:

>

5.2.1.

Explanation: Planning for the future helps breed success and this element
recognizes that organizations have different planning needs. In order to comply
with this element, therefore, an organization need only have two of the
following three types of plans: strategic plan, business continuity plan, and
training plan.

Strategic Plan: There may be a strategic plan that is used as a guide to meet
future goals.

Explanation: Strategic Planning can be thought of as the road map that
guides an organization from where it currently is to where it would like to
be over a period of time (typically a five to ten-year period). Strategic plans
often include:

1. The organization’s mission statement
2. A description of the organization's long-term goals and objectives.

©2017 ISSA
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3. An action plan that enables the organization to attain its goals and
objectives.

> How to Comply: Compliance with this element requires providing the
assessor with a copy of the organization’s strategic plan.

> Recommendation: The Small Business Administration (www.sba.gov)
offers free resources to assist in the strategic planning process.

5.2.2. Business Continuity Plan/Succession Planning: There may be a plan for the
continuation of daily business if a change in management occurs.

> Explanation: Changes in management can prevent an organization from
fulfilling its service commitments. While business continuity/succession
planning should apply to all levels of the organization, this element requires
that the organization identify successors for all managers that have
responsibility for ten or more people.

> How to Comply: Compliance with this element requires providing the
assessor with a copy of the organization’s business continuity/ succession
plan. The plan should identify how a management position will be staffed if
the person who currently holds the position is unable to fulfill the position’s
responsibilities. For example, an organization’s plan might list all of the
positions that have responsibility for ten or more people and describe how
the position will be covered until a successor is selected. Note that it is
unnecessary to describe the selection process because appropriate selection
procedures are required in Section Three of this Standard.

5.2.3. Training Plan: The organization may have a detailed training plan that covers all
aspects of an operation to ensure that all policies and procedures are
understood and adhered to.

> Explanation: This element requires policy and procedure training that
typically takes place at the time of hire or shortly thereafter. It often is
conducted as part of the organization’s general on-going training program.
Note: The training required under this element is not the same as the
training required of cleaning personnel and management in Section Three of
this Standard.

> How to Comply: To comply with this element the organization should
provide the assessor with the training curriculum listing topics covered and
documentation that the training occurred (i.e., policy acknowledgments and
training logs). The assessor will evaluate the records and may choose to
randomly interview employees to verify that the training took place.

5.3.Responsibility and Authority

5.3.1. Organizational Chart: There shall be a clearly defined organizational chart that is
accurate, up-to-date, and easy to follow.
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ISSA
CIMS
Disclaimer

This Standard was developed through a consensus standard development process, which
brought together volunteers representing varied viewpoints and interests to achieve consensus
on a cleaning organization management standard. While ISSA administers the process and
establishes policies, procedures and guidelines to promote fairness in the development of
consensus, it does not evaluate or verify the accuracy of any information or the soundness of
any judgments contained in this Standard.

This Standard is intended to be neither exhaustive nor inclusive of all pertinent requirements,
methods or procedures that might be appropriate in a particular situation. Ultimately, it is the
responsibility of the individual organization to verify, on a case-by-case basis, that application of
this Standard is appropriate.

The ISSA, and its consensus body standard committee members, contributors, editorial
consultants, and the American Institute for Cleaning Sciences (hereinafter collectively referred
to as the “ISSA”) expressly disclaims, and shall not be liable for, any and all damages of any
nature whatsoever, whether direct or indirect, arising from or relating to the publication, use of or
reliance on the information contained in this Standard, including without limitation any and all
special, indirect, incidental, compensatory, consequential, punitive or other damages (including
damages for personal injury and/or bodily injury, property damage, loss of business, loss of
profits, litigation or the like), whether based upon breach of contract, breach of warranty, tort
(including negligence and gross negligence), product liability or otherwise, even if advised of the
possibility of such damages. The foregoing negation of damages is a fundamental condition of
the use of the information contained in this Standard and this document would not be published
without such limitations.

While the information contained within this Standard is provided in good faith and is believed to
be reliable, ISSA makes no representations, warranties or guarantees as to the accuracy or
completeness of any information contained in this Standard, or that following this Standard will
result in compliance with any applicable laws, rules or regulations. All warranties, express or
implied, are disclaimed, including without limitation, any and all warranties concerning the
accuracy or completeness of the information, its fithess or appropriateness for a particular
purpose or use, its merchantability, its non-infringement of any intellectual property rights, or
any other matter.

In publishing this document, ISSA is not undertaking to render scientific, professional, medical,
legal or other advice or services for or on behalf of any person or entity or to perform any duty
owed by any person or entity to someone else. Any and all use of or reliance upon this
Standard is at the user’s own discretion and risk. Anyone using this document should
understand the limitations with the use of this document, and rely on his or her own independent
judgment, or as appropriate, seek the advice of a competent professional in determining the
exercise of reasonable care in any given situation.

© Copyright 2018 by ISSA. All rights reserved. No part of this work may be reproduced, copied or distributed in any
form or by any means without express permission or consent of the publisher.
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Introduction

ISSA’s Cleaning Industry Management Standard for Green Buildings (CIMS-GB) is a framework
that is designed to assist cleaning organizations in developing quality, customer-centric
organizations that deliver environmentally preferable cleaning services.

Perhaps the most important characteristic of the Standard is the fact that it is non-prescriptive
and based on universally accepted management principles that are the hallmarks of successful
organizations. The Standard, therefore, does not require, recommend or otherwise endorse any
particular process or product and allows individual organizations flexibility in choosing the most
effective ways in which to meet their management requirements.

This document was created to help organizations and others understand CIMS-GB and how to
comply with its requirements. Each element of the Standard is explained in detail, information
regarding what an organization needs to do to comply with each element is provided, and useful
suggestions and compliance assistance resources are referenced. Ultimately, cleaning
organizations that follow the guidance in this document can be fairly certain that they are in
compliance with the Standard’s performance requirements. In addition, they should be well
positioned to assist their customers to obtain LEED certification.

Organizations do, however, need to keep in mind that compliance with many elements of the
Standard depends on the scale and scope of the organization’s operations. Each facility is
unique, and each organization should be prepared to tailor its processes based on available
resources and the customer’s specific requirements.

Organizations that wish to be certified to the Standard will undergo a full assessment by an
accredited assessor. The assessor will review the organization’s operations to verify
compliance with the Standard’s performance requirements. This Guide serves as a helpful
resource tool that assessors and organizations can use to understand what evidence they are
likely to use to verify compliance and how they should obtain such evidence.

Format
Guidance is provided for each of the Standard’s compliance elements. The guidance for each
element of the Standard is broken down as follows:

» The Standard: The text of the Standard
» Explanation: An explanation of what the element means

» How to Comply: A description of what an organization needs to do to be in compliance,
what an accredited assessor should look for as evidence of compliance, and how an
assessor should obtain such information

» Recommendation: Useful suggestions and directions to resources that may provide
assistance in compliance with the standard

Scope

The ISSA Cleaning Industry Management Standard describes the procedures and principles to
be considered in designing and implementing quality management programs for cleaning
organizations. This Standard applies, without respect to the size of the organization, both to
cleaning organizations that self-perform cleaning and to building service contractors.

©2009 ISSA Page 1
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Purpose

The purpose of this Standard is to set forth the policies, processes, procedures, and supporting
documentation that guide cleaning organizations in establishing customer-centered
organizations.

Because of the unique characteristics of the cleaning industry, it is impractical to prescribe
policies, processes, and procedures that apply to every situation. In certain circumstances,
minor deviation from portions of this Standard may be appropriate.

Application

This Standard was written for use by those directly involved in the cleaning industry, but also
has application for property owners/managers and other materially interested parties. Thus, it is
applicable to in-house cleaning organizations, not-for-profit entities, and for-profit cleaning
businesses, including building service contractors.

This Standard defines management, operational, performance system, processes, and
performance measure requirements. Compliance with the Standard demonstrates that the
organization is structured to deliver consistent, quality services in an environmentally preferable
manner. The Standard should be thought of as a framework to help cleaning organizations
develop as customer-centered, quality organizations.

Certain provisions of the Standard pertaining to legal and/or regulatory requirements are
specific to cleaning organizations operating within the United States. International organizations
seeking to meet the requirements of this Standard shall comply with all parallel laws and/or
regulations that apply in their specific jurisdictions.

©2018 ISSA Page 2
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Definitions

Throughout this document the terms “shall,” should,” and “may” are used to distinguish between
those processes, practices and elements that are mandatory, those that are strongly
recommended although not required, and those that are suggested.

shall: when the term “shall” is used in this document, it is a mandatory requirement of the
Standard. All elements that contain the term “shall” must be satisfied in order to achieve full
compliance with the Standard.

> Explanation: Elements that use the term “shall” were deemed to be of such importance
that each of them must be satisfied in order to achieve compliance with the Standard.
All elements that use the term “shall” are mandatory.

should: when the term “should” is used in this document, it means that the practice or
procedure is a recommended element of the Standard. Only a percentage of the elements
containing the term “should” need be satisfied in order to achieve compliance with the Standard.

> Explanation: Elements that use the term “should” are not mandatory but are
recommended. In order to achieve compliance with the Standard, 60% of the elements
marked “should” within each of the five sections must be satisfied (if 85% of the
elements marked “should” within each section are satisfied, the organization will be
eligible for a “Certification with Honors” designation). Note that compliance is evaluated
on a section-by-section basis and organizations must demonstrate compliance with a
certain percentage per section.

may: when the term “may” is used in this document, it means that the practice or procedure is
advised or suggested but is not a requirement of the Standard. Not satisfying these elements
does not affect compliance with the Standard.

» Explanation: Elements that use the term “may” are optional. Compliance with such
elements may enable an organization to earn Certification with Honors, even if the
organization does not comply with 85% of the elements per section.

Other Definitions

appropriate: fitting for a particular condition, application, business, occasion, or situation.

cleaning: locating, identifying, containing, removing, and properly disposing of undesirable
substances from surfaces or materials.

cleaning personnel: employees who deliver cleaning services. They may often be referred to as
janitors, custodians, cleaners, production staff, or housekeepers.

customer: the person(s) or group that is the direct beneficiary of the cleaning services being
rendered. As used within the Standard, customer refers to the individual or entity that contracts to
have a service provided and/or to the receipt of services provided by an in-house operation.

due diligence: proper care, attention or persistence in doing a thing; such a measure of prudence,
activity, or assiduity, as is properly to be expected from, and ordinarily exercised by, a reasonable
person under the particular facts and circumstances.

element: an individual part of the standard. Each section of the standard is comprised of numerous
elements.

employees: individuals who are hired to perform a job in exchange for compensation.

©2018 ISSA Page 3
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environmentally preferable: Executive Order 13423 defines environmentally preferable as
"products or services that have a lesser or reduced effect on human health and the environment
when compared with competing products or services that serve the same purpose.”

green cleaning: the use of cleaning products and practices that have lower environmental impacts
than conventional products and practices.

industry-accepted: a methodology or technique that is commonly used by members of the trade.
management: individuals who make decisions about how the organization is operated.

materially interested parties: an individual or entity substantially and directly affected by the
services provided.

non-technical training: customer service, interpersonal skills, management, supervision,
communication, and other non-cleaning task related training.

organization: a group of people that provide cleaning services. It includes in-house cleaning
organizations, not-for-profit companies, and for-profit cleaning businesses such as building service
contractors.

potentially infectious material: includes the following human body fluids: blood, semen, vaginal
secretions, cerebrospinal fluid, synovial fluid, pleural fluid, pericardial fluid, peritoneal fluid, amniotic
fluid, saliva in dental procedures, any body fluid that is visibly contaminated with blood, and all body
fluids in situations where it is difficult or impossible to differentiate between body fluids.

guality plan: a document that explains how the organization will achieve its quality objectives.

rapidly renewable resources: agricultural products that take ten years or less to grow or raise and
can be harvested in a sustainable fashion.

reasonable: in accordance with sound thinking, within the bounds of common sense: prudent. It
applies to that which is appropriate for a particular situation.

section: one of the five major subdivisions of the standard. Each section is comprised of numerous
individual elements.

suitable: appropriate to a purpose, use or situation.

standard of care: practices that are common to reasonably prudent members of the trade who are
recognized in the industry as qualified and competent.

technical training: cleaning task and skill training.

©2018 ISSA Page 4
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6. Green Buildings and Service
This section lists the Cleaning Industry Management Standard's Green Building (CIMS-GB)
requirements. It sets forth a framework to ensure that the organization uses sustainable
cleaning practices in addition to the management best practices identified in the five core
sections of the CIMS.

To obtain certification to CIMS-GB, an organization must meet the requirements of this
Section as well as those in CIMS Sections one through five.

6.1. Green Cleaning Policy

6.1.1. The organization shall have in place a green cleaning policy that is distinct
and separate from the Environmental Policy required in Section 4.2
(Organization Policy/Environmental Management System). The Green
Cleaning Policy shall set forth standard operating procedures addressing
how green cleaning practices will be utilized, managed, and evaluated.
> Explanation: The Environmental Policy required in Section 4.2 is an

organization-wide statement that recognizes the effects of its activities
on the environment and commits the organization to conducting its
business in an eco-friendly manner. The green cleaning policy required
by this section specifically addresses how the organization delivers
green cleaning services.

> How to Comply: A written green cleaning policy shall be available for
the assessor. The organization’s green cleaning policy should address
all of the elements of a high-performance cleaning program set forth in
Section 6.2.

» Recommendation. USGBC's LEED Reference Guide for Green
Building Operations and Maintenance for the Operations and
Maintenance of Commercial and Institutional Buildings presents a
useful overview of the elements of a green cleaning policy. A model
policy is also presented.

6.1.2.  The organization shall indicate the specific buildings, group of buildings, or
contracted facilities to which the green cleaning policy applies.

» Explanation: The Cleaning Industry Management Standard applies to
an entire organization. For a variety of reasons an organization may
choose not to use green cleaning practices in all of the buildings that it
cleans. Thus, the focus of CIMS-GB is on the buildings that the
organization cleans using environmentally preferable practices.

> How to Comply: Provide a written list of buildings that the organization
green cleans to the assessor.

6.1.3.  The organization shall incorporate the measurement tools, feedback cycle,
and continuous improvement plan requirements set forth in section 1.2.3.4
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to evaluate the effectiveness of the green cleaning technologies,
procedures, and processes.

» Explanation: Analyzing performance results and determining whether
the organization is delivering the service that the customer expects is
fundamental to the delivery of quality service.

> How to Comply: Meet the requirements of Sections 1.2.4 through 1.2.6
as part of the CIMS assessment process.

> Recommendation. The CIMS guidebook provides extensive guidance
on fulfilling the requirements of Sections 1.2.4 through 1.2.6.

6.2. Green/High-Performance Cleaning Program

6.2.1.  Staffing: Determination of staffing levels shall be compliant with Section
2.1.1 (Workloading) and 2.1.2 (Staffing Plan).

> Explanation: Workloading (Section 2.1.1.) is the process that is used
to estimate the total labor hours needed to complete a task (as outlined
in the scope of work) or to achieve the expected service level. Failure
to utilize an industry-accepted workloading methodology on a consistent
basis often results in over- or understaffing.

Section 2.1.2 (Staffing Plan) requires that staffing decisions be made in
a manner that considers all relevant data and other necessary factors.

> How to Comply: Meet the requirements of Sections 2.1.1 and 2.1.2 as
part of the CIMS assessment process.

> Recommendation: The CIMS guidebook provides extensive guidance
on fulfilling the requirements of Sections 2.1.1 and 2.1.2.

6.2.2.  Staff Training

6.2.2.1. Supervisor Training: The organization shall meet the training
requirements set forth in Section 3.5 (Management Training).

> Explanation: Management Training (Section 3.5.) is a key
characteristic of a successful organization and indicates the
presence of effective leadership. Organizations, therefore,
should be committed to providing effective leadership training
(synonymous with management training). An organization
must document that the training has occurred.

> How to Comply: Meet the requirements of either Sections
3.5.1 (technical training) or 3.5.2 (leadership training).
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>

Recommendation: The CIMS guidebook provides extensive
guidance on fulfilling the requirements of Sections 3.5.1 and
3.5.2. In general, the sections require a written training
curriculum and evidence that the program has been
implemented.

6.2.2.2. Worker Training: The organization shall meet the training
requirements set forth in Section 3.6 (Cleaning Personnel
Training).

6.2.2.3.

6.2.2.4.

>

Explanation: Cleaning Personnel Training (Section 3.6.)
includes three types of training: technical, customer service,
and skill development.

How to Comply: Meet the requirements of Sections 3.6.1. as
part of the CIMS assessment process. Compliance with
Sections 3.6.2 through 3.6.3 is only required as is necessary
for CIMS certification.

Recommendation: The CIMS guidebook provides extensive
guidance on fulfilling the requirements of Sections 3.6.1
through 3.6.3.

Safety Training: The organization shall meet the safety training
requirements of Section 4.1 (Regulatory Compliance), including
the requirement to provide employees with training on the use and
hazards of chemical products.

>

Explanation: Quality cleaning and maintenance services are
safe in addition to being healthy and sustainable. This section
addresses the processes, systems, and documentation, as
they relate to an organization’s commitment to safe
workplaces.

How to Comply: Meet the regulatory requirements of Section
4.1 as part of the CIMS assessment process.

Recommendation: The CIMS guidebook provides extensive
guidance on fulfilling the requirements of Section 4.1.

Green Cleaning Training: There shall be a written curriculum for
green cleaning training of cleaning personnel and documentation
that personnel have been trained.

>

Explanation: Green Cleaning Training refers to procedural
training of cleaning techniques and processes (i.e., how to use
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6.2.3.

green cleaning products and procedures). An organization
must document that the training has occurred.

» How to Comply: An organization should provide the assessor

with access to the following:

0 The technical training curriculum

o Training materials (for example, handout materials, a video
tape, DVD, or other materials used in the training)

o Documentation that the training occurred (for example,
training sign-in sheets).

The assessor will evaluate the items and may choose to

randomly interview program participants.

> Recommendation: Industry associations such as ISSA,
IEHA, and APPA have a vast array of training resources. For
example, ISSA’s Green Cleaning University could be used to
demonstrate compliance with this element. In addition, many
manufacturers, distributors, and cleaning consultants offer
tools that will help satisfy the requirements of this element.

Chemical Handling, Storage, and Disposal: The organization shall meet
the requirements of Sections 4.1.1 & 4.1.2.

» Explanation: Section 4.1.1 pertains to OSHA’s Hazard
Communication Standard and/or comparable standards and all
comparable state requirements. Section 4.1.2 addresses chemical
storage, spill containment, and waste disposal.

» How to Comply: Meet the requirements of Sections 4.1.1 and 4.1.2 as
part of the CIMS assessment process.

> Recommendation: The CIMS guidebook provides extensive guidance
on fulfilling the requirements of Sections 4.1.1 and 4.1.2

6.3. Custodial Effectiveness Assessment (Quality System)

6.3.1.

The organization shall evaluate the effectiveness of its green/high
performance cleaning program by meeting the requirements set forth in
Section 1 (Quality System).

» Explanation: Quality is the cornerstone of a successful, customer-
centered cleaning organization. The key is the implementation of a
quality system -- a framework within which an organization can
effectively run its operation.

Defining cleaning service requirements, implementing a Quality Plan,
measuring performance, obtaining relevant feedback from the
customer, and committing to continual improvement are all activities
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that should be engaged in by an organization that has implemented an
effective quality system.

» How to Comply: Meet the requirements of Section 1 as part of the
CIMS assessment process.

> Recommendation: The CIMS guidebook provides extensive guidance
on fulfilling the requirements of Section 1.

% Note: The LEED Reference Guide for Building Operations and
Maintenance v4 recommends the use of The Association of Physical
Plant Administrators’ (APPA’s) Custodial Assessment Audits.

However, other types of audits are permitted and can be used in place
of an APPA audit. According to the LEED Reference Guide for Building
Operations and Maintenance v4:

“Some building management teams already have audit
procedures for determining the effectiveness of the custodial staff.
In these situations, alternative audit procedures may be used,
provided the alternative procedures are at least as robust as the
APPA procedures.™

Since the APPA audit procedure is relatively complex, many
organizations will find that Section 1's quality requirements are actually
more robust and easier implement.

6.4. Purchase of Cleaning Products and Materials

The requirements of this section apply only to products that are purchased by the
organization for use in buildings listed in Section 6.1.2.

6.4.1. Dilution Control: The organization shall use chemical concentrates with
appropriate dilution control systems to minimize chemical use to the
maximum extent possible.

» Explanation: Dilution control systems are environmentally preferable
for a number of reasons including:
O positively affect the waste stream by reducing packaging waste
O lower transportation costs
O Less chemical waste

» How to Comply: Deploy dilution control systems in the buildings listed
in Section 6.1.2. The organization may choose to use whichever
dilution control system(s) it deems most suitable. This section does not
require the use of mechanical systems. The use of Ready-to-Use
(RTU) does not meet the requirements of this section.

1. The LEED Reference Guide for Building Operations and Maintenance v4: Green Cleaning-Custodial
Effectiveness Assessment EQ (p. 496)
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6.4.2.

> Recommendation: Numerous manufacturers and distributors furnish

systems that meet the requirements of this section.

Cleaning Products: Products in this group include:

General-purpose, bathroom, glass, and carpet cleaners used for
industrial and institutional purposes

Cleaning and degreasing compounds

Hard surface cleaners

Carpet and upholstery care products

Explanation: The use of green chemical products is fundamental to
green cleaning. This section groups chemicals based upon their
intended use and then sets forth criteria to assess whether or not they
meet the requirements of this section.

How to Comply: Provide the assessor with evidence that compliant
products are being used in the buildings listed in Section 6.1.2. In order
to facilitate compliance, all chemical products are treated as one group.

Recommendation: Obtain product consumption from your supplier or
internal records covering the period for which the building has been
green cleaned. If you are working toward LEED-EBOM, use the
“performance period.”

1. For each product, determine whether a certification criterion applies
and if so, which criterion is applicable.

2. Indicate whether the product meets the criterion. It is acceptable to
exclude products from the list if there are no applicable criteria.
Indicate “not applicable” and exclude such items from the
calculations.

3. Total the dollar value of all compliant items.

4. Obtain a compliance percentage by dividing the total dollar value of
all compliant items by the total dollars spent. Remember to exclude
items for which there are no criteria.

5. While there is no prescribed format to present the information, the
spreadsheet shown in Figure 1 is presented as an example.

Figure 1: Example Product Spreadsheet

A B C E G H 1 J K L M
11 iceN te BillC ShipToCustomerName ItemCode Description QtyShipped Cost Extended Cost Green Green $
2 464182 E/10/2003 ABLE PROPERT MAMAGEMENT EVERGREEMW OFFICE BUILDING  Jwi04132-01 Jw GP CARPET SPOTTER 3202 8§ 526 & 42.08 No -
3 460246 8/17/2009 ABLE PROPERT MAMAGEMENT EVERGREEM OFFICE BUILDING  Jwi04192-01 Jw GP CARPET SPOTTER 3202 E & 526 & 31.56 No 3
4 4E7143 7/20/2009 ABLE PROPERT MAMAGEMENT EVERGREEM OFFICE BUILDING  Jwi04196-01 Jw/ LIQUID DEFOAMER 3202 TEA E & 409 ¢ 24.54 No 3 -
5 4EDB4E 8/17/2009 ABLE PROPERT MAMAGEMENT EVERGREEM OFFICE BUILDING  Jwi0471E LGAM J-FILLSTRIDE CITR 2/25 4 514445 ¢ 577.80 Yes & 577.80
6 464182 6/10/2009 ABLE PROPERT MAMAGEMENT EVERGREEN OFFICE BUILDING  Jwi3172641 LGAM J-FILL GLAMCE NA GLASS 2 ¢ 068 ¢ 121.36 Yes $ 121.36
7 467143 7/20/2009 ABLE PROPERT MAMAGEMENT EVERGREEN OFFICE BUILDING  Jwi3172641 LGAM J-FILL GLAMCE NA GLASS 2 ¢ 6068 % 121.36 Yes & 121.36
g 464182 B/10/2003 ABLE PROPERT MAMAGEMENT EVERGREEN OFFICE BUILDING  .Iw3401512 LGAMY J-FILL ALPHAHP 2/2.5 2§ 6045 % 120.90 Yes & 120.80
g 468846 8/17/2003 ABLE PROPERT MAMAGEMENT EVERGREEM OFFICE BUILDING  Jw3401512 LGAM J-FILL ALPHAHP 2/25 3 s 60.45 % 181.35 Yes $ 181.35
10 468846 8/17/2003 ABLE PROPERT MAMAGEMENT EWVERGREEM OFFICE BUILDING  PRLOGT10 PROLINK DEFOAMER 441 25 438 & 128.76 Mo s -
11 464182 E/10/2003 ABLE PROPERT MAMAGEMENT EVERGREEM OFFICE BUILDING  PRLOG110-01 PROLINK DEFOAMER 1 GAL ONLY= 5 & 1610 & 80.50 No 3
12 46B346 8/17/2003 ABLE PROPERT MAMAGEMENT EVERGREEM OFFICE BUILDING  PRL11005-01 PROLIMK MULTI-PURPOSE CLEANING 3 s 830 & 24.50 No 3
13 46B346 8/17/2003 ABLE PROPERT MaMAGEMENT EVERGREEM OFFICE BUILDING  PRLGUM PROLIMK GUM REMOVER AERD 1 & 4517 ¢ 45.17 No &
14 4e4182 E/10/2009 ABLE PROPERT MAMAGEMENT EVERGREEM OFFICE BUILDING  PRLROOT-01 PROLIMK CREME CLEANSER 5 & 244 ¢ 12.20 No &
15 44182 E/10/2009 ABLE PROPERT MAMAGEMENT EVERGREEM OFFICE BUILDING  PRLSSW-01 PROLIMK \WATER BASED STAINLESS 5 & 300 ¢ 19.95 No & -
16 5 1,532.43 $1,122.77
17

7%

T-Pl___j..-\ T AU L Y oY e s P i-?iefﬂ..\ F I
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6.4.2.1. Criteria: At least 75%, by cost, of the annual purchases of these
products shall meet at least one of the following standards:

(0}

(0}

Be certified by Green Seal or UL EcoLogo (formerly
Environmental Choice), or

Be recognized by the U.S. Environmental Protection
Agency’s (EPA) Safer Choice (formerly EPA’s Design for the
Environment), or

Be cleaning devices that use only ionized water or
electrolyzed water and have third-party-verified performance
data equivalent to the other standards mentioned above (if
the device is marketed for antimicrobial cleaning,
performance data must demonstrate antimicrobial
performance comparable to EPA Office of Pollution
Prevention and Toxics and Design for the Environment
requirements, as appropriate for use patterns and marketing
claims).

6.4.3.  Disinfectants, metal polish, floor finish, strippers, and other products not
included in Section 6.4.2. Products in this group include:
= Disinfectants
= Digestion additives for cleaning and odor control
= Drain or grease trap additives
= Odor control additives
» Hard floor care
6.4.3.1. Criteria: At least 75%, by cost, of the annual purchases of these
products shall meet at least one of the following standards:
o] Be certified by Green Seal or UL EcoLogo (formerly
Environmental Choice), or

o] Be recognized by the U.S. Environmental Protection
Agency'’s (EPA) Safer Choice (formerly EPA’s Design for the
Environment), or

o] Comply with the California Code of Regulations maximum

allowable VOC content for the specific product category.

% Note: This section permits the use of floor finishes, floor
sealers, and disinfectants that comply with the California Code
of Regulations maximum allowable VOC content for the
specific product category. A letter from the product
manufacturer or distributor affirming compliance with the
California Code of Regulations maximum allowable VOC
content for the specific product category shall be sufficient to
meet this section’s requirements.
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6.4.4.

6.4.5.

Disposable janitorial paper products and trash bags: This provision only
applies to those purchases that are in the control of the organization.
Products in this group include:

" Paper towels and napkins
. Facial tissue

. Tollet tissue

. Hand towels

" Kitchen towels

" Plastic trash bags

X3

%

Note: This section only applies to those purchases that are in the
control of the organization. In order to be “in the control of the
organization,” the organization must meet a two-part test. First, they
must have the authority to select the items that are being purchased.
Second, they must actually be the purchaser of the products.

6.4.4.1. Criteria: At least 75%, by cost, of the annual purchases that are
provided by the organization and used in buildings to which this
section applies (listed in Section 6.1.2) shall meet at least one of
the following standards:

o] Be certified by Green Seal or UL EcoLogo (formerly
Environmental Choice), or

o] Meet California integrated waste management requirements,
for plastic trash can liners (California Code of Regulations
Title 14, Chapter 4, Article 5, or SABRC 42290-42297
Recycled Content Plastic Trash Bag Program) or

o] Comply with the U.S. Environmental Protection Agency’s
Comprehensive Procurement Guidelines for Janitorial Paper
and Plastic Trash Can Liners, or

o] Be derived from rapidly renewable resources or made from
tree-free fibers.

% Note: This section only applies to those purchases that are
provided by the organization. In order to be “provided by the
organization,” the organization must meet a two-part test.
First, they must have the authority to select the items that are
being purchased. Second, they must actually be the
purchaser of the products.

Hand soaps and hand sanitizers: This provision only applies to those
purchases that are in the control of the organization. Products in this group
include:

= Industrial and institutional hand cleaners
= Hand cleaners, hand sanitizers, and hand soaps

6.4.5.1. Criteria: At least 75%, by cost, of the annual purchases that are
provided by the organization and used in buildings to which this
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section applies (listed in Section 6.1.2) shall meet at least one of
the following standards:

o] Be free of antimicrobial agents (except as a preservative and
unless required by health codes and other regulations), or

o Be certified by Green Seal or UL EcoLogo (formerly
Environmental Choice), or

o] Be recognized by the U.S. Environmental Protection
Agency’s (EPA) Safer Choice (formerly EPA’s Design for the
Environment).

R/

+ Note: This section only applies to those purchases that are
provided by the organization. To be “provided by the
organization,” the organization must meet a two-part test.
First, they must have the authority to select the items that are
being purchased. Second, they must actually be the
purchaser of the products.

6.5. Cleaning Equipment

The requirements of this section apply only to powered equipment that is used by the
organization for use in buildings listed in Section 6.1.2.

Criteria: The organization shall use one of the following percentages of
powered equipment that meets one of the Cleaning Equipment
Environmental Preferability Criteria in Section 6.5.2.:

6.5.1.

A minimum of forty (40) percent, by either purchase cost or number of
units, or

For existing equipment that does not meet the criteria, develop a
phase-out plan for its replacement with environmentally preferable
products at the end of its useful life.

Explanation: The utilization of equipment impacts productivity and the
built environment. Thus, equipment selection is an essential
component of green cleaning.

How to Comply: Provide the assessor with evidence that compliant
equipment is being used in the buildings listed in Section 6.1.2.

Recommendation: Obtain equipment purchase data from your
supplier or internal records covering the period for which the building
has been green cleaned. If you are working toward LEED-EBOM, use
the “performance period.” Keep in mind that Section 6.5.4. requires that
the organization maintain an equipment inventory and identifies the
requirements.

1. For each piece of equipment, determine whether a certification
criterion applies and if so, which criterion is applicable. Similar
items may be grouped if purchased at the same time.

2. Indicate whether the equipment meets the applicable criteria. It is
acceptable to exclude products from the list if the type of
equipment is not covered by the Cleaning Equipment
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Environmental Preferability Criteria in Section 6.5.2. Indicate
“not applicable” and exclude such items from the calculations.
Total the dollar value of all compliant items.

Determine compliance by either purchase cost or number of units.
While there is no prescribed format to present the information, the
spreadsheet shown in Figure 2 is presented as an example of
calculating compliance based on the number of units.

Figure 2: Example Equipment Purchase Spreadsheet

B & E G H | J K
1 Building E quipment Quantity Green Mot -- Green MA: No Cert Availible |2 Green | Date of Purchase Cost
2 | Ewergreen Office Two Motor Yacuums 16 16 1/3/2008 $ 278.00
3 Back Pack 1 1 10/6/2006 $ 335.00
4 ‘wiide Carpet Y acuum 2 2 10/6/2006 § 1,821.00
g Battery Autoscrubber 1 1 10/6/2006 § 4,395.00
6 Carpet Extractor 1 1 10/6/2006 $ 1,795.00
7 Wiet Dy Vacuum 1 1 10/6/2006 $ 495,00
8 Two Speed Floor Machine 1 1 10/6/2006 $ 895.00
9 High Speed Burnisher 2000 1 1 10/6/2006 $ 1,010.00
10 High Speed Bumizher 1500 1 1 10/6/2006 $ 935.00
11 Power Scrubber 1 1 1/3/2008 $ 5,625.00
12 Power ‘washer 1 1 10/6/2006 § 2,089.00
13 ‘wiet Dy Vacuum 1 1 10/6/2006 $ 342.00
1 Totals 28 17 7 4 70.83%
6.5.2.  The following Cleaning Equipment Environmental Preferability Criteria
apply to powered janitorial equipment.
6.5.2.1. Vacuum cleaners shall be:
6.5.2.1.1. Certified by the Carpet and Rug Institute’s (CRI'S)
Green Label Vacuum Cleaner program/ Green Label
Vacuum Cleaner program, and
6.5.2.1.2. Operate with a sound level of 70dBA or less.
6.5.2.2. Carpet extraction shall be certified by the Carpet and Rug
Institute's (CRI's) Seal of Approval for Green Label Deep-Cleaning
Extractors and/or the Carpet and Rug Institute's (CRI's) Seal of
Approval Deep Cleaning Systems program.
6.5.2.3. High-speed powered floor maintenance equipment (including
electric and battery-powered floor buffers and burnishers) shall be:
6.5.2.3.1. Equipped with vacuums, guards and/or other devices
for capturing fine particulates, and
6.5.2.3.2. Operate with a sound level of 70dBA or less.
6.5.2.4. Propane-powered floor equipment shall:
6.5.2.4.1. Operate with a sound level of 90dBA or less, and
6.5.2.4.2. Have high-efficiency, low-emissions engines with
catalytic converters and mufflers that meet the
standards for the specific engine size as set forth by
the U.S. Environmental Protection Agency (EPA) or
the California Air Resources Board (CARB).
6.5.2.5. Automated scrubbing machines shall:

6.5.2.5.1. Be equipped with variable-speed feed pumps and on-
board chemical metering, or

6.5.2.5.2. Be equipped with variable-speed feed pumps and use
dilution control systems for refilling, or
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6.5.3.

6.5.4.

6.5.5.

6.5.6.

6.5.2.5.3. Use only ionized water or electrolyzed water and no
added chemical cleaning products.

Equipment Safeguards: All cleaning equipment shall be designed with
safeguards, such as rollers or rubber bumpers, to reduce potential damage
to building surfaces.

Battery-powered equipment shall be equipped with environmentally
preferable batteries such as Lithium-lon, absorbed glass mat or gel cell
batteries except in applications requiring deep discharge and heavy loads
where performance or battery life is reduced using sealed batteries.

Equipment Inventory List: The organization shall maintain a list of all
powered equipment that, at a minimum, includes:

6.5.5.1. Identification of each type of equipment by make and model
6.5.5.2. Number of pieces in use

6.5.5.3. Date of purchase

6.5.5.4. Purchase cost

6.5.5.5. Applicability of relevant sustainability criteria (Section 6.5.2)

Equipment Maintenance Log/ Plan: Maintenance of equipment shall occur
as part of a planned process as required in Section 2.2.4 (Equipment
Maintenance & Repair).

» Explanation: Ensuring that equipment is well maintained and
performing properly is fundamental.

» How to Comply: Meet the requirements of Sections 2.2.4 as part of the
CIMS assessment process.

» Recommendation. The CIMS guidebook provides extensive guidance
on fulfilling the requirements of Sections 2.2.4. Typically, logs are kept
for all powered cleaning equipment that include the following:

o date of equipment purchase

o all repair and maintenance activities

0 manufacturer maintenance recommendations for each type of
equipment

6.6. Entryway Systems (Matting)

6.6.1.

To the extent that the organization provides entryway matting systems at a
building listed in Section 6.1.2, the entryway matting systems (except for
emergency exits) shall be:

» Explanation: Properly installed and maintained entryway matting
systems can reduce the soil load from entering the building. Using
entryway systems can also extend the service life of flooring materials
while reducing floor maintenance requirements.

» How to Comply: This section only applies to entryway matting systems
that are provided by the organization. To be “provided by the
organization,” the organization must meet a two-part test. First, they
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must have the authority to select the items that are being purchased.
Second, they must be the purchaser of the products.

6.6.1.1. Ten (10) feet long in the primary direction of travel where space
allows, and

» How to Comply: Install the appropriate length of matting.
However, should the building’s configuration be such that ten
feet of matting cannot be used (either as a result of physical
limitations or safety concerns), the assessor has the discretion
to waive the ten-foot requirement.

6.6.1.2. The organization shall produce evidence that Entryway Systems
are maintained on a weekly basis.

» How to Comply: Provide the assessor with evidence that a
cleaning and maintenance is occurring on a weekly basis. Any
records to substantiate compliance are acceptable.

6.7. Solid Waste Management (Recycling)

The organization shall have a waste reduction and recycling plan consistent with
Section 4.1.2.3 (Waste Disposal and Recycling Plan). The plan may include waste
stream audit procedures and a commitment to the diversion of waste through an
active waste reduction and recycling program. This section only applies to the extent
that the organization manages the waste stream.

» Explanation: Cleaning organizations must have a plan concerning how waste is

to be handled and what is to be recycled. This section only applies to those
organizations that manage the waste stream. An organization “manages the
waste stream” if they set policy and direction for the waste reduction and
recycling plan.

How to Comply: Meet the requirements of Section 4.1.2.3. Specifically,
assessors should review the organization’s waste disposal and recycling plan, if
available. Assessors should further investigate the area where waste disposal
and recycling services are performed to ensure that the proper equipment is
available and that the plan is being followed. Should an organization deviate
from the plan in order to meet the requirements of the facility customer,
management personnel should fully explain the circumstances to the assessor.

Assessors should also review training logs to ensure that all necessary
employees have been trained and should review training materials to ensure that
the training covers all relevant waste disposal and recycling procedures.
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