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: PART I
INTRODUCTION

Herrick Hall, commonly known as the Woman's Building, &% Yonisna State
College in Bozeman, Wontana was built in 1926. This is a class room build-
ing which houses the Applied Art end Home Economics Departments, slso the
flome Economics Axperiment Station, and the office of the Dean of Tomen.

The Fireplace Hoom in the lfome Heonomics mpmt is used for many gen-
eral camput pocial funetions since there is no place provided on this cem=
pus for socisl life. Designed primsrily for women, painted woodwork was
used and this together with curtains and other furnishings nsed throughout,
give quite a different atmosphere and offeect from the ordimary class room
buildinge

Herrick Mall is the newest and one of the Tinest buildings on the
Hontane “tate College campus, and special emphasis has been placed on keep-
ing 1% attractive and in the best condition.

In past years, two womem, each working six hours a dsy, have been eme
‘ ployed %o do the janitress worke A boy has been used for part time work,
to shovel snow from the walks in the winter, to wash the outefde of the wine
. dows, uud to do other odd jobs, when the cceasion arose,.

The old working schedule, having undergone many changes, needed re-
vision as i&ff&dmy in use of time snd energy was quite apparent. This
thesis was undertaken to study the work of the two Jsnitresses as they
followed their regular programs. It was believed that reorgsnisation of
cleaning schedules would make it possible %0 have an hour a day in which :
to do some extra general cleaning, or Sake care of emergency worke The

: wle



e
need for curteiling expemse on the college campus besmse urgent, and this
study served to determine the poesibility of reorgunising the schedule %o
use one woman a¢ Janitress working eight howurs, instead of two women each
working six hours & day.

In training of new employees for any work it is necesvary %o glive them
definite schedules snd directions for perfoming their tasks. The person
:;um-iuo for their training and supervision needs & basic set of such dir-
ections in order to make up the mamusl for the new worker. A part of this
thesis attempted to make np such & manual of direetions for the cleaning of

Herrick Hall to be weed by the administrator in charge of the employees.



PART 1I
THE PROBLIN

The problem of this thesis is:

1. To determine the time reguired for each clesning duty by & time
and motion study of the work dome by the two jJunitresses, at the present
time, &t Herrick Hall.

2. To determine the kind and amount of cleaning necessary in each room
to keep the bullding in good condition.

3. To devise two workable end efficient schedules of cleaning duties,
one for one person on an eiam hour working schedule end & boy wukiaé ne
hour e day, snd the second for two people, esch working six hours s daye

4, Mo make up a set of directions for the administrator of the building

%o use in training new employeess
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Review of Literature

“"Job snalysis is the careful study of: (1] the various operations of
& cortain Job snd their relstion to sach other, (2] of the materiels or
equipment with which the job is performed, (3] of the conditions under which
the job is carried on, {4) of the Individusl who performs the job, (5] the
method or wey in which the work is dome, (6] the training or experience for
the performeanee of the job, (7) the supervisfon or direction under which the
Job is done and, (8) the remnoration and promotional lime the job offers.” 1

Various detalled studies have been made on the cleaning of homes end
hotels,

"A clean hom is & great Joy, is a sanitery necessity, and reflects
eredit on the housekeeper, provided she has her work so orgsnised thet she
does not spend her entire time end strength doing i%. Time snd effort are
the real test, When the housekewvper makes a study of this department of her
business, she {inds labor-saving tools and many short cuts in method possi-
ble, which gives as good results, sometimes bettcr than the old way, end
accomplish the work in half the time. Laboresaving tools are not necessarily
tools with much mechanism, or & motor to do the work, while the housekeeper
reads or visits; they are often hhnd tools which are fitted to the task
they are to perfomm. Let the housewife read, Investigete, and be willing
to try a now method wntil she proves that It is better or worse than her
own,., The cleaning of one room is not perticularly different from another;
it is thorefore best to consider how to clean the different groups or types

of fumiture or furnishings. In that way the cleaning of the whole house

1. Industrial Magezine. Vol. 61:107 - 8 J, 1 *21
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may be studied., The short cuts of experience are often the greatest time
and lsbor savers, snd sre not evidence of sisckness, but of effieiency.
Often the shortest way is the best.” '

"The advent of many new types of surfaces, which complicates cleaning,
hes been followed by a Srail of new ¢leaning compounds. One is beseiged
on 8ll sides by products which claim %o clean everything better than any-
thing else does, In this wilderness of claims and names, it will help to
hew to a simple trail merked by these signposts of guality:

Is it & good cleaner for the purpose?

Does it act gquickly?

Is it economical?

¥ill 1% harm the surface over & period of time?

Is it difficult %o nse?

Is 4% polsonous or injurious %o those who use 17

"Fortunately there are mamy reputeble products which messure up to theve
requirements. It is largely a matter of personml preference as to which is
finally sclected.

"There ie a marked tendency toward stendardizing on a few good clesning
supplies in $he large hotels and hospitals where buying problems are parti-~
cularly complex. These are the sdvantages of stendardizationy decreased
investmonts, less storage opace, simplified inventory and purchasing, re~
duced opportunities for error on the part of untrained employees, reduction
in time reguized to educate help end prevemtion of waste in use of mpplics"”

l. Balderston's "Housewifery” :
2+ Dahl. Housekeeping Vamagement in Wotels and Institutions.
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A loesl interior desorator, employed for deccrating Merrick iall, was
interviewed for suggestions on the best way of clesning oslsomined ml'i.
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PAR® IIIX

THE STUDY

)

Pime stuflies and proposed schedules.

The work of each of the two Janitresses was observed throughout

& period of & week and the time of each duty and the motions of the two

women wore noted and recorded.

The schedules they were using seemed ine

adeguate and inefficient as one person was not responsidble for a cerfein

department, snd time and energy was wasted by running up and down stairs

an wmecessary number of times. The old schedules are as follows:

TARLE I, == QLEANING SOHEDULE OF JAVITRESS NG, 1, WORKIMNG YROM
SEVEN A.M, T0O ONE PN,
" ¥on, :  tues. T wed, s Thurs, T Vri. T Sate
Bldg. @ me : a8 : _Honday z f ‘
%‘%’k&ts t t : 2
grb:gv ; ] ; % :r 2 =
roaul: : : : $ ki
Tash 131&0!:- s [ s 5 g
s = ¥ o 1 - 3 3
Tf'rmap : : : : :
food lab. g » : o 3 i % 1
Sweep & mop : B T - S
toilets 1 - s " 3 " : 3
Sweep 186  :oweep £nd  :oweep 2nd  soweep i mop “Swesp, mop Biilep Zad TIooF
hall s hall & 1st hell 18t hall shalltelonk r:lav. & clean
Tweep 2nd  :Oweep 18t  sUeminar ¥, soweep £nd  sUiesn 120  shwoep & dust
hall shall shall : & 114 sfondstore r.
Top 18t hallgiinp m 180 & :Uash windows: :
Tlean fire- :iweep 1 sDust 114  :Clean enbran:Ciesn DASe- :Cweep
plage & din.:Sweep 114 @ see 0'Cedar :ment lave 2
room sClean 1 din.: Magh nirrogs:
fop & clean sOlean St.  :Olean Lire- :iediators @ 10lesn T4re-
kitchen & butrest room :place sufite :Wash bulletin siplace suite

ler pantry : t shoards : sClean orge T.
: H :Clean thor. : s
: z 1let floor = .
5 o : 1lav. 2 :
Tiss Clow's : 3 i~ ) 3 '
office : Rhyne s Bran. 3 Glow : Rhyme + Bran.
Dr, Rich - 3 P . P s :
ardson t Herrisen @ Keller : Richardson » Marrison i ¥eller

@oFen
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TARLE IX. == CLBANING SCHEDULE OF JANITRESS NO. 2, VORKING FROM
T™EIVE T0 SIX P.M.

? t 3 : P
- Momn. s  Tues, 3 Ved. :  Thurs. s Pri. + Sat,
ap hell @ Sane : as : Vonday ) 3
heen  : " > -8 g Y ¥ s
clase rooms : " -2 ¥ " t H
Sweep & stra: H g 1 T
ighten rest : * t 3 :
room & cloalk: 8 3 ] H
room : = 3 : :
Tlean lave~ ¢ " s ¥ y : :
fory & mo [ 3 % = 1
Tweep & d%!‘is S o g T : v
313 : s : 3 :
Tweep stairs: s ¥ g : MT
& rat lab, 3 3
Top foods 1ab:imust 1 Sewe:Dust OLHGF 1Dush benis- ~Gioan 4 oﬁf;qwep 8ll
120 Wash 1ing lab. Sthor:sewing lab.:ters 1 Ce8 srooms & hall
woodwork :Clesn Dr, H. z& fitting ¥.:0weep & dust:Rest room % % dust
s lab. 1307 slav,. thor. 3
Tlean & dust:Clean re. ﬁ:?wxlty restiliop & Gust ~iWesh el
106 & 106 :pffice sroom. Clean seraftsroom @ sdesks that
3 +51% thor. s0lean J4ié imeed it

tmm
iwork

s0loan BhoTr. 10D rat iab 1
33 offices  :Dust library:ifop hall
Swaeep 2 sew-: :
_é_x ilebs. : Same Honday
weep B Ars
- labs & dust " "
Sweep lib=-

Took BaiTes
..

ag

s

nuuuun

Aid

"

44 kxS0 wn FWI

s we fus we fen e ee
w0 8k fre we fos e Tum a4
as wn few we

" ”

e W 185 B8 [eh M Ak e

The two jenitresses have kept the building in good condition, snd from
their experience and an snalysis of each job, the amount of time and clesn-
ing necessary for each room was determined.

Due to the necessity of cutting expenses on the csmpus, 1% may be nec-
essary to employ only one janitress working elight hours and a Yoy mrking one
hour each day, instesd of two jenitresses each working six hours. The sche

edules of duties for two people have been combined nto one schedule, with
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& few changes ss designated on thefollowing teble.

By the elimination of unnecessary running around, there will now be
one efficient schedule instead of the two that were formerly used. The
new schednles for two people sllow considerable time for specisl clesning.
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TABLE 11T, == THE KIND 430 ADURT OF CLEASING HECESIARY IN DAOR ROOR
PO KHEP T BUILLING 1IN cOOD CONDITION.

1st Floox
M_ o Gt iime Muiré& 3
Room 1 seach dut; 32 Yiomen 3 1 Toman
$ 4 ¥ "
108 $ Sweep and dust $ 16mine 3 dsily @ 2 times wk.
] ] 1 =
&“ = 2 Lad " " B 15 L N " oo ™"
re Hichnrdson 3 $ P )
m}_._ 1 " g : 1 he. t B2 o wks 3 8 - wke
8 s 3 '
%; 1 A 3 Mas 3 " 3 -
; i e e "y A T 8 = Wike § & = Wke
Pantry 3 op ¢ " 1 1~ wke t 1= wke
Diningeroom [ g Ao = 8 el 7
t Bweep and dust : BB 1 4 = Wk, t 4 - Wk
120 tliop snd wash wood ok t 1 hr. § )
: [ , [ !
121 : Vacuum mnd dust 3 1B mine 3 B - wke 1 8 ~ wke
P % 1 : :
122 g W s 18 min, 1« wk, 3
186 lavatory ¢ Glesn GOWLE, LavabOTies, :
& eloakroom + sweep and dust 1 R0 min. 4 dajly @ dafly
3 Mop & cleen thoroughly : SO min, : 1 - wke : 1 - wk
s Hop T B0 T L = Wke 2 1 = WKe
1st hall 3 Sweep & dust : A6 mine ¢ daily : daily
s ) ¢ t
. Steirs 1 ~base.: Sweep t Bmin, 351 ~wke :1l~wke

* (hepnge in the schedule of duties whon work is done by ome women instead of

»
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2nd Floor
— T ¥me requived :
m : ¢ each duty :2 Vomen 3 1 “omen
othing 1 $ $ H
lab. ¢y Dust end sweep 3 y dally : dsily
Hast Clo. lab. i “v " " $ | » $ b
Fitting room el " g e ' -
lLocker room t e S " ' e ¢ »
Faculty rest ».: = oo ® 1 60min., 3 2« wke 3 1~ wk,
Storage rooms 1 R » s t 1l ewke 2 1~ wke
Wise Higme's : ' 3 ]
office iy " " [ g 2~ wk, 1 2 » wke
Firepince gﬁiiﬂ ' $ p T '
Fireplnce room : Dust and dust mopped ¢ t & - wha ¢ 2 - whe
Dining room t  Vacuumed t 1~ wke 1 1« wke
: t 2 hre : $
Pantyy t Dusted and swept $ t O whke 1 £ = whks
Kitchen i mopped 3 t L= whke 3 1 » wke
218 1 JImeted snd swept i 18 min, t 3 = wke ¢t £ - wk,
219 offices :mm. veoumed-~alesn sz 20 " s Rowwke 3 B - whe
Oﬁjﬁw s
fﬁul , YROUmGd - clean @
222 rew e T O
: a’ﬁmM, Vocumed - ciean
m :ﬁmmw ]
s KRG "
m"rgan&utm m, vmnﬁ - eiaam

Bnd fioor lav- 1 (weep, Gust, olean bwua

:
3
:
3
1
'
room ;t)wrz 20 " g
'
t
4
]
£
'

story & eloak~ : & lavetories and mop ¢ M daily daily
361““ tlwro LAY ¥ B8O " 1 » wke 1 - vike
1% y RO anily rily
shairs 21 3 g W ™ Lo~ wke ¢ 1 = vk,
< Tash vindows, mirroy, 3
Fromt intrance idust, mop ) 1~ wke 3 1 « wke

* {Change in the schedule of duties when work is dome by one women instead
of twoe ;
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Srd Vioox
; 2 THime Hequired s ;
Roew ! Lot aky. 8 Yonen a0 Jeven
B 8 : b
308 s Sweep mnd dust ¢ 1b min. s uu; s MH
: s : '
Craftsroom 3 Mop 3 1D min. t 1 = wke ¢ 1 =~ wk.
: LR = : s '
307 , 2 Sweéep snd dust : 15 min. : Gaily ¢ daily
Tecture ' P f :
518 room 3 " ol r 8 20 mine AT 1 B - wke
' 3 s 3
914 [ .. " s 15 uin. g (. : daily
% : s :
316 $ " % " i 15 mine $in y . »
" 3 : t
817 3 ", o - : 15 min. §i» t "
t P! ' t 3
S20 t " i - ¢ 15 min. g " oW
3 ' 3 3
S11 office 3 ” " "oyasuum ¢ 20 min. g £ » wlke 1 B2 - wke
3 i 4 §
alz ” t " L2 3 " " 3 10 am. ‘ " ’ ”
: 3 3 3 1
a0z v 3 . " " " 3 20 ain. g -
b b 3 : 4
Srd floor lav- : Cliean bowls, lavatories s 1
atory & cloak- ¢ sweep, dust & mop + 85 min, s daily @ daily
room v:uhmtharouﬂy 3 1 - cl«-jﬂu:l»m
Hest room s Sweap ond dust 3 3 hig s M_l_l
X Wik i 1 Sweep and dust s 20 min. s t
utﬂym 3 Yop & clewn thoroughly ¢ 30 Hin, 3 1= wke 3 1 = uk,
Basement
Men's lav. i Olesn Shoro T THERT Th e
S Tweep & empLy Waste Das~ :
2 rat lebs : kets : 20 min. t daily : daily
1 Mop 3 t 1l ~wke 1 1wk,

* QChange in the schedule of duties when work is done by one womsn mmh

of bwoe
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TARLE IV, o~ PROPOSED SCHEDULE (F WORK FOR ONE JARITRESS AMD A BOY
WOREING ONE HOUR EACH DAY.

% )
T =8 i 'hes
H -gwesp ¢
: & dust @ 3 »
+308 1308 :308 :308 thor. 508 + 508
1316 1316 3156 thor. :316 1516 1315
: 317 1317 1317 1317 1317 thor. :317
8~ 9 :814 014 1514 1514 1814 1514 thor,
$+318 thor. 3320 3519 320 2518 1580 "
1820 +120 2 320 % 3 320
Y5 -1 i0frices  :Dr. Hichar:il, HAmei- 1%, Braneg,:pr. Mcluu': s, Nannon's
s ¥. Bran. :dson's :non's off.:¥. Feller :dson's soffice 311
: M. Keller:Dept. 1Orf, 811 M, Harri. :Dept. toffice 512
g ¥« Harri.: 10ff. 312 3 offices 3 3
T =2 sSeminar re: s M, Clow'm:oweep,dust: s, Clow's off.
:aweep, dust + office IR0 & 114 ¢ 18weep,dust, mop
tmop. Clean: 114 sBweep,dust:Clean lot : Clean swash woodwork
:£ront entr:Fireplace :120 & 117 :floor & re: % 120
s $hor. sSuite : 15t room :Pireplace :
T=3 1106 t5ame B8 foene A8 sOiesn 106 soweep, dust 117
1106 tMon, 8% :Tuesday : " 105 : Suite :Dining room
H 1 3 -4 3 :Seminar z‘thorom 1 Pant
: oor 1 tGame B8 tOANe A8 soame a% L
% -« 4 1lav. cloak:lop Srd :Monday at :Monday at : T
sroom & resthall & 14 « B t 8 -4 b :
room. Srd @ stairs : t 1 H
sthall & -2 t ¢ : s
tabairs i 3 % 1 ¥
e B 00T 10mme B8 @ T Same &d londsy ¢
tlav. 2nd : Monday :Mop 2nd ¢ ¥ E
sfloor hall: shall & ' ' '
22 w 1 Bhare: : stalire s 5 %
sirs lat ¢ 1 s p %
:floor iave: 3 3 2 :
B= 8 : Clothing s 3 2 1 :
:Departnent: Same as : Monday @ L
st 3 1 3 3 3

Schedule for a Boy

5«86 siwveep lo% 1Same ag : Monday
shall sweep: Mop rat :Mop lst hall:Sweep T

1 ~base 1 labs. ' Stairs
sgbeires Ol.: s :Clean Ven's
men’e 1av.: : 3 1lav. *

saweep rat :Came as "onday
tlabe.Cloge: " "
“up : Ll L4 ] "
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* Vork done by & boy

This schedule was based upon the class schednle for spring quarter.
A few changes might have to be made, for snother quarter. This fact was
kept in mind when the schedules were made and very few changes will be
necessary. "hese changes can be taken care of by nerely shifting the
time for that particular duty on e gertain day.

Amount of cleaning and directions for clesning each room are given

on page .
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PABLE V. e~ PHOPUSED SCHUEDNLY OF WORE POR ONE JANITREDS YWORWING FROM
SEYEN A,M, PO ONE P.M,

: 1 : : : ?
7 -8 3 Monday t Tuesday : Vednesday:Thursdey : Friday . Saturd
:Open up : Openn up ¢ Open up ¢ Open wp ¢ Open up 1 Opon up
: 108 s 106 s+ 108 : 108 s+ 108 3 108
: 106 1 106 t 106 thor.: 106 1 106 : 106
t¥. Clow's : 114 s 117 s M. Clow's: : 114 serub
: oifice | 2 : offios 3 3

8 - 9 :120 sweep & iilest Hoom :Sweep & mop:Sweep & 117 thor. :Fireplace
s@uet butler :1s% hall :let hall :dust mop Men's lav.:Suite

ipantey - din:dnd hall swoodwork :thor. $
sing woom 1Btairs 2w-1l: 1120 : 8
2117 sweep & ¢ z 1 :
sduet ] g 3 3 3

9 -~ 10 zlst hall tHop second:Fireplace :Butler's (Drpaniza- iFirephu

:ifen's lave. :hall front:Suite rpantry s%ion room :Suite
t sentrance ¢ sDining : -
2 solean thors 1roon 3§ g

10 = 1)l:Pireplace :Jeninar R.:2nd hell :flest room :20d hall :feminar

fuite 2nd  smop 12 -1 s Seninar 18-1 stairs:8nd hell

thall sweep Orpanize- :stairs :8nd hall mop 2nd 38«1 stairs

tftalirs 2-1 :iroom : raweep shall slst hall

% <22 8 : 2 :18-1 stairs: B

£ 3 % slst hall sifop 1s¢

3 i b 18wWeep 3 shall
12«1  :Dr, Richard-:¥., Merri® : Dr. Richerd: . Breng-:

:oon*d lab.k sson's, Y. tson's dept:gan’s, M. 3

;offices iBrencgen's: : sMarrison®s:

¥, Haylield M, Teller's : il Yoller's

:ofl'ice sofflces @ 3 soffices

When %two people are smployed, each doing one-half of the work, their
dmzéa shonld w arranged so that emch will be responsible for certain de=
partments in :,tht hﬁaw ; Mt work should be divided mecording %o floors
as near as possible, tnmmv wnnesessary running up and down stairs,

S:Mm“ of amm inth room should 'ba given $0 the Jenitrers at

the beginning of each Wrtw by those in charge of the departmunts.
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PABIE VI. ~= TDROPOSED SCHEDUIE OF wORY YOR ONE JANITRESS “ORKINC FROM
GRE ?0”- 4 } g IX F. !-:’
s g F )

18=1 % H Satm‘dzl
351 %mp 1016 ea;% s0L 1508
1508, M. Hane:Oiffices J1l:0%raiqh tens Hondey :Straighten:irt library
snon's of fice1&312 $CILAB88T0DNS ] relassrooms:
sStraighten 18tralghten:Clesn lav.: iiffices 311
relassyroong rooms tete. 2 :& 312 3
$ E 3 % tfween Lall:
2 3 : 3 13rd floor =
| ] s ] 1swee) Gle~y
3 $ t g 1irs 3

1«28 3:Clean lav. ¢ 15weep hall: :2nd floor :Clean lav.
:Resd room & @ : " stalrs: rlave Ord :3rd floox
scloakroom 3 tlave thor.: :floor lav.:etc. sweep
sSweep Srd : ’ sthor,. sard hall
shall s 3 : 1 ¢

2 -3 sBweep stairs: :Mop hall &: +Clean 19 :8weep steirs
13-2 Clean 2 :stalirs t tArt library:4 clean thor.
1floor lav. 3 ] : :thor. :2nd Tfloor lav.
:Qlean Art 1ib: 1 8 ¥ ]
:Clean 313 ) 3 3 ] 5

3-4 ;Clean 307, : sClean 313,: :Clean 307,:Clean rooms
1315, 517,3141 it 1id. 1316,4517, 1313,307,316,
$ 3 1307, 316 = 1314 3317, 314,
H 1 1317, 314 ¢ . :thor.

4 - 5 lop both rat:Sweep rat :1514 :Swoep rat :Sweep rat :%weep rat
:lebo. empty :labs. ete.:Sweep rat :labs. :lsbs,. :labs.
rwaste b&skcta:mm's lav:labs. 3 H iYen's lav,
% 1Stairs l-: 3 z 5
3 tbasenent 1 3 3 3

6~ 6 :Clean Cloth~ :Clothing :Clothing :Clothing :Clothing :0lean Clothing
:ing Dept. !D@pt.m’mpt- 1Dept. sDept. 1Dept. Thor.
g sieHhyne’s: 3 3 1M. Hhgyme's
| soffice 3 H ] soffice Tae,
: FPaculty = 3 : zhest Room
: sleat room: H g 3 :
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B. Special cleaning duties during vacation.
During vacations when classes are not held, and veguler cleaning
is not necessary, some genersl cleaning as follows should be done:

Summer vecation cleaning duties.

Wesh all windows inside and out.

Dust light fixtures.

¥ax the following floors: 105, 106, Dr. lichardson's Department,
114, 121, 122, all floors in clothing department, Pireplace room, dining
room, 218, 219, 222, 226, 227, 228, 307, 513, 314, Y16, 517, 320, 311, 312,
301 and Srd floor rest room.

¥ash all woodwork.

Clesn Tugse

Polish Turniture.

Sweep corridors in basement.

Sweap loom room.

Sweep Jjanltors room.

Sweep all store rooms.

christuu vacation cleaning dutles.

Pust light fixtures

¥ash woodwork

wax Tloors that ere designated above
Polish furniture

Sweep corridors in basement

Sweep loomeroom

Sweop Jjanitors room
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Spring vacation cleaning duties

wash windows on first {loor inside and out, if weather peramits.
Wash woodwork where it is necessary

Clesn ruge thoroughly

Sweep corridor in basement

0: Suggested directions for specisl cleaning

The following suggestions are made o provide new workers, responsible
for the care of the bullding, with directions for cleaning the various parts
of the building.

¥alls

HMeny of the ordinary surface smudges uay be removed by merely rubbing
them with a plece of stale, but not dry bread. IU the spots are i'ubbed off
as fast as they appear, it 1s not necessary to clean the entire surface
nurxj as often as when they are allowed to ucomlah.l Grease soots
may be removed by placing a blotter over the spot, and then applying a warm
1roa‘2

Woodwork

Specinl care and attention must be teken in washing the woodwork. The
different tones of eggshell color were applied by putting on many coats of
paint snd to keep the levely effect of the different tones, it is necessary

to preserve all of the costs and not remove the paint by incorreet washing.

- Hoping floors

Powders which do not lamther freely when dissolved in water are the -
moat desirsble, becsuse they dry without stresking. leavy suds mre likely

to have & film which ceuses streaks and clouwdy surface. The soap
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chipe secured at the college storeroom have proven very satisfactory.

(It is vexy necessary to change the water often when mopping] All nmopping
throughout the building is done in the same way.

Windows

The best method %o use in washing windows is to add one tablespoon of
ammonia, vinegar or kerosene to one gallon of warm water and wash the
w,indow using a zoft cloth or cheesecloth. Immediately dry the window with a
chamois. (Change the water often or the window will be dull or stresked).
Do not use whitening or bonami as it is difficult to remove from the corners
of the window, @d it leasves & fine white dust that is very apt to get on the
2

floor or furniture.

Care of floor coverings

A carpet sweeper or long handled dustpan end a small broom may be used
to‘bmh up lint, dust, fluff, thread or crumbs. All rugs should be vacuumed
the number of times each week as designated on the schedules. Too frequent
vacuuming 1s apt to injure the rng.l

Tor specisl or thorcugh eleaning the rugs should be vacuumed well on
one side, tumed over and vacuumed on the other side, then turned back to
origina) position and vacuumed thoroughly again.

“Rediators |

A small long handled brush may be used to clesn radiators or & cloth
mey be folded on a flat stick and used as a substiitute. UVhen cleaning put

a moistened paper under the radiator %o cateh the dust as it falls dm.a
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Waxing floors
To wax, remove every particle of dirt by mopping. Any spots may be

removed with & soft woolen cloth or turpentine and if the spots are very

persistent, use a 1ittle rattenstone well mixed with the turpentine. ¥Vax
1

by epplying a very thin coating of "Johmson's Wax" at & time and then rub.

Polishing furniture

Remove every particle of dirt by wiping with a dampened eloth. /Apply
a vely thin coating of O’W Polish and rub well. This is done by dam-
pening a piece of cheesecloth two foot square, or sbout that sise, with
0'Cedar Polish. lHemove excess polish and shine by next rubbing the fure
niture with a dry piece of eheneoloth.l

Curdains

Remove the curtaing from thair rods and shake (shaking lengthwise)
until they ave free from dust, Press, put them on their rods and rehang.

Blackboards

To wash blackboards use a soft cloth of cheesecloth and clear water.
m the water often, so thut the dlackboards will not be stresked.

¥Window shades

Spresd the shades out on & flat clean surface. UVse a dry clean cloth,
and rud from side %o side in straight parellel sirokes, %o remove the dust.

1
Aeroll and hang up.

Dust mopping
Use the sige of mop that will be most convenient for a certain purpose.

A small smount of 0'Cedar may be used on thé mop, but care should be taken
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gso that too much is not used or a film of oil will be left on the floor.
Speeial precsution should be made in dust mopping & room with & rug, o0
that the oil will not get on the rug and make 1% dark and dirty around
the edge. Vhenever possible the rug should be twrmed back while dusting
the floors.

Plumbing fixtures

¥ash with soap and water daily. If this does not remove all spots,
1
& small emount of duteh cleanser or bon ami may be used.

Flush closets

A daily washing cen be done with a string mop. Soep and waber is
e good sterilizer for everyday work; bdut for apecirl cleaning, sani-
flush dissolved sode or chlorate of lime may be used. DPut any of them

down the flush closet, let stand fifteen or twenty mimutes snd then flush

thoroughly.

D. Cleaning equipment and supplier used in Yerrick Hall

The eleaning eguipment for the most part seems to be adequate, how-
ever, & short handled duster and & long handled dust pan would facilitate
in the case of cleaning, and could be added to the list of equipment. The
equipment is kept in & cleaning closet on eanch floor, which the janitress
takes care of and keeps in order.

The cleaning of sll buildings on the campun is under the direction of
the Physieal Plant, and all cleaning supplies nay be obtained from the

Service supply office.

1. Balderston, A. Y. "Housewifery"



Following is a list of the cleaning equioment end supplies used in

Herrick Hall:

wp e

B

First Floor

Iiquipment

Sugnliea

1 stoel

1 broom

1 long hendled floor brush

1 long handled floor dus® mop
2 long hendled small dust mops
1 duat pan

1 pail

1 mop buckeb

1 radiator brush

% water mope (heavy, medium and small)
1 serew driver

1 lavatory brush

1 serub brush

Glue

O'Cedar Polish
Cheesecloth

SoapTlakes

Bon Ami (Powder)

fani flush

1 sumall can Johnson Wex

Second Floor

Equipnent

3 wide brushes (wide, medium, small)
1 vacuun

1 broom

1 small dust mop
1 wide dus® mop
2 water mops

1 bucket

1 mop bucket

1 wash pan

1 dust pan

2 hand brushes

1 lavatory brush
1 pair scissors

Cheesecloth
0'Cedar
Javelle water
Paste

Ron Ami

Puteh Clesnser



Third Floor

Lguipment 5 wide brushes (large, medium, small)
1 broom
1 emall dust mop
1 wash psn
2 mops {large, small)
1 dust pan
1 hand brush
1 mop bucke$
1 puncher _ :
1 short handled !evetory brush

Supplies Cheesecloth
Bon Ami
Seni Clush
Chlorax
3'Cedar



PART IV

SUMMARY AND CORCLUSTONS

A careful Job snalywis study of $the cleaning problem of Ferrick
fall was made, observing the workers, their motions, the time and emount
of cleaning required for ench duty, and the kind of cleening equipment tlat
was used. IFrom the facts obteined in the study, two cleaning schedules for
Herrick Hall, believed to be efficient and practical were made; one for
two women emch working six houre & day and the other for one women working
eight hours, with & boy helping one hour each day.

The worth of the proposed schedules will be determined when it is

actunlly put into practice.
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