Carleton College

Innovation Award 2018 application
Process Improvement Category
March 2018

CSHEMA Innovation Award

Project Description:

Carleton’s Custodial Manager created a Custodial Training Program Guide which has
been distributed, in three ring binders, to all Custodial Department personnel. The Custodial

Department has 51 custodians, 2 supervisors, one administrative assistant and one manager.
Scope of the project:

Carleton College is a private liberal arts college of 2,000 students that is consistently
recognized as one of the top ranked liberal arts colleges in the nation. We receive about
$6M/year in extramural research, we have about 2 million square feet of property and we are on
a 1,040 acre campus including an 880 acre arboretum. We have just over 100 buildings to be

cleaned. Our cleanable square footage is 1,206,393.

Recognizing the need for a new employee training manual, three years ago, we searched
online and found an example from the University of lowa (another CSHEMA institution) that we
liked. We reached out to them and they were willing to share their guide with us. We used this

example in creating a program tailored to our departmental needs and the Carleton culture.

Carleton’s Facilities Management is a union shop. In creating this manual we worked
through our labor management committee (LMC) meetings which are held monthly. There were

times when we added meetings depending on the detail we were trying to get done.

Originally, our purpose was to create a new employee orientation manual with different
sections of useful departmental and operational information. However, once this was created, we

decided that it would be a great tool for all custodians. Binders were created with tabs for each
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section and full color pages were inserted. We handed the binders (personalized for each
custodian) out during small team meetings starting in 2018. In addition, we discuss the binders
and the various sections in the binders frequently at (mandatory) monthly staff meetings and new

employees receive their binders during their orientation process.

Carleton’s Environmental Health and Safety (EHS) Department has encouraged us to
submit 4 sections (Exhibit A) of our Custodial Training Guide to CSHEMA for the Innovation

Award for Process Improvement:

1. Ergonomics — We train our staff, annually on body mechanics in May, just before a

very busy season of flipping resident halls and setting up for large events like
commencement, reunion and summer programs.

2. Introduction to Safety — In this section we speak to various safety-related topics as a

daily reminder for our staff.

3. Custodial Equipment and Chemical — Our EHS department was helpful to suggest

adding the OSHA pictograms to the information provided on all of our chemicals.
This section does not replace our SDS books or the need to refer to the SDS for
reference when necessary.

4. Custodial Cleaning Tasks (General Cleaning Example) — we have included one

example of a cleaning task (dusting) to show that each task begins with a safety

statement.

This project was completed in-house using our administrative staff and copy center. The
product cost to do this was $1,070 ($70 for the 3 ring binders and $1,000 for the printing). We

consider this project to be sustainable because it is being done during work hours, with our staff
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and is a standing item on our monthly LMC agendas. In addition we are using Power Point to

create the manual and Blue Beam to transfer to PDF.

Since we have implemented this guide, we are starting to see a culture change in a higher
amount of accountability with staff because we now have written expectations. Prior to the
implementation of this guide there were no clear written guidelines or expectations for our
custodial staff. Culturally, Carleton’s historical narrative is voluminous on all things from
simple processes to unwritten procedures. This manual documents daily procedures and ties
them neatly into the annual EHS training that our staff attend for a daily reminder that everyone

should go home the way that they came to work — in one piece.

We learned ‘keeping it simple’ was key to being able to knock out the details. We
purposely left out brand names of chemicals, vendor names and equipment so if changes need to
be made we can easily accommodate this. We are willing to share our document and experience

with others.
Respectfully submitted by:
Patti Sabrowski Elisabeth Haase
Institutional Representative endorsing the application
Custodial Manager Director, Environmental Health and Safety

Carleton College Carleton College
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Northfield

¥t Hospital + Clinics

northfietdhospital.org

Body Squat

Major Muscles Affected: Glutes, Hamstrings, Quads

Purpose: Training and engaging proper neural pattern for lifting mechanics and general warm
up.

Coaching Cues:

1. Feet shoulder width apart

2. Push hips back

3. Keep heels down

4. Squat as low as you can comfortably

Lunge with Reach

Major Muscles Affected: Glutes, Hamstrings, Quads, Abductors, Hip Flexors, Obliques,
Latissimus Dorsi, Pecs and Rectus Abdominals
Purpose: General warm up. Preventing lower crossed syndrome

Coaching Cues:

1. Step forward like you are going to kneel down

2. Keep chest straight up without over extending back

3. Reach opposite arm straight over head toward opposite shoulder
4. Drive back to standing position off of front foot

Alternating Knee Touch

Major Muscles Affected: Gluets, Quads, Hamstrings, Calf
Purpose: Dynamic stretch of posterior chain musculature. Training and engaging proper neural

pattern for lifting mechanics

Coaching Cues:

1. Take small step forward
2. Keeping forward leg straight, push hips back and reach for knee keeping chest up

FARMINGTON
CLINIC

4645 Knutsen Drive
Farmington, MN 55024
tel: 651-460-2300
fax: 651-460-2301

LAKEVILLE CLINIC

+URGENT CARE

9974 214th Street W
Lakeville, MN 55044
tel: 952-469-0500
fax: 952-469-0505

LONSDALE
CLINIC

103 15th Avenue SE
Lonsdale, MN 55046
tel: 507-744-3245
fan: 507-744-3247

NORTHFIELD
CLINIC

2000 North Avenue
Northfield, MN 55057
tel: 507-646-1494
fan: 507-646-6870



Hip Circles

Major Muscles Affected: Hip flexors, Glutes, Hamstrings, Oblique’s, Abdominals and Erector

Spinea.
Purpose: General hip mobility and flexibility

Coaching Cues:
1. Feet slightly narrower than shoulder width

2. Circular motion starting from hips

Ankle Mobs

Major Muscles Affected: Gastrocnemius, Soleus, Core engagement
Purpose: Increase mobility of lower leg and foot musculature

Coaching Cues:
1. Rock up to tip toes

2. Lower back down slowly

Executive Sit

Major Muscles Affected: Glutes, IT band, Erector Spinea, Quadratus Lumborum

Purpose: Increase hip mobility

Coaching Cues:
1. Stand tall keeping chest up

2. Hold ankle

3. Light downward pressure on knee
4. Slowly lean forward to increase stretch

Push Away’s

Major Muscles Affected: Upper Trap, Scalenes, Lateral Neck Flexors
Purpose: Increase mobility in upper back and neck musculature

Coaching Cues:

1. Arms at sides with fingers and wrists extended

2. Lean head to one side
3. Push opposite hand down

FARMINGTON LAKEVILLE CLINIC LONSDALE
CLINIC +URGENT CARE CLINIC
4645 Knutsen Drive 9974 214th Street W 103 15th Avenue SE
Farmington, MN 55024 Lakeville, MN 55044 Lonsdale, MN 55046

tel: 651-460-2300 tel: 952-469-0500 tel: 507-744-3245
651-460-2301 952-469-0505 507-744-3247

NORTHFIELD
CLINIC

2000 North Avenue

Northfield, MN 55057

tel: 507-646-1494
507-646-6870



Neck Circles

Major Muscles Affected: Scalenes, Sternocleidomastoid, Upper trap, Levator Scapulae
Purpose: Increase general neck mobility

Coaching Cues:
1. Make slow gentle rotations with head

Wrist Circles

Major Muscles Affected: Wrist flexors, Wrist Extensors, Supinators and Pronators
Purpose: Wrist mobility

Coaching Cues:
1. Clockwise motion for 10 seconds

2. Counter clockwise motion for 10 seconds

Shoulder Mobility

Major Muscles Affected: Pectoralis Major, Deltoids, Upper and Middle Trapezius, Rhomboids,
Triceps and Biceps
Purpose: Increase shoulder mobility. Stretch anterior musculature and activate posterior
musculature to reduce forward shoulder posture.
Coaching Cues:

1. Lightly grasp your thumb

2. In one smooth motion reach one arm up behind head and the other behind and up your low back

Hitch Hikers

Major Muscles Affected: Pectoralis Major, Deltoids, Upper and Mid Trapezius, Rhomboids
Purpose: Decrease forward shoulder posture by stretching anterior musculature and activating
posterior musculature

Coaching Cues:

1. Quarter squat down and cross arms over knees
2. Bring arms up into scarecrow position
3. Stand up while simultaneously bringing arms up and pointing thumbs behind you

FARMINGTON LAKEVILLE CLINIC LONSDALE NORTHFIELD
CLINIC +URGENT CARE CLINIC CLINIC
4645 Knutsen Drive 9974 214th Street W 103 15th Avenue SE 2000 North Avenue
Farmington, MN 55024 Lakeville, MN 55044 Lonsdale, MN 55046 Northfield, MN 55057
tel: 651-460-2300 tel: 952-469-0500 tel: 507-744-3245 tel: 507-646-1494

651-460-2301 952-469-0505 507-744-3247 507-646-6870



Pull Apart Swim

Major Muscles Affected: Upper and Mid Trapezius, Rhomboids, Deltoids
Purpose: Activate posterior back musculature and reduce forward shoulder posture

Coaching Cues:

1. Make 5 forward swims
2. Reverse and make 5 backwards swims

Wrist Flexion, Extension, and Thumb

Major Muscles Affected: wrist flexors, Wrist Extensors, Thenar Eminence
Purpose: Increase mobility in the wrist and hand

Coaching Cues:
1. Apply gentle pressure to digits for all positions

FARMINGTON
CLINIC

4645 Knutsen Drive
Farmington, MN 55024
tel: 651-460-2300
fan: 651-460-2301

LAKEVILLE CLINIC
+URGENT CARE

9974 214th Street W
Lakeville, MN 55044
tel: 952-469-0500
fan: 952-469-0505

LONSDALE
CLINIC

103 15th Avenue SE

Lonsdale, MN 55046

tel: 507-744-3245
507-744-3247

NORTHFIELD
CLINIC

2000 North Avenue

Northfield, MN 55057

tel: 507-646-1494
507-646-6870
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Carleton College
Winter Exercise Program

Warm Up in the Winter

¢ Static Stretches - When you are planning to work outside in the winter,
it's imperative that you perform leg, arm and back stretches.

* Dynamic Movements

— Arm Circles - Circle your arms in larger and then smaller circles.

— Twist Your Upper Body - place your hands on your hips and mave
your upper body from left to right, then from right to left.

- Jumping Jacks - umping jacks can increase your heart rate,
but make sure you pertorm a few stretching moves prior to these.

The jumping jacks will ensure thal the heart will start pumping
more blood to the muscles, so Lhat you won't be prone to injuries.

— Squats - Squats will work on your lower body and will warm up the .
muscles from this area. Make sure you perform the squats correctly Statlc stretCheS
Hold your hands in froni of you; your back should be straight. Use
your abdominal muscles to squat down and come back up

oy Upper Back Pectoralis
oy e Clasp hands In front of Stretch
ALARIS body and reach away
from self.
HMold for 15 seconds.

Clasp arms behind body
and pull shoulders back

o stretching the chest and
lifting arms.
= Hold for 15 seconds.
- WERT THERT
Preventative Stretching Regimen e

Low Back Quad

.Extenswn Stretch

Place hands on
lower back and

gently bend
backward. F : P
Hold for 5 i ool Preventative Stretching Regimen
seconds, repeat  grab foot of bent
3 times, leg. .
Hold for 15 seconds Hamstring
on each site. Stretch

Extend one leg in front with foot
flexed up. Bend opposite knee and
sit back.

Hold for 15 seconds on each side,

WL T

ALARIS

WE'RE THCRFE




Carleton College
Snow Shoveling Techniques

The Basics: Lifting Correctly

» Bend your knees and
Jift with your legs

Lift things closer to
your center of gravity
(Not way out in front or
to the side)

Keep back straight and
bend just at the waist
if you do need to bend
forward.

e
+ g gl v

Don’t overdo it. Take _—
lighter loads. This is Poor Farm

WE'RE THERE

ALARIS

Things to keep in mind

» When pushing snow, '
don’t have your arm
and shoulder out to
the side. Keep the
shovel centered in your
body at about the
bellybutton.

+ When lifting the snow,
stand on the side of
shovel and do a proper
lift.

When throwing the
snow, make sure to
rotate your hips and
not your low back to
ensure proper spinal
alignment.

» Do Not Twist!

Do Not Lean Forward,
Curve Your Back, and
Throw Snow

DO NOT TWIST! DO NOT TWIST!

SV
()

WERE THERE

ALARIS
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