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Job Site Shop Setup 
E-GL-2                 
Craftsmanship Operating Procedure
Functional Category:
Exterior General

Last Updated:

4/3/10
Authored By: Miles Bowen, Jim Fradette, Charles Gilley, Shawn Heffernan, Ruben Medina, Rich O’Neil, Stephen Pearson
Appearance & Quality Assurance Guidelines: 
· Shop area should be neat, organized for efficiency, safe, out of traffic area and located as close as possible to work area.
Production Rate:

· Timely manner 
Production rate may vary with the scope of work
Safety Guidelines: 
· Follow all OSHA guidelines to prevent injury from the following hazards, including but not limited to: electrical, power tools, ladders, scaffolding, trip and fall obstacles and fire & explosion risk; hazardous exposure to your eyes, hearing, extremities and respiratory system; unsafe exposure to chemicals, solvents, lead paint and inadequate ventilation.  Practice client safety as necessary to your particular job including smoke & carbon monoxide detectors, safety gates and other child protection devices. 
· Follow all EPA, Renovation, Remodeling & Painting (RRP) guidelines and any applicable state guidelines.
Materials & Supplies: 
( impervious ground protection  ( plastic sheeting  ( tape – appropriate size & type  
( trash bags  ( sealable metal container
Tools & Equipment: 
( standard personal work tools & supplies  ( standard job site tools & supplies 
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	#
	Procedure Steps                                                                
	Completed
Properly

	1
	Determine a safe and convenient location for the job site shop and get approval from the client.  Factors to consider include:
· Care of landscaping and grass
· Proximity to work area

· Protection from elements

· Vehicle locations

· Foot traffic pattern
· Client access to entries

· Security of equipment

· Client Safety

· Secure from pets


	

	2
	Protect ground & surrounding area with impervious protection. Use extra precaution where paint and solvents will be stored.
	

	3
	Determine a safe and convenient location for ladder storage and get approval from the client.  Factors to consider include:
· Care of landscaping and grass

· Proximity to work area

· Security of equipment

· Client Safety


	

	4
	Bring equipment and materials into shop area if applicable and organize in sequence of use including supplies, primers and finishes.
	

	5
	Make sure MSDS, fire extinguisher & first aid kit are readily available.
	

	6
	Make sure that all materials in the shop are sealed or resealed properly after use.
	

	7
	At the end of each work day, organize the work shop making sure to:

· Secure all cleaners/solvents/coatings
· Organize tools, supplies and equipment

· Store rags containing oils/stains in an sealable metal container and dispose of properly at the end of the job
· Properly fold dropcloths and coil extension cords
· Secure the area from children and pets

· Protect shop from the elements if necessary


	

	8
	Secure ladders at the end of each work day making sure to:

· Lower all ladders and remove from building
· Stack horizontally in the designated area

· Lock them for security and safety
	


Professional Techniques:   
· Shop storage options can include: job box, trailer, van, portable garage/canopy, client’s garage/basement, etc.
· Sometimes it makes sense to create a mini-shop closer to your actual work area but away from your main shop area.
· Ladders may be stacked on sawhorses to minimize damage to grass/vegetation.
· Store ladders or shop area on mulch, dirt, cement or asphalt if possible.
· If the work shop is set up on grass, be aware of potential damage to the area.

Notes: 

1) This Craftsmen Operating Procedure (COP) is a suggested guideline for the specified task and industry segment.  Particular work scopes and conditions may warrant adjustments to the procedure.  In addition, each company may have unique methods and procedures that are best suited to their operations, strategy, clients, etc.
2)  PDCA and its representatives, affiliates, directors and content providers shall have no liability for damages resulting from the use of this COP, even if such damage results from the omissions or negligent acts of PDCA and/or its representatives, affiliates, directors and content providers.  Users agree to accept full responsibility for their use of the COP and to indemnify PDCA its officers, directors, members, content providers, independent contractors, employees, agents and affiliates for and from any loss by reason of, or in any way relating to, or arising out of the use of this COP.
3) Craftsmanship Operating Procedures are the products of volunteer efforts of members of the PDCA Craftsmanship Forum and are for the sole use of PDCA members.  COPs are protected under the copyright laws of the United States of America.  The content of this COP is the property of PDCA and may not be reproduced in any form or manner without the expressed permission of PDCA.
Copyright © 2008, Painting and Decorating Contractors of America. All Rights Reserved. 

COP Test

Exterior Job Site Setup

E- GL-2

Open Book Format

Name: _____________________________Date: ___________

1. What are the Appearance and Quality Assurance Guidelines for job site setup? ________

________________________________________________________________________

2. Name the materials & supplies needed for exterior job site setup. ___________________

________________________________________________________________________

3. What is the concern if the work shop is set up on grass? __________________________

________________________________________________________________________

4. Name the Shop storage options suggested in Professional Techniques. _______________

________________________________________________________________________

5. How can saw horses help for the shop area? ____________________________________

________________________________________________________________________

6. What should be done with ladders at the end of each day? _________________________

________________________________________________________________________

7. What is a mini-shop? ______________________________________________________

8. According to the procedural steps, what three items should be kept readily available?

________________________________________________________________________

9. Which of the following is not to be a factor to consider when determining a safe and convenient location for ladder storage? (circle one)

a. client safety

b. security of equipment

c. weight of ladders

d. proximity to work area
10. What items require extra precaution when protecting ground & surrounding area with impervious protection? _____________________________________________________

________________________________________________________________________
11. Which materials should be sealed or resealed properly and how often? _______________

________________________________________________________________________

12. Included with the standard personal work tools, what special plug should you have? 
________________________________________________________________________

13. Whose approval is needed for the location of the shop?  __________________________

________________________________________________________________________

14. When finding the shop area or storing ladders what type of surfaces are most desirable?

________________________________________________________________________

15. Where should you store rags used with oils or stains? ____________________________
________________________________________________________________________


COP Test

Exterior Job Site Setup

E- GL-2

Closed Book Format

Name: _____________________________Date: ___________

1. What type of surfaces should you look for when determining a location for the shop and ladder storage? ___________________________________________________________

________________________________________________________________________
2. What kind of plug should be kept among your personal work tools? _________________
3. What should be placed under the shop? ________________________________________
4. What should you do with ladders at the end of the work day? ______________________

________________________________________________________________________
5. What are the three things that should be kept readily available in the shop? ___________


________________________________________________________________________
Answer Key – Open Book Format

Exterior Job Site Setup

E- GL-2

1. Shop area should be neat, organized for efficiency, safe, out of traffic area and located as close as possible to work area.

2. Impervious ground protection, plastic sheeting, tape-appropriate size & type, trash bags and metal container.

3. We must be aware of potential damage to the area.
4. Options include:  job box, trailer, van, portable garage/canopy, client’s garage/basement, etc.

5. Ladders may be stacked on saw horses to minimize damage to grass/vegetation.

6. Ladders should be taken down, stacked horizontally in the designated area and locked for security.

7. A small shop set up away from the main shop and closer to the work area.

8. MSDS, a fire extinguisher & a first aid kit should be readily available.

9. c. Weight of ladders.

10. Extra precautions should be taken for storage of paint and solvents.

11. All materials in the shop should be sealed or resealed properly after each use.

12. You should have a GFI plug in your tools.

13. The client’s approval is needed for location of the shop.

14. An area with mulch, dirt, cement or asphalt are preferred areas for the shop.

15. Store rags containing oils/stains in an enclosed metal container and dispose of properly at the end of the job.

Answer Key - Closed Book Format
Exterior Job Site Setup

RE- GL-2

1. Store ladders or shop area on mulch, dirt, cement or asphalt if possible.

2. A GFI plug
3. Impervious ground protection
4. Ladders should be taken down and stacked horizontally in the designated area and locked for security and safety.

5. Keep MSDS, a fire extinguisher and a first aid kit readily available
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