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Shop Setup & Maintenance
I-GL-4                 
Craftsmanship Operating Procedure
Functional Category:
Interior General

Last Updated:

4/3/10
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.
· When working in areas that have smoke or fire detectors, cover them first if allowed by local fire code. You MUST remove the covers at the end of the day. 
· Always use razor blades with the appropriate tool handles and retract or reverse razor blades when not in immediate use.  
· Use extreme caution when working around outlets and switches and make sure they are kept dry to avoid electrical shock.  
Materials & Supplies: 
( impervious floor protection  ( plastic sheeting  ( tape – appropriate size & type  
( trash bags
Tools & Equipment: 
( standard personal work tools & supplies ( standard job site tools & supplies  
Terms Definition:
Shop Drop Cloth – floor protection impervious to liquids, water & solids
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	#
	Procedure Steps                                                                
	Completed
Properly

	1
	Determine a convenient safe area for the shop. Make sure the shop is not near the stove, boiler, furnace or water heater or any open flame. 
	

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

	3
	Bring equipment and materials into shop area and organize appropriately.
	

	4
	Organize materials in sequence of use such as shop supplies, primers, finishes.
	

	5
	Make sure that all materials in the shop are sealed or resealed properly after use.
	

	6
	Make sure MSDS, fire extinguisher & first aid kit are readily available.
	

	7
	At the end of each work day, all rags used with solvents or oil should be secured properly.
	

	8
	Take special care that the shop is secure from children and pets.
	

	9
	Shop should be left in a neat and orderly fashion each day.
	


Professional Techniques:   
· Commercial air cleaners can be used to filter out airborne dust. 

· An ozone air purifying machine can be used to remove odors.

· Cover walls not to be painted, including wallpapered walls, w/ static charged plastic sheeting.  This plastic will usually adhere to the wall without the use of tape. 

Notes: 

1) This Craftsman 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 © 2010, Painting and Decorating Contractors of America. All Rights Reserved


COP Test

Interior Shop Setup & Maintenance

Open Book Format
Name: ___________________________  Date: ____________
1. ________________________________________ can be used to cover walls not to be painted without the use of tape.

2. List 5 appearance standards & quality assurance characteristics that a good shop should possess. 


___________________________________ , __________________________________ ,

___________________________________ , __________________________________ ,

___________________________________
3. Airborne dust can be effectively filtered using __________________________________.

4. What is the production time for setting up a shop? ______________________________.

5. List 5 hazards to be aware of when setting up your shop.


_____________________________________ , _________________________________,

_____________________________________ , _________________________________,

_____________________________________
6. What is the most important thing to remember when covering smoke or fire detectors? 


________________________________________________________________________
7. List 4 standard personal work tools or supplies

______________________________________ , ________________________________,

______________________________________ , ________________________________
8. When working around outlets and switches, it is important they remain ______________ at all times to avoid electrical shock.

9. List 3 Materials & Supplies used to properly set up a shop.


______________________________________ , _______________________________,

______________________________________
10. At the end of each day, it is important the shop is _______________________________.

11. Odors can be removed using ________________________________________________.

12. Floor protection that is impervious to liquids, water and solids is called 

__________________________________________________________.

13. List 3 important safety items to have on hand in the Shop.


__________________________________ , ___________________________________ ,

__________________________________
14. All materials in the shop should be __________________________ or 

_________________________  properly after use.

15. The shop should be safe and secure from _________________ and _________________.


COP Test

Interior Shop Setup & Maintenance

Closed Book Format
Name: ____________________________ Date: ____________
1. Since the shop may contain flammable liquids, it is important the shop NOT be set up 

near ___________________________________________________________________.
2. Materials in the Shop need to be organized in order of their use.  What is that correct order?

a. shop supplies, primers, finishes

b. primers, shop supplies, finishes

c. finishes, shop supplies, primers

3. What do you do with used rags with solvents and oils on them? ____________________


________________________________________________________________________
4. List two safety items that should be in the shop? ________________________________

________________________________________________________________________
5.  List at least 3 of the 5 Appearance Guidelines for a good Shop Set-up.


__________________________________________


__________________________________________


__________________________________________
Answer Key – Open Book Format

Interior Shop Setup & Maintenance

1. static charged plastic sheeting

2. neat, organized for efficiency, safe, out of traffic area and located as close as possible to work area

3. commercial air cleaners

4. timely manner – varies according to job

5. any 5 of the following: electrical, power tools, ladders, scaffolding, trip & fall obstacles, fire & explosion risk, hazardous exposure to eyes, hearing, extremities & respiratory system, exposure to chemicals, solvents, lead paint or inadequate ventilation

6. uncover them at the end of the day

7. 4 of the following: utility knife, 5-in-1, screw driver, allen wrench, hammer, measuring tape, dusk mask/respirator, safety glasses, GFI plug, duster brush, flex knives, caulk gun, nail set, paint scraper, bucket hook, roller frame, paint brushes, razor scraper tool, drywall knives, mud pan, drywall saw, hearing protection, roller pan, stir stick

8. dry

9. any 3 of the following: impervious floor protection, plastic sheeting, tape or trash bags

10. neat and orderly

11. an ozone air purifying machine

12. shop drop cloth

13. MSDS, fire extinguisher, first aid kit

14. sealed, resealed

15. children, pets

Answer Key – Open Book Format

Interior Shop Setup & Maintenance

1.
the stove, boiler, furnace, water heater or any open flame

2.
a

3.
secure them properly

4.
any two: MSDS, fire extinguisher, fist aid kit

5.
any three: neat, organized for efficiency, safe, out of traffic area or located as close as 
possible to work area
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