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Craftsmanship Operating Procedure
Functional Category:
Interior General

Last Updated:

 4/3/10
Appearance & Quality Assurance Guidelines: 
(
The PDCA Standard P1-04 states a properly painted surface is defined as: 



( Uniform in appearance, color, texture, hiding, and sheen




( Free of foreign material, lumps, skins, runs, sags, holidays, misses, or 
 
 
 
 insufficient coverage



( Free of drips, spatters, spills or overspray caused by the Painting & Decorating 

Contractor’s workforce



( When a surface is “properly painted” it shall be examined without magnification 

at a distance of 39 inches (1 meter) or more, under finished lighting 



conditions and from a normal viewing position. 
(
All debris has been removed.
(
All tools and materials have been removed from the area.
(
Furniture, fixtures, outlet and switch covers, and window coverings have been returned to original location.
Production Rate:

· .5 to 1.5 hours per room
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.
· Always use razor blades with the appropriate tool handles and retract or reverse razor blades when not in immediate use.  
· Follow all manufacturers’ safety specifications for materials used. 
· Be aware that masking plastic is very slippery when wet.  
· 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.  
· Do not mix bleach or products containing bleach with ammonia or products containing ammonia.  
Materials & Supplies: 

( trash bags  ( appropriate cleaning agents  ( denatured alcohol or product to remove dried paint ( protective gloves
Tools & Equipment: 
( standard personal work tools & supplies  ( standard job site tools & supplies  
( broom and dust pan  ( wet mop  ( sponge   ( screw gun

Terms Definition:
Hardware – fittings, hinges, locks, handles, knobs etc.

References  
A. PDCA, PDCA Industry Standard P14-06 Levels of Surface Preparation for Repainting & Maintenance Projects Receiving Architectural Coatings, 2004.
B. PDCA,  Craftsman’s Manual, 1995

C. Athey, Cindy et al., Wheels of Learning Level 2 Painting, Upper Saddle River, National Center for Construction Education & Research, 1997.

D. Cusumano, Bob et al. Cost & Estimating Guide, PDCA, 1998. 
E. MPI, The Master Painter’s Glossary, 2004.

	#
	Procedure Steps                                                              
	Completed
Properly

	1
	Remove unnecessary tools, lights, and ladders from the work area. Leave a brush out for each coating product for final touch-up. Keep brushes and coatings covered when not in use.

	

	2

	Remove masking plastic, paper, and tape from walls and trim elements, starting at the ceiling.  Roll up the plastic/paper as it is removed in order to contain dust. Bag all disposable protective products.   

	

	3
	Wash your hands and make sure you have no wet paint on your person.   


	

	4
	Replace outlet covers, switch plates, hardware, etc.  


	

	5
	Inspect all surfaces 

     1) painted surfaces – remove dust/debris, and touch up as          needed

     2) glass - scrape paint off as needed

     3) non-painted surface (hardware etc.) – clean off paint as needed

     4) inspect for any damages, address as needed
	

	6
	Replace window coverings as needed.
	

	7
	Uncover furniture if necessary and roll up plastic. Bag all disposable protective products as they are removed.   


	

	8

	Remove floor protection.  If drop cloths are used, roll them up to contain dust and bring outside to shake out and fold.  If floor paper or similar product has been used, start from furthest corner, roll up and dispose of it.  
	

	9
	Check floor for paint, dust, or debris.  Clean or vacuum as needed.
	

	10
	Replace furniture to original positions.
	

	11

	Dispose of refuse properly.

	

	12
	Properly label all paint to be left with the customer. 

	

	13
	Lock-up & secure worksite as needed.
	


Professional Techniques:   
· On freshly dried latex, rub out sags with denatured alcohol instead of sanding.

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

· A hair dryer can aid in removing masking tape and prevent it from lifting off existing coatings.

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

· Keep doors to rooms shut while bagging plastic and rolling up dropcloths to prevent dust from migrating into other rooms.
· When moving a refrigerator, be careful not to damage the water supply line.
· If non-drop cloth floor protection (paper, masonite, carpet protector) has a lot of dust, vacuum it before removing.
· Be careful with floors when moving heavy furniture or refrigerator. Use masonite, thin plywood, furniture sliders or a clean folded dropcloth.

· Use extreme care when cleaning paint off of hardware and fixtures so as not to damage those surfaces. First try warm water and a soft cloth, then a detergent cleaner, then, if necessary, use a special cleaner for removing dried paint. 

· Allow halogen lights to cool down before packing.

· Apply tape to vacuum tools to avoid scratching or marring surfaces.

· It can be helpful to involve the customer in the final inspection.

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
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COP Test

Interior Area Final Completion

Open Book Format

Name: ___________________________ Date:_____________

1. Odors can be removed using a ______________________________________________.

2. When moving a refrigerator, be careful not to damage the ________________________.

3. Doors should be closed in surrounding rooms when bagging plastic and rolling up 

dropcloths because _______________________________________________________.

4. Name 4 Materials or Supplies necessary to clean up a room.


_____________________________________ , _________________________________,

_____________________________________ , _________________________________
5.
Halogen lights must be ________________________________________ before packing.

6. Heavy furniture or refrigerator can be moved using  ____________________________, 


________________________, _________________________ or __________________.

7. A _____________________ can aid in removing masking tape and prevent it from lifting off existing coatings.

8. If paint is to be left with the customer, it should be_______________________________.
9. Before leaving a jobsite, you should always ____________________________________.
10. Always use razor blades with their appropriate tool handles and ____________________


when not in immediate use.
11. Name 3 ways to clean paint off hardware and fixtures.


______________________________________ , _______________________________,


______________________________________

12. It’s a good practice to cover smoke detectors when painting but you must always


_______________________________________________________________________.
13. What is a good product to remove dried paint? __________________________________

14. Name at least 3 things to be removed when you are finished on a job.


_____________________________________ , _______________________________ ,

______________________________________
15. Depending on the size of a job, the production rate varies from ___________________ per room.

16. List 5 things a properly painted surface should be free of.


_________________________, _______________________, _____________________,


______________________________, ________________________
17. _____________________________________ can be used to filter out airborne dust.

18. Floors and rugs should be checked for ____________________, ___________________ 

or ________________________.

19. List 3 examples of hardware.


__________________________________ , ____________________________________,


__________________________________
20. Furniture should always be returned to its _____________________________________.


COP Test

Interior Area Final Completion

Closed Book Format

Name: ___________________________ Date: _____________

1. What can you do to your vacuum and other tools to avoid damaging or marring surfaces?


________________________________________________________________________
2. Bleach or products containing bleach should never be mixed with ___________________

_______________________________________________________________________.

3. List the sequence of steps to use when cleaning paint off hardware and fixtures. 

________________________________________________________________________

________________________________________________________________________
4. 
Name two ways to help reduce dust getting back into the room from a dropcloth?


__________________________________________


__________________________________________

5.
One way to rub out sags is to________________________________________________.

Answer Key – Open Book Format

Interior Area Final Completion

1. ozone air purifying machine

2. water supply line

3. it will prevent dust from migrating into other rooms

4. any 4: trash bags, appropriate cleaning agents, rags, denatured alcohol or product to remove dried paint, wet paint sign, protective gloves

5. cool

6. masonite, thin plywood, furniture sliders or clean folded dropcloth

7. hair dryer

8. labeled properly

9. lock up and secure worksite

10. retract or reverse razor blades

11. warm water, detergent cleaner, special cleaner for removing dried paint

12. remove the covers at the end of the day

13. denatured alcohol

14. any tool or material and debris

15. .5 – 1.5 hours per room

16.  any 5: foreign material, lumps, skins, runs, sags, holidays, misses, insufficient coverage, drips, spatters, spills or overspray

17. commercial air cleaners

18. paint, dust, debris

19. any 3: fittings, hinges, locks, handles, knobs etc.
20. original positions

Answer Key – Closed Book Format

Interior Area Final Completion
1. apply tape to the tools

2. ammonia or products containing ammonia

3. First try warm water and a soft cloth. Next try a detergent cleaner, Third try a special cleaner for removing dried paint.

4. roll up and bring outside to shake out or start from corner and roll up and dispose

5. denatured alcohol
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