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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. 
· Coating should create a seal onto the glass. Glazing at glass should be sound and free of any cracking or gaps. 
· No visible gaps where glass surfaces meet wood surfaces.
· No scratches on glass from contractor’s work force. 
· There should be no coating between moving surfaces (sash) and non-moving surfaces (jamb tracks/liners) from contractor’s work force.
· All glass surfaces should be free of: glazing oil, adhesive residue, paint splatter and streaks. 
· Paint lines at the glass should be straight. 
· Hardware should be properly installed with no paint on previously unpainted surfaces. 
Production Rate:

(
Thirty-five minutes to paint six over six true divided light double hung sashes. 
(
Fifteen minutes to paint standard window trim.

(
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.  
(
If any sash cords are broken, take great care when releasing the window lock or moving the sashes to eliminate the chance of a sash slamming down injuring hands or damaging property.  

(
To avoid breaking glass or causing injury, do not move sashes by pushing against the glass.  

Materials & Supplies:
( paint  ( paint strainer  ( razor blades 
Tools & Equipment:
( standard personal work tools & supplies  ( standard job site tools & supplies   

Terms Definition:
Sash – the framework in which panes of glass are set in a window 
Muntin – a strip separating panes of glass 
Meeting/Check rail – the rail of a sash where the two sashes meet to create a seal
Window Jamb - fixed frame parts that surround the sashes 
Window Jamb Liner - metal or plastic covering the inside surface of the jambs
Sash Stop (Interior Trim Stop & Exterior Blind Stop) - trim piece that tracks the sash in the jambs
Parting Bead - a strip of wood applied to the jamb to track a double hung 
window (single hung has no parting bead)
Sill – bottom horizontal piece of the window frame pitched for proper drainage
Apron – the interior trim piece under the stool of a window
Lites – individual glass panes in a window or door 
Stool – the interior horizontal trim at the base of a window frame that is affixed to the sill (often incorrectly referred to as a sill)
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	#
	Procedure Steps                                                              
	Completed
Properly

	1. 
	Examine the window for any damaged or broken parts including scratches and cracks in glass, broken sash cords, paint on jambs and interior surfaces, proper movement, etc.  Report per company procedures.
	

	2. 
	Protect the surrounding area.
	

	3. 
	Unlock the sashes.  Support upper sash while unlocking to ensure that it won’t slam down.
	

	4. 
	Ensure window is prepared properly for painting.
	

	5. 
	Remove any dust.
	

	6. 
	Reverse the sashes if possible to expose the meeting rail and the upper row of lites of the lower sash.   Paint these areas and remove excess paint from glass immediately.
	

	7. 
	Close the lower sash, leaving a small gap at the bottom.
	

	8. 
	Paint the remainder of the lower sash and remove excess paint from glass immediately. 
	

	9. 
	Check for new paint on interior jambs, parting bead and top of meeting rail. Clean as needed.
	

	10. 
	Paint the upper sash in full and remove excess paint from glass immediately. Be sure not to rollover any paint to the interior surface of the meeting rail.
	

	11. 
	Close the upper sash, leaving a small gap at the top.
	

	12. 
	Check for new paint on exterior jamb and parting bead that are not to be painted and clean as needed.
	

	13. 
	Paint the muntin bars in the following sequence: all downward facing horizontal edges, then all vertical edges facing in one direction, then all vertical edges facing the opposite direction, finally paint all upward facing horizontal edges.  Paint should bridge the gap (form a seal) at the putty and glass especially on horizontal upward facing surfaces.  Note: the four edges of individual glass panes should NOT be painted together pane by pane, this is much slower.
	

	14. 
	Paint, stain or oil the jamb and parting bead below the upper sash per job scope.
	

	15. 
	Paint the window trim top to bottom.  The sill and exterior face of the stool should be done last after the casing. 
	

	16. 
	Quality check all trim and sash painting and repeat any previous steps as needed. Ensure that all glass is free of excess paint.  Ensure that there is no paint rollover to interior surfaces such as at parting bead, stool and meeting rails of the upper and lower sashes.
	


Professional Techniques:      

· When disposing of a razor blade, first wrap with tape to prevent injury. 

· If a surface is hot to the touch, it may be too hot to paint.  

· If possible, work out of direct sunlight.  

· Allow enough time for the paint to dry prior to exposure to direct sunlight to avoid blistering or wrinkling.

· Siding colors may often be taken up to the outside edge of trim elements to create a straight color contrast line (as opposed to breaking the siding color at the inside corner of clapboard siding and trim element). Be sure to ask.

· Using painter’s tape to mask glass may slow down the process and prevent a good seal between the wood/glazing and glass and can be difficult to remove

· Think of each piece of wood as its own section, to be painted in the direction of the wood grain.
· The sides of the sash should be painted independently of parting bead to avoid loading that operating joint with paint (to avoid window being painted shut). 
· If siding is to be painted after trim, lap paint onto the wall surface to provide for an easier and sharper paint cut line.

· If painting multiple coats, use the non-final coat(s) to bridge the gap between wood and glass and then scrape the unwanted dry paint off the glass.  For the final coat, cut the paint just barely shy of the glass so no scraping or minimal scraping needs to be done.

· When scraping dry paint off of glass, be careful not to break the paint seal at the wood/glazing and glass joint.
· A razor scraper may be used to remove wet paint from glass as you are working.  It may be easier to remove wet paint on the glass immediately than risk damaging your finish or new glazing compound by removing hardened paint from glass at a later time.

· A putty knife with a rag wrapped around the end can be used to remove wet paint from glass. 
· To minimize scraping of dry paint from glass, remove as much paint as possible when it is wet.

· When razor scraping dry paint, wet the glass first with a soapy solution.

· Be aware that some glass has a coating or film that should not be scraped.  Refer to manufacturer’s directions.
· Use a 5-in-1 to push on a wood surface that has wet coating in order to slide a sash up or down.

· The customer should be instructed to move each sash up and down daily for one week to prevent the window from sticking.
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 © 2006 - 2008, Painting and Decorating Contractors of America. All Rights Reserved. 
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COP Test

Exterior Window Coating, 

  Double-Hung with Divided Lites

E-PT-5
Open Book Format

Name: ____________________________Date:_____________
1. What is the production rate to paint six over six true divided lite double hung sashes? ____________________________________________________________________

2.  What is the production rate to paint a standard window trim? ___________________

3.  What areas of the sash should be painted first? ______________________________

____________________________________________________________________
4. What is the first step of the procedural steps?  _______________________________

____________________________________________________________________

5. The proper sequence for muntin bar painting is:
a. upward facing edges b. vertical edges facing in one direction c. downward facing horizontal edges d. vertical edges facing the opposite direction
6.  How should razor blades be disposed of? _________________________________​​​__

7.  What does it mean if the surface is hot to the touch? __________________________

____________________________________________________________________

8.  Which tool may be used to push on a wood surface that has a wet coating in order to slide 
a sash up and down?  __________________________________________________
9. How often and how long should customers be asked to move the sash up and down to 
prevent the window from sticking? _______________________________________
10. What should you do before you razor scrape dry paint? _______________________

___________________________________________________________________
11. Name two materials & supplies needed for this procedure. ____________________

___________________________________________________________________
12. What do we call the interior trim piece under the stool of a window? ____________

13. What is the name for the strip of wood applied to the jamb to track a double hung window? ___________________________________________________________
14. If siding is to be painted after the trim, how can you provide for an easier and sharper paint cut line? ________________________________________________________
15. The bottom horizontal piece of the window frame pitched for proper drainage is called the _________________________________________________________________
16. Which of the following is a standard work tool?  

a. pencil b. magic marker c. flashlight d. GFI plug 

COP Test

Exterior Window Coating, 

  Double-Hung with Divided Lites

E-PT-5
Closed Book Format

1. What areas of the sash should be painted first? _______________________________

_____________________________________________________________________

2. The proper sequence for muntin bar painting is: 
a. upward facing edges b. vertical edges facing in one direction c. downward facing horizontal edges d. vertical edges facing the opposite direction
3.  How often and how long should customers be asked to move the sash up and down to 

prevent the window from sticking? __________________________________________

______________________________________________________________________
4.  What should you do before you razor scrape dry paint?  __________________________

______________________________________________________________________
5.  What is the name for the strip of wood applied to the jamb to track a double hung


window?  ______________________________________________________________
Answer Key – Open Book Format

Exterior Window Coating, 

  Double-Hung with Divided Lites

E-PT-5
1. 35 minutes
2. 15 minutes

3. the meeting rail and the upper row of lites of the lower sash

4. examine the window for any damaged or broken parts
5. c. b. d. a. 

6. first wrap them in tape to prevent injury

7. it may be too hot to paint

8. a 5-in-1 tool

9. daily for one week

10. wet the glass with a soapy solution

11. paint, paint strainer, razor blades

12. apron

13. parting bead

14. lap  paint onto the wall surface

15. sill

16. GFI plug
Answer Key – Closed Book Format

Exterior Window Coating, 

  Double-Hung with Divided Lites

E-PT-5

1. the meeting rail and the upper row of lites of the lower sash

2. c. b. d. a. 
3. daily for one week

4. wet the glass with a soapy solution

5. parting bead
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