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HOUSE SERVICE IBSPKITIOIT 

i. G E W  level. This m y  be accomplished by additional 
or redirected effort .  more s u ~ e m i s o r v  atten- 

1.01 This section outlines a procedure f o r  
inspeoting house servicg i n  teleghoM 

buildings. It i s  intended t o  aid the supemi- 
sory forces i n  maintaining a clean, at tractive 
and safe environment i n  and about the build- 
ings. 

1.02 The reason f o r  reissue i s  t o  advance the 
classif  ioation from "~rovisional" t o  

"~tandard* and t o  improve the arrangement of 
the t ex t  i n  Paragraphs 4 to  13. 

1.03 House service inspeotions under the plan 
are made i n  a part icular  building to: 

(1) Determine the quali ty of the house 
service job as  a whole and whether i ts  

mriouq phases are i n  good balance. 

(2) Determine that the work i s  being per- 
formed according to approved practices. 

(3)  Ins t i tu te  corrective measures if the 
quali ty of the job, the methods em- 

ployed or work frequencies require them. 

1.04 For purposes of inspection, house service 
i s  divided in to  tan classifications, as 

follows: 

Exterior and Grounds Windows, Shades and 
Floors Venetian Blinds 
Walls. Doors and L i ~ h t i n e  Fixtrlres 
 arti it ions &d F&S 

Washrooms Supplies and Tools 
Furniture. Lohkers Service Quarters 

and Fi les  Hiscellaneous 

1.05 An inspeotion report form (E-~o&) i s  
used fo r  guidance i n  making the inspeo- 

tion. A copy of t h i s  form, f i l l e d  out as  fo r  
a typical inspeotion, i s  shown i n  Exhibit A. 
The form provides two l i s t s ;  one indicating 
the items t o  be inspected under each c lass i f i -  
cation and a second giving typical conditions 
t o  be observed. Botes i n  reference t o  l i s t ed  
items that require attention are made on the 
back of the form. The notes shouldbe numbered 
and the number written a f t e r  the i t e m  i n  the 
checking list  for  identification. 

1.06 The form also includes a table fo r  eval- 
uating house service results. Humerical 

values are established fo r  each of the ten 
classif ications that  are broadly proportional 
t o  the importance each classif ication bears t o  
the job as a whole. The inspection plan thus 
indicates whether a balanced job i s  being done 
and i f  not, where at tention i s  necessary t o  
bring a l l  classif ications up t o  the desired 

tion, further training or othe; aotion: 

1.07 The conditions obserwd under each clss-  
sif ication are i n i t i a l l y  considered if 

terms of "excellent, good, f a i r  o r  poor. 
#or example, thoroughly clean, properly W e d  
and polished linoleum floors are rated as  "ex- 
cellent," i.e., theoretically 100 per cent. 
and, therefore, tHe figure 20 would be placed 
i n  the ".quality value' colunm f o r  floors. If 
the f loors do not rate as  "excellentw but bet- 
ter than "good" the figure 17, 18 or I9 would 
apply depending upon whether they nem oloser 
to  a "good" job, midwa between "goodn and 
"excellent " or nearly 'excellent." I f  they 
only ra t?  'fair" the figure 12 would be used, 
etc. The other classes of work are treated 
similarly. 

1.08 Quality values are assigned on the basis 
of the conditions observed a t  the tim 

of inspeotion regardless of the imminence of 
f loor  or furniture conditioning, w a l l  washing, 
etc. .However, consideration is given t o  the 
elapsed time since the l a s t  scheduled day-to- 
day operation. For instance, a linolevm f loor  
could not be expected t o  be entirely f ree  from 
dust a t  !J P.E. when it was l a s t  s w e ~ t a t  9 P.M. 
on the previous evening. ~ n s p e c t i & i s  omittad 
i n  space undergoing painting, al terat ibns or 
othe; construction-activities. 

1.09 Appearance i s  a factor t o  be considered 
i n  the assigning of quality wlues.  

Generally a good house service job and good 
appearance go hand i n  hand, but occasionally 
walls or f loors,  f o r  example, may look poorly 
because of the need f o r  repainting or f o r  the 
replacement of linoleum. Although such condi- 
tions may not be the d i rec t  result  of inade- 
.quate house service, they affect  appearance 
and it i s  obviously contradictory t o  assign 
high wlues  i n  the face of poor appearance. 
Report should be made of a l l  such cases. 

1.10 A single form serves for  one building. 
In the case of a large multi-story build- 

ing, a number of f loors may be selected by the 
inspector as  representatiw of the building as 
a whole and on subsequent inspections other 
f loors oanbe chosen. The selected f loors 
should be noted on the form. A quality r esu l t  
fo r  the entire building i s  determined from the 
conditions observed on the selected ' floors. 
If a more detailed report is  desired or the 
size of the building warrants. each f loor  mav 
be.entared on sepaFata forms. Thesc can & 
awraged and consolidated on a single form to  
establish an overall quality index fo r  the - 
building. 
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1\11 M n g  the inspection any observed con- ' 

dit ions requiring maintelvrnoe t r e a h n t  
such as  building hardmze, door ohecks, light- 
ing d t o h e s ,  dispensers, eto., t h a t  are  not 
in pmper working condition shouldbe reported. 

2. PBELINIEARY PROCEDURE 

2.01 Before s tar t ing the actual inspection, 
fill i n  the data on the inspection form 

i.e., the name of the local i ty  in which the 
building i s  situated, the name of the building, 
year buil t ,  number of f loms,  the gross area 
of the building, area of the rounds, number 
of occupants, tensmy, e t c  ., % the spaces 
provided on the face of the fOm. 

2.02 The number of ocoupants includes a l l  
Telephone C o m p q  employees regularly 

housed i n  the building and inoludes the house 
service forces. The number of tenants i n  any 
space rented to outsiders i s  also included. 

2.03 me  follcndng basis is employed fo r  en- 
tering data regarding t e w a y  on the 

inspeotion form: 

Trslf ic quarters - opefating rooms, ser- 
vice obsening rooms, reat ,  quiet and laoksr 
rooms and dining service. 

Plant  space - switah and terminal rooms, 
test centers, p m r  and emergency p m r  rooms, 
battery rooms, cable w u l t s  and plant store- 
rooms. 

Office space- a l l  separately partitioned 
space used f o r  general or  private office pur- 
poses. 

Vacant space - i f  t h i s  spaoe i s  more 
than 10 per cent. of the assignable space (ex- 
cluding basenmnt) place the approximate pro- 

-portion n the form. If it i s  l e s s  ,,than 10 
per c e n z  use the abbreviation "mg. 1 . e ~ .  
negligible. 

The proportions of the different  occu- 
pancies med t o  be only roughly approximated, 
on the form, as  f o r  example, Traffic p per 
cent., Plant 45 per cent., Office 25 per cent. 
Vacant negligible. 

2.04 In noting the aleaning force data ttra 
number of persons of each sBx togetber 

w i t h  hours per normal m r k  waek should be en- 
tered"- example "Clng. Force & 2 @. @, Pe. 2 
O eo. 

2.05 Where the operations of window cleaning, 
wall mashing, and care of grouuds are 

done by the cleaning employees regularly as- 
signed t o  the building, the abbreviation "emp" 

i s  placed in the space f o l l d n g  each deaigna- 
tion. Whem these operations are done by out- 
side contractors "cont" is used or if the work 
i s  done trg Teleghone Company trawling crews 
the l e t t e r s  "to are entered. 

2.06 The oleaning hours used as  a basis f o r  
computing the hours per thousand equant 

f e e t  per mek  consist of the regularly assigned 
time fo r  a l l  housekeeping work done by the 
normal M l d i n g  force including the t i n e  of 
working foremen and group leaders. The range 

.O 
of duties covered include dusting, smeping, 
mopping, waxing, washing of windows and other z 
glass, cleaning lighting fixtures, wall wash- 
ing, cleaning snd polishing office furniture 
and fixtures, cleaning screens, blinds and 
window shades, oleaning and servicing t o i l e t  
rooms, collecting and disposing of waste paper 
and rubbish, displaying flags, replaciQ elec- 
t r i c  l igh t  bulbs, caringfor l a m s  and shrubbery, 
polishing metal hard- and trim, cleaning of 
elevator cars, etc.  

2.07 The cleaning hours per thousand square 
fee t  per waek need only be approximated 

as  t h i s  figure i s  simply a further index t o  
a id  i n  judging q e  overall effectiveness of ' 
the job being performed. For simplicity the 
house service work done by contractors o r  
traveling crews need not be included. 

The conmutation should exolude the tiue 
devBted bjr th;, regular cleaning force t o  other 
tasks such ss elevator re l iefs .  watch service. 
attending heating plants, etc;, when of sigi 
a i c a n t  mount. 

2.08 In calculating the population density 
per thousand square feet ,  the gross a+a 

of the building i s  used. 

3. IRSPECTIOB - GEHWAL 

3.01 Inspection i s  done by observation of a l l  
of the items 1istadinth.w checking list, 

aqdof any others observed while walking around. 
the building or through the building from the 
roof t o  the basement. It is preferable t o  be- 
gin w i t h  the exterior and grounds. The exte- 
r io r  is viewad from as  many points a s  practi-  
cable. 

3.02 The i t e m s  l i s t e d i n  subsequent palagraphs 
under heading? corresponding t o  the sub- 

divisions on the inspection form are those 
points that  should be considered i n  judging 
the condition of the building. Also any other 
factors affecting the quali ty of the job are 
t o  be observed. 

h. EXTERIOR BHD GROUIKS 

Wlilding Exterior 

b.01 Entrances - dusty, dir ty,  stained masonry, 
worn paint, chipped, loose or 
broken steps or landings. 
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4.02 Building Sign - dusty, d i r ty  - requires 
polishing. 

4.03 Base course - soiled, stained, marked 
with orayon. 

4.04 Bmwe trim - dusty, dir ty,  uneven 
mathering - requires o i l  t rea t -  
mnt .  

4.05 Shutters - dusty, dir ty,  worn paint. 

4.6 Fire escapes - debris, dirty, stained, 
rusty, worn paint. 

4.~7 Roofs - debris, cloggeddrains, b l i s ters .  
tar base not uniformly covered 
with gravel, loose or oracked 
slate.  . 

4.08 Flag - soiled, torn, worn paint on staff ,  
halyard worn. 

Grounds 

4.09 Siderralks - require smeping, removaI of 
gum, anrshing - note i f  Were are 
broken slabs, raised edges or 
uneven edges that might cause 
tripping. 

4.10 Driveways, areaways - require smeping, 
raking. 

4.11 Parking l o t  - debris, washed out sec- 
t ions - requires srweping, rak- 
ing, realigmoent of parlang bar- 
r i e r s  or  markers. 

4.12 Lawns, Shrubbery - debris, grass requires 
cutting, hedges require trim- 
ming - note if reseeding i s  re- 
quired or shrubbery requires 
pruning or replacement. 

4.13 Trees - general appearance, broken or 
dead limbs - note i f  spraying or 
pruning is needed, 

4.14 Fences - dirty,  rusted, wornpaint, loose 
? posts, not i n  true alignment, 

i 
gates sagging, hinges or latohes 
not i n  working order - note if 
repairing or repainting is nec- 
essary. 

* 
4.15 Drains - not clear,  strainers defective 

o r  missing. 

Aocident Hazards 

4.16 I N  ADDITION TO TKOSE LISTED ABOVE NOTE 
ANY BROKEN CURBS, OBJECTS I3FT WEERE 

TEEY WLY BE TRIPPED OVER, BROKEN GWLSS, PRO- 
TRUDING HAILS, SAGGIN4 SIDEWALK WORS, ETC. 

5. FLOORs 

Smooth Finished 

5.01 Dusty - Is dust  a c o d a t e d  on .the f in-  
ger t i p s  when rubbed o w r  the 
surface or does the surface ap- 
pear dusty when viewad toward 
l ight?  

5.02 Streaked - residues of acouring p d e r  
or soap because not properly 
cleaned or rinsed. 

5.03 Dirty areas - i n  paths of t r a f f i c  under 
desk walls, a t  bases of f u m i -  
tura and equiploant, along base- 
boards - note if spot cleaning 
i s  requireis. 

5.04 Dirty, ooerall - general darkening o r  
discoloration - not8 i f  'overall 
cleaning and rewaxing are re- 
quired. 

5.05 Waxing - I s  the f loor  adequately m e d ,  
worn thin i n  spots, or  on owr-  
a l l  basis? - note i f  spot o r  
overall waxing i s  required. 

5.06 Polishing - surface dul l  i n  t r a f f i c  
lanes or generally - note if 
spot or  overall polishing i s  
needed. 

5.07 Wet areas - (Slip Hazard) lookfor causes 
of wet areas such as dripping 
pipes, condensationor spattering 
from drinking fountains, fa i lura  
t o  provide umbrella racks, f a i l -  
ure to use storm mats, etc. 

Carpets and Rugs 

5.08 Dusty - surfaces appear dusty, show evi- 
dence of cigarette ashes or other 
debris. 

5.09 Dirty - embedded d i r t  indicating ihsuf- 
f i c i e n t  w e p i n g  or wcuuming i n  
paths of t r a f f i c  or overall. 

5.10 Stained - spotty stains o r  general dull- 
ness or discoloratien - note i f  
it should be sent out fo r  clean- 
ing. 

Wear o r  Damage 

5.11 NOTE IF ANY OF TEE FLOOR COWRIKS, I .E. . LINOLEUM, ASPHALT TILE, RUBBER TILE, OR 
CARPETIE HEEDS REPAlR CW REPLBCEHENT. 

Walls, Part i t ions 

6.01 Dusty - adjacentto wnt i l a to r s ,  windows, 
especially observa in te r io r  sur- 
faces of outside nalls .  



, 6.02 Fingermarked - adjacent to  doors, windows, 
l ighting rmitches, an columns 
and doors - review spot mashing 
frequencies. 

6.03 D i r t y  - i n  specific areas or overall. 

6.04 m b l e  Walls; stained, discolored - note 
i f  poulticing i s  required. 

6,05 Baseboards - dusty ledges, d i r ty ,  stained 
from unclean mops. 

Doors - 
6.6 General - dusty, fingermarked, marred by 

foot  contact, metalware tarnished, 
generally d i r ty  - note i f  repol- 
ishing, refinishing, or . k i c k  
pla tes  are required. 

6.4 Dwr Hardware - look f o r  loose or pro- 
jecting screws which gay create 
an accident hazard, checks drip 
o i l ,  checks, knobs, latches op- 
erate properly - n o k  i f  replat- 
ing or painting i s  needed. 

Glass - 
6.08 k n e r a l  - smeared, d i r ty  - note i f  door, 

transom or par t i t ion  glass i s  
cracked. 

Sanitation 

7.01 General - A l l  parts  of washrooms includ- 
ingwash basins, to i l e t s ,  urinals, 
dispensers and receptacles, walls, 
part i t ions and doors should be 
immaculately cleanand a l l  f ac i l -  
i t i e s  should beingood operating 
condition a t  a l l  times. The use 
of disinfectants or deodorants 
are not necessary where an ade- 
quate cleaning job i s  being done. 

Fac i l i t i e s  

7.02 ..Dispensers - soap dispensers and valves 
not clean, glass bowls d i r ty  on 
insides, soap cloudy or contains 
sediment, hardened soap deposits 
a t  outlets  - note i f  they leak 
or do not operate properly.. 

- t o i l e t  paper and paper tcw- 
e l  dispensers, sanitary napkin 

I vending machines, dusty, d i r ty  
stained, have paint droppings on 
them - note i f  enamel, paint or 
plating i s  worn, chipped or 
rusted. 

7-05 llirrcra and Shelves - glass, fnunes or 
brackets dusty, d i r ty ,  smeared, 
-shed - note i f  fastenings 
are loose o r  refinishing i s  
needed. 

7.04 Toilets - seats  are dull ,  not of clean 
appearance, discolored, hinges 
dir ty,  tarnished, loose, bowls, 
stained, chipped, scratched - 
note i f  seats require refinishing 
or replacement; i f  hinges or 
flushmneters require replating. 

7.05 Urinals - dirty,  stained, have odor be- 
cause of deposits i n  tsaps of 
f loor  type or accumulations un- 
derneath the edges of the f i x -  
tures or because of the use of 
disinfecta&s or deodorants - . note if flushomter f i t t i n g s  re- 
quire replating. 

7.06 Wash basins - streaked, dir ty,  have ring 
around inside of bowl, rus t  
stained, adjacent walls stained 
from spattered soap - note i f  
basin i s  cracked, choked or 
chipped. 

S t a l l  Part i t ions 

7 . 4  Cleanliness - i s  determined by viewing 
them a t  an angle facing the 
source of l igh t  - note i f  the 
brackets of s t a l l  part i t ions are 
loose or the slabs cracked. 

8. FURNITURE, LOCKERS, FILES 

8.01 Dusty - on tops and side surfaces, be- 
%en cnair back s l a t s ,  under- 
neath objects such a s  clocks on 
desks, bookcases, etc. 

8.02 Fingermarked - a t  handles of desk draw- 
ers,  f i l i n g  cabinets, lockers, 
chair arms, a t  point where occu- 
pant s i t s  a t  desk - note i f  spot 
cleaning i s  required. 

8.03 D i r t y  - generally d i r ty  requiring over- 
a l l  washing and polishing - note 
i f  refinishing or repairing i s  
necessary. 

8.04 Footings - of desks, chairs, tables, 
lockers, office maohines, etc.  
not proper type, are indenting 
or scratching f loors-note  f loor 
damaging oonditions f o r  i m d i -  
a te  correction. 

9. WINDOWS, SHADES AND WNETIAN BLINDS 

Windows 

9.01 Glass - dirty,  rainspotted, fogged on 
inside surfaces - note if glass 
i s  cracked or broken. 
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9.02 Frames - dusty, dir ty,  rusty - note i f  
paint  i s  ohecking, flaking or 
worn requiring repainting. 

9.03' S i l l s  - dusty, dirty, scratched a s  by 
window washer's feet-has paint  
droppings. 

9.04 Deflectors -dusty, fingemarbzed, d i r ty  - 
ncte i f  glass i s  chipped or 
cracked or holders require t ight-  
ening or refinishing. 

9.05 U n i t  Ventilators - dusty, dir ty,  f i l t e r s  
require cleaning or replacement. 

Shades 
--i-- 

9.06 General - dusty, f ingemrked,  stained. 
d i r t y  especially a t  the meeting 
r a i l  point. Inspect especially 
the side facing the window - note 
i f  they are torn, frayed, or  if 
cord i s  not properly attached. 

Venetian Blinds 

9.07 General - dusty, dir ty,  tapes stained, 
worn or faded - ncte i f  tapes or 
Oords require replacement or the 
s l a t s  require refinishing. 

9.08 General - dirty, stained - note i f  they 
are tornor donot operate freely. 

9-09 General - dusty, dir ty,  stained, badly 
wrinkled - note i f  they should 
be cleaned. 

Screens 

9.10 General - dusty. d i r ty  - note i f  mesh i s  
torn O r  frames require repaint- 
ing. 

10. LIGHTING FIXTUK4S AND FMTS 

Fixtures 

10.01 Ceiling and Wall Types - dusty, dirty, 
glass 'globes or lamps dusty, 
dir ty,  t r y  emergency gab l ights  
f o r  proper operation - note if 
fixtures require refinishing, 
globes are cracked. 

10.02 Portable Types - dusty, d i r ty  - note i f  
shades are discolored, torn  or 
loose or i f  cords are frayed or 
are a tripping hazard. 

SECTION E54.201 

Fans - 
10.03 A l l  h e s  - dusty, d i r ty ,  d r ippbg  o i l ,  

blades d i r ty  or tarnished - note 
if e lec t r i c  cords are frayed or 
are a tripping hazard. 

11. SUPPLIES AND TOOIS 

Cleaning Supplies 

11.01 General - not stored i n  an orderly man- 
ner, quantities are excessive, 
include non-recommended or haz- 
ardous materials. e.z.. disinfec- 
tsnts or uncolored so&& fluoride 
or m t e r i a l s  of unknown compo- 
sitions. 

Cleaning Tools 

11.02 General - not properly stored, not i n  . 
clean o r  good condition, polish- 
ing machines are dusty, d i r ty ,  
driDoil. cords defective. vacuum 
cleaners not clean, bag -or dus$ 
receptacle contains d i r t ,  cords 
defective. 

Sanitary Supplies 

11.03 General - not stored i n  a clean and or- 
derly maDner, quantities are ex- 
cessive. 

:2. SERV1CE~QUA.R~ 

Service Sink Rooms 

12.01 General : floors, walls, shelvws, sinks 
are dusty, dirty, supplies and 
tools not i n  an orderly condi- 
tion, room has musty odor - note 
i f  flc.ars or  ~lalls require re- 
paintmg. 

Basement 

12.02 General - Observe comers and closets 
f o r  debris and vermin and par- 
t icular ly  fir f i r e  hazards such 
a s  excelsior, papers, packing 
cases, flammable o i ls ,  paints, 
etc., t r y  sump p q s  t o  deter- 
mine whether they operate prop- 
erly, check infrequently used 
f loor  drainsto detersine whether 
traps have liquid i n  them. 

12.03 Boiler Room - boilers and auxiliary 
equipment are dusty, dir ty,  ash 
and trash accumulations not 
stored orderly or safely. 

Cable Vault - f loors and walls are 
dir ty,  debris on floor. 

dusty, 



12.05 Emergemy Engine Room - f loors  and walls 
are dusty, dir ty.  There should 
be no equipment or supplies . stored i n  these rooms. 

12.06 Piping - pipes sad cowrings are dusty, 
dirty, stained, identif ication 
obscure - note if valvws drip o r  
there are other leaks. 

13.01 S ta i r s  - dusty, d i r ty  -no te  i f  t reads 
are broken, loose or are worn o r  
slippery. 

13.02 Hend Rails - dusty, dir ty,  require pol- 
ishing - note if they are loose 
or require refinishing. 

13.03 Radiators - dusty, especially between . sections - note i f  valves leak 
or if refinishing i s  needed. 

13.04 Fire  Fxtinguishers - dusty, check date 
of l a s t  inspec.tionon tags - note 
if they are obscured or made in- 

, accessible by equipment or lock- 
e r s  placed subsequent t o  the i r  
instal lat ion.  

13.05 Building Fuse Panels - ingpect to  see 
t h a t  they are  cleanand also f ree  
from f oreign materials. 

13.06 Ut i l i ty  Shafts - not clean, o r  have 
cleaning tools, supplies or mis- 
cellaneous a r t i c l e s  stored i n  
them. 

U.07 Elevator Shafts - dusty, dir ty,  ham 
debris at bottom. 

13.08 High Dusting - checY a l l  points that ere 
dusted on a periodic basis such 
as  pipes, transom and par t i t ion  
ledges, picture mouldings, tops 
of lockers, switchboards. 

13.09 Drinking Fountains - notclean, s t ra iqers  
cloeeed - i s  drinkine nater  re- 
f r i g r a t e d  properljr; i.e . , ap- 
proximately 500F. 

13.10 Hot Water - i s  it of the proper tempera- 
ture, f o r  general use, i.e., ap- 
proximately 120-1250F. - not too 
hot f o r  d i rec t  contact with the 
hands? 

13-11 Heat - does the building appear to be 
properly hea'ted, i.e., a proper 
health +amperature sad windows 
not open excessiwly during heat- 
ing season, suggesting owrheat- 
ing? 

13.12 Elevators - is service adequate, are a t -  
tendants neat and oourteous, are 
cabs and doors dusty, dir ty,  re- 
quire polishing with fu rn i twe  
or m e t a l  polish. 

15.13 Elect r ic i ty  - do there appear t o  be fans 
running o r  e l e c t r i c  l igh t s  burn- 
ing unnecessarily? . 

13.14 Bell System Practices - are they in the 
building, readily available and 
being f o l l m d ?  

13.15 Work Schedules - are they used andif  so, 
are they up t o  date, are the as- 
signments r r e l l  balanced a s  to 
order and frequency? 

Attached: 
Exhibit A. 
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Exhibit A 
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