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CEIPLAL Self-Serve Employee Training

Name Date
Day 1 Mgr Emp
(Initials) (Initials)

Policies and Procedures
e Repeat Orientation Topics
o Circuit Breakers and Machinery Resets
= Location
= Tripped Position, how to reset
o Electronics Policy
= Listening to music, Cell phone, MP3 player, etc. Not Allowed
o Visiting Friends
* Not allowed
o Bucket Washing Policy
= No specific policy - ask politely to not bucket wash on busy days.

o First Aid Kit
= Location
o Fire Extinguishers
= How to use, location
o Location of Safety Binder
o We do not allow Panhandlers/Loiters/solicitation on site
= Ask them politely to leave the property
o Qil/Chemical Spills on property
= Spill Kit, Kitty litter, Oil Dry
o Ice Melter and Cones
= How to spread Ice Melter (feed the chickens), place cones where the diagram map suggests

On the Job Training —Day 1
e Allow Trainee to turn off Alarm

e  Check Supplies and Chemical Levels_

e Cleaning Supplies
o Window Cleaner, Multi-purpose Cleaner, Simple Green, etc.
o Graffiti Removal
e  Go-Away Graffiti Remover, Goof Off

e Check Lot/Bays for safety issues or Broken equipment
o Callin all broken Equipment quickly so we can move fast to repair it.
o Lot Inspection
= Vending Machine - Check locks, visual damage to machine, display
scrolling?
= Vacuums - Check locks, visual damage to machine, digital display
showing time, counting down or scrolling, Working properly?
=  Backroom — Any leaks on pumps, hoses, hydro minders etc.
= Check for non-Brown Bear stickers on Bay Face Plates, Vendors, Vacuums etc. remove
= Remove Graffiti as needed

o Site Key Location_



o Always return to this location for next employee

Credit Card System (See Training Material)
o How does the system work (From a customer perspective)
o What to look for on the card readers. (Stickers, Skimmer, Damage etc.)

PayRange System (See Training Material — Coming Soon)
o How does it work (From the customer perspective)

Explain Bay Numbers/Location

Show how to clean down one bays walls and floor on High Pressure Rinse.
o Leaks from ceiling, swivels, fittings, hoses, foaming brush, High Pressure gun, Triple Foam Gun.
All items on rotary switch working properly (Morning Shift Only)
Inspect Credit Card reader
Inspect Coin Mech slot for jammed coins (If Applicable)
Clean Faceplate, LED screen box (If Applicable) and Credit Card reader (Do not spray inside the reader)
with Window Cleaner
= Allow Trainee to clean down and check the rest of the bays.
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e Empty Trash Cans
o Clean Stainless steel lids with windows cleaner
o Clean the outside of the Vacuums with Window Cleaner

e Sweep Lot (Trash, Cigarette Butts, remove gum, piles of debris/leaves etc.)
o Inspect flower beds for trash, clean as necessary

e Refill Vendors
e Explain Daily Checklists and complete._

Allow trainee to arm alarm and lock the door

Day 2

e Equipment Procedures and Policies
o Air Compressor
= Reset Button, symptoms indicating no air.
=  Show how to drain Condensation. Done once per week.

o Weep (antifreeze) system
=  How it works, where the controller is...
=  What happens if the weep system is constantly running at 50 degrees?

o Grease on walls, High Pressure Gun, Foam Brush, and hoses
=  Remove with WM-90, Presoak, and towel. If unable to clean Foam Brush or HP Gun, replace.

o Foaming Brush and High-Pressure Gun Replacement (See Training Material)
=  When to replace.
=  Show how to replace.
=  Show how to build.
= Tools needed - wrenches, Teflon tape




o Why we don’t use the adjustable vice grips on parts?
=  Whenis it ok to use them?

o Location of Spare Supplies
=  Foaming Brushes, High Pressure Gun parts, Vacuum Nozzles and Grey Cuffs, and swivels, etc.

o Out Of Order Signs
=  When to use, different sizes, when to use cones

o Show how to check if Vacuums are working properly
(See Training Material)
= (Clean-out door, or bag door make sure they are closed and sealed for maximum suction and
how to clear a clogged vacuum hose and/or nozzle.
= loss of One Vacuum Motor
e % the suction
=  Vacuum Nozzle Replacement
e Replace if crushed or cracked.
= |nspect Coin Mech for Jammed Coins

o Show how to replace a Spring Guard (See Training Material)

On the Job Training — Day 2
e Allow Trainee to do everything from day one, manager inspects and follows up with trainee, giving
constructive feedback as necessary.

Monthly or Bi-Monthly Cleaning Project Training Goals

Learn how to pressure wash the lot and vacuum islands
Clean out Garbage cans and Vacuum Garbage Pits
Clean and Organize the Backroom

Take inventory of parts and vending products, request restock



