[image: image1.jpg]


[image: image14.jpg]





[image: image15.jpg]



[image: image16.jpg]





[image: image17.jpg]



[image: image18.jpg]o e










 


When used with the following reference material, this unit will be satisfied in full:

A

HEALTH & SAFETY
C

REDUCE RISKS




· The particular Health & Safety risks, which may be present in your own job, and the precautions you must take. 
· The importance of remaining alert to the presence of hazards in the whole workplace. 
· Agreed workplace policies relating to controlling Health & Safety risks. 
· The responsible persons to whom to report Health & Safety matters. 
HOW TO IDENTIFY HAZARDS AND ASSESS RISK
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	· Look for things that could cause harm
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	· Decide who might be harmed
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	· Decide how people might be harmed
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	· Decide how likely it is that people will become harmed
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	· Take action to reduce the chance of people becoming harmed

6
· Check that people were not harmed

	


WHAT YOU NEED TO KNOW ABOUT IDENTIFYING HAZARDS AND ASSESSING RISK

	· What could be dangerous about the tasks you are going to do:
· Using electricity?
· Working at height?
· Creating a slippery floor?
· Working alone at night?

· Create your own list

	· You should consider the danger to others as well as yourself

· This might include:
· Customers and Visitors
· Colleagues
· General public and passers by
· People could be at greater danger because of their age, disability etc.
· Create your own list

	· Will harm come from:
· Falling?
· Tripping?
· Electrocution?
· Food poisoning?
· Splashing?

· Create your own list

	· Some of the items on your lists for points 1 - 3 above are more likely to happen than others.

· If you know how likely something is going to happen, you can decide whether you need to take action to reduce the chances of it happening

· See section C: Reduce Risks

	· Once you've identified someone is likely to be harmed you MUST take action to prevent it from happening

· This action should reduce the chances of harm occurring to those people listed at point 2 above

· Sometimes the action required is quite small, e.g. place a sign, 'Caution slippery floor'

· Sometimes the action needs authority from a senior manager e.g. 'Cleaning must be carried out at a time when the building is normally closed.’


HOW TO MAINTAIN WORKPLACE SECURITY
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	· Follow company procedures
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	· Consider personal safety first
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	· Safeguard company and customer property and equipment
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	· Be alert to suspicious situations
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	· Be alert towards unattended packages


	

	
	
	


WHAT YOU NEED TO KNOW ABOUT MAINTAINING WORKPLACE SECURITY

	· Every company has security procedures. If you don't follow them you could put yourself and others at personal risk, as well as risking the property of the company

· When working in the buildings of other companies make sure you know what their security procedures are. They may be different in each building you work in, but will extend to:
· Which entrance and exit to use
· Signing in and out of the building
· Who has access to keys and which areas must remain locked

	· Buildings are at greatest risk of break-in when they are closed for normal business at weekends, night times and public holidays

· Cleaners entering and working in buildings at this time should be aware of this increased risk to personal security and reduce it by:
· Working in teams
· Carrying personal phones or radio telecommunications

	· Failure to do this will result in additional costs to the business

· Losing your own equipment and property will reduce company profits and could lead to loss of employment.

· Failing to care for the property of your customers will result in lack of trust and, therefore, loss of the customer

· Losing a customer is easy to do. Getting a replacement customer is difficult, especially if the dissatisfied customer tells other potential customers about the poor service they have received



	· Cleaners get to know the people who work in the buildings they clean

· Look out for:
· Someone in a place that you didn't expect them to be
· Someone doing something that appears a little odd
· Unfamiliar faces in the building after normal business hours
· Suspicious people are a potential threat to business security

	· Cleaners get to know what type of packages are normally left in the buildings they clean

· Look out for:
· Packages left in areas open to the public
· Packages left in corridors, washrooms and other rooms used by many people
· Packages being delivered at odd times outside of the normal business hours

· Suspicious packages could be explosive devices and they should not be moved by cleaning staff


HOW TO MAINTAIN WORKPLACE SECURITY (Continued)
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	· Report security breaches
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	· Know the emergency procedures


	


WHAT YOU NEED TO KNOW ABOUT MAINTAINING WORKPLACE SECURITY (continued)

	· Inform your line manager if the situation is not an emergency. They can then take the appropriate action

· Reporting security breaches shows that you and your company care for the security and property of your customers.

· Good customer care leads to customer satisfaction and repeat business



	· Knowing what to do in an emergency can save time

· The correct emergency procedure to use depends on the type of emergency and any special procedures that apply in the building where you are working.

· Some buildings have their own security staff and it might be that they should be contacted before any outside emergency service such as the police

· See section C: Reduce Risks, for information on how to contact the Police, Fire, and Ambulance Emergency Services



	


CHECK WHAT YOU KNOW ABOUT IDENTIFING HAZARDS AND SECURITY

Circle the correct answer to the following questions:

	What may happen if you do NOT think about a job before you carry it out?

A You may overlook possible risks to safety.

B You could get on with the job a lot faster.

C You will have time for a longer tea break.

D You can save on equipment costs.



	When planning a job whose safety would you think about?

E Only myself as I am responsible for my own safety.

F Anyone working on the job or who may come into contact with it.

G Only our own staff, others are responsible for their own safety.

H The client who may come and inspect the job.



	How could harm be caused on a job?

A
I will only have to think about my own safety.

B
I will consider all possible dangers.

C
I will make sure the job is signed, that will do.

D
I will not have to think about it as I have done this job in the past.




	What is the likelihood of harm on a job?

A
I do not have to think about this, the job is safe.

B
I will think about how likely it is that anyone who comes into contact with the job will be harmed.

C
Staff are all trained so the job must be safe.

D   We can stop the job if anyone is harmed.


CHECK WHAT YOU KNOW ABOUT IDENTIFING HAZARDS AND SECURITY (continued)

	Untrained staff may cause harm?

A
The job will have to be done so I will have to use whoever I get.

B
I will only use trained staff as they will be able to carry out the job safely.

C
I do not need signs as the job will not take long.

D   The staff have been here a long time so they should be safe.
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Why is it important to follow Company security procedures?

A    It will save time.

B    It will protect myself, other staff, users of the building and the client’s property.

C    It is just something we have to do.

D   The manager says it is in the rules.
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You are asked to work at the weekend as the building will be empty, what should you consider?

A    The personal safety of myself and other staff as there will be little or no security.

B    How quickly I can get the job done without interference.

C    Will I manage to get a lift to work?
D    The company reputation for good service will be improved.




8

You are asked to go to another floor to deal with a problem, what should you do with your materials and equipment store?

A
Make sure it is locked up, as products and equipment may go missing.

B
Leave it open as the problem will only tale a few minutes to deal with.

C
Ask another worker in the area to keep an eye on it.

D
Just leave it as the company will pay for anything that goes missing.

CHECK WHAT YOU KNOW ABOUT IDENTIFING HAZARDS AND SECURITY (continued)
	9

If you see someone hanging about the building you have never seen before what would you do?

A
Tell you partner when you get home at night.

B
Make a note in your diary.

C   Tell your supervisor or building security immediately.

D   Report it at the end of your shift.
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During your work you come across a package left outside reception that is not normal, what action would you take?

A
Open it and check what is inside as it may be some stores you ordered.

B
Leave it as it has nothing to do with you.

C
Make a note in your diary.

D   Advise your supervisor or security immediately.
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During your work you come across a fire escape door which is lying open with no sign of anyone, what action would you take?

A
Advise security or your supervisor immediately.

B
Make a note in your diary.

C
Close the door and get on with your work.

D   Wait until the tea break and tell the other staff.
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The fire alarm sounds during your shift, what action should you take?

A
Leave the building immediately following company procedures.

B
Run upstairs to get you jacket and then leave.

C
Carry on working as it may be a false alarm.

D
Look around the building to see if you can find out what is wrong.






CLEANING BUILDING INTERIORS





Support Material for N/SVQ’s Level 2








Ensure your own actions reduce risks to Health & Safety.





Please use the space below to make your own notes:











This reference material will provide you with the following knowledge and understanding.
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