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

A

HEALTH & SAFETY
B

IDENTIFY HAZARDS & SECURITY



· Your legal duties for Health & Safety in the workplace, as required by the Health & Safety at Work Act 1974

· Suppliers’ and manufacturers’ instructions for the safe use of equipment, materials and products

· Safe working practices for your own job role 

· The importance of personal presentation in maintaining Health & Safety in the workplace
· The importance of personal conduct in maintaining Health & Safety for yourself and others

· Workplace procedures for handling risks, which you are unable to deal with

HOW TO REDUCE PERSONAL SAFETY RISK
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	· Only use machinery you have been trained to use
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	· Always wear personal protective equipment
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	· Do NOT smoke when cleaning
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	· Cover all broken skin wounds before starting cleaning tasks
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	· Stand on a dry floor whilst working
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	· Lift safely when manual handling

	


WHAT YOU NEED TO KNOW ABOUT REDUCING PERSONAL SAFETY RISKS
	· Using machinery incorrectly can result in accidents, injury, and can cause damage to property and equipment

· If you are unsure how to use machinery DO NOT use it

· Ask for instruction or training

	· Overalls - close fitting to prevent loose clothing becoming caught

· Flat soled shoes (non-slip) – for comfort and safety

· Waterproof footwear – when working in wet environment

· Rubber gloves – to protect hands from chemicals and dirt

· Hat – to protect hair in dusty and dirty environment

· Face mask – when in dusty conditions or chemical fumes

· Clear goggles – protects eyes from chemical splashes

· Your role may require other specialist Personal Protective Equipment – ask if you are unsure

	· It creates a fire hazard

· You may be working with chemicals that easily ignite

· You may increase your own health risk by inhaling burned chemicals

· It drops ash on areas that you are cleaning

· It gives a bad impression. Customers may think you do not care about their property

	· The health danger from chemicals is increased when they come into contact with broken skin

· Cleaning chemicals can be painful if they come into contact with damaged skin

· This prevents you from passing on germs to other people and is MOST important when cleaning in food preparation areas, hospitals and nursing homes

· This prevents you from catching infections from the germs in the areas that you clean

	· This reduces the risk of slip injury

· Always work backwards and away from wet areas that you have cleaned

	6                    
· If it is too heavy, ask for help or use machinery 

· Bend at the knees – NOT the back

· Hold load close into the body – NOT at arms length

· DO NOT twist at the waist

· DO NOT carry items across wet floors

· DO NOT carry items on floors littered with things you can trip over

· Take EXTRA care when carrying items on stairs


HOW TO REDUCE PERSONAL SAFETY RISK (Continued)
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FIRE EXIT




	· Know what to do in an emergency
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	· Know how to contact Police, Fire, Ambulance


	


WHAT YOU NEED TO KNOW ABOUT REDUCING PERSONAL SAFETY RISKS (continued)
	· Before taking action, THINK OF YOUR OWN SAFETY FIRST
· When you are sure the action you are about to take is SAFE, call for help
· If there is a fire, set off the alarm – leave the building by the nearest emergency exit and go to the assembly point

· If people have been electrocuted, switch off the electrical supply first

· If people are injured, attend to those who are unconscious first

· Stay calm, act with urgency and follow the instructions of those better qualified than you to deal with the situation

	· Dial 999

· Clearly answer the questions that you are asked

· Provide details about the emergency as you see it

· Stay calm, answer with urgency and follow the operator’s instructions

· Remain on the line until the operator has received all relevant information from you, or if you are put into danger by the emergency situation

	

	


HOW TO REDUCE HEALTH & SAFETY RISKS TOWARDS OTHER PEOPLE
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	· DO NOT fool around
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	· Place warning signs in areas where cleaning is taking place
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	· Clean thoroughly
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	· Prevent cross contamination
	

	
	
	

	
	
	

	
	
	


WHAT YOU NEED TO KNOW ABOUT REDUCING HEALTH & SAFETY RISKS TOWARDS OTHER PEOPLE

	· Accidents happen easily through acting the fool

	· If there is more than one entry point to the area that is being cleaned use multiple signs

· Use large standard signs that are easily recognised

· If there is a specific hazard that you need to inform people about, use the appropriate sign e.g. ‘slippery surface’, or ‘trip hazard’


	· Reduces health risks by removing germs

· Always use the recommended cleaning solutions and techniques for the cleaning tasks

· Extra care and deep cleaning is required in hospitals, care homes, medical centres and other areas used by vulnerable people

· DO NOT cut corners



	· Use the colour coding system; see section G: Colour Coding
· Always report evidence of vermin, pests and rodents

· Remove and store food from areas that are to be cleaned before cleaning takes place

· Never use food containers to store cleaning materials



	

	

	


HOW TO REDUCE CHEMICAL HEALTH & SAFETY RISKS
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	· Read product labels and information
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	· Mix solutions correctly
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	· Store chemicals correctly
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	· Work in ventilated rooms
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	· Clean spillages immediately
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	· Dispose of waste correctly
	


WHAT YOU NEED TO KNOW ABOUT REDUCING CHEMICAL HEALTH & SAFETY RISKS

	· Even if you think you know, reading labels makes sure you do not make mistakes

· Safe use and mixing instructions can be found on Product Safety Data Sheets
· Product Safety Data Sheets MUST be made available to you by your employer in order to satisfy the COSHH regulations

· If you or your colleagues have difficulty understanding written instructions - ASK for help



	· NEVER mix different chemicals. This could create more dangerous substances and their cleaning capabilities will be effected

· NEVER dilute by adding water to chemicals. This could cause harmful violent chemical reactions

· ALWAYS DILUTE BY ADDING CHEMICALS TO WATER

· Wear appropriate protective equipment. Overalls, rubber gloves, clear goggles, face mask

· See section E: Solution Mixing 


	· Store only in clearly labelled sealed containers

· DO NOT store in containers normally used for food

· Store in secure areas away from children or other people who may not be able to read or identify the contents on the label

· Keep store area clean and tidy to avoid spillage and make it easy to identify the items in the store

	· Some chemicals give off harmful fumes that can cause cleaners to become light headed or faint

· Open windows and doors to allow air to circulate through the room



	· This reduces the risk of slip injury

· Waiting to clean a spillage is more difficult to do when the spill has spread further 

· Staining can occur quickly on some surfaces

· Make sure you use the correct cleaning techniques

· Check the Product Safety Data Sheet if you are not sure how to clean a chemical spillage

	· Chemicals can be harmful to health and the environment

· DO NOT pour waste chemicals down an open drain

· Keep waste chemicals in marked, sealed containers

· Store waste chemicals securely, ready for collection by an authorised disposal company

· Check the Product Safety Data Sheet for waste disposal instructions


HOW TO REDUCE ELECTRICAL HEALTH & SAFETY RISKS
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	· Receive training before using electrical equipment
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	· Check equipment for damage before using it
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	· Use leads of the correct length
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	· Keep electrical cables out of wet areas
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	· Keep electrical cables away from moving equipment
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	· Switch off before adjusting or cleaning equipment

	

	
	
	


WHAT YOU NEED TO KNOW ABOUT REDUCING ELECTRICAL HEALTH & SAFETY RISKS

	· NEVER use equipment you have not been taught how to use

· Even if you think you know, reading labels makes sure you do not make mistakes

· If you have difficulty understanding instructions - ASK for help



	· Cables should NOT be split, frayed or exposed

· Plugs and switches should NOT be split, broken or missing

· Equipment should NOT be broken, damaged or with safety covers missing

· Always use a circuit breaker. This will switch off the electrical supply if there is an electrical problem with the equipment, therefore reducing the risk of electrocution



	· Extension leads should be long enough to allow the equipment to be used in the area required

· Too short a lead can cause it to become stretched, which can lead to damage

· Too long a lead increases the trip hazard

· Long extension leads should not be used while they are coiled up. This can cause overheating, leading to electrical shorting and eventually fire
· Avoid using multiple extension leads connected end-to-end

	· Water is a very good conductor of electricity.

· Water can enter the smallest of cracks and gaps in electrical insulation

· If water gets into electrical equipment it can cause short circuits with increased risk of electrocution

· ALWAYS work away from wet areas, keeping the cables on dry areas

· ALWAYS stand on dry areas when using electrical equipment

· ALWAYS have dry hands when using electrical equipment



	· This reduces the risk of machinery cutting through cables, causing short circuits and increasing the risk of electrocution
· Keep the electrical cable off the floor and away from the machine

	· This prevents the machine accidentally starting and causing injury


CHECK WHAT YOU KNOW ABOUT REDUCING RISK

Circle the correct answer to the following questions:

	You are asked to use a new piece of equipment that you have never used before, what would you do?
A Try it and hope for the best.
B Advise your supervisor that you will require training on the new machine.
C Carry on using the old equipment.
D Ask a friend for advice.


	If you have some cuts on your hands, what should you do before you start work?

E Wash them well and leave them to air off.
F Cover them with appropriate dressings.
G Nothing, but wash them if your hands get dirty.
H Nothing, but wash them at the end of the shift.


	Stores are delivered to your site, many in large containers, what would you do?
A
Ask the staff to help in moving them to the store.
B
Ask the newest member of staff to move them to the store, as they may have had training.

C
Split the delivery up into small easily lifted loads, and use mechanical means if possible.
D
Lift them all to the stores yourself.


	When carrying out a task the floor is left damp, what should you do?

A
Take care when walking over it.
B
Avoid walking on it and always work from a dry floor.
C
Tell your supervisor that it is still wet.
D   Hope that it dries out before you have to walk over it.

	CHECK WHAT YOU KNOW ABOUT REDUCING RISK (continued)

5

You are asked to use a vacuum cleaner normally used by another cleaner, you notice there is no PAT information on the machine, what should you do?

A
Use it, as your own machine will soon be repaired.
B
Get the job done as quickly as possible.

C
Tell your supervisor that the machine is not in test and do not use it.
D    Use the machine, taking care as the job has to be done.



	6
An electrical machine you are given to use has cracks in its casing and parts of the casing are missing, what would you do?

A    Refuse to use it until it is repaired.
B    Use it as the client will be unhappy if the job is not done.
C    Take as much care as possible when you use it.
D    Get another cleaner to use it.



	7
During your work the cable to your vacuum cleaner is splashed with solution by another cleaner. What should you do?

A    Stop working, switch off and unplug. Let the cable dry off thoroughly.
B    Carry on working, as it will soon dry off.
C    Carry on working, but take care not to touch the wet cable.
I Stop and ask a more experienced cleaner to use the machine.


	8
How would you find out about a product you had not used before?

A
Read the labels on the product and any additional products, as well as the COSHH information available.
B
Try it out on a small area, taking care.
C
Ask another cleaning operative about it.
D
Hope that the Rep comes in before you have to use it.


	CHECK WHAT YOU KNOW ABOUT REDUCING RISK (continued)

9

You have to mix up a solution for cleaning, how would you do it?

A
Check up on the ratio of chemical to water and always add the chemical to the water.
B
Add what you think is right amount of chemical.
C
Find out by trial and error the right amount of chemical to add.
D   Ask another cleaning operative what they use.


	10
You have to work with a solution in a small room, what precautions would you take?

A
Make sure the doors are locked.

B
Ask another cleaning operative to help you.

C
Use a small bucket.

D   Make sure there is plenty of ventilation.


11

	Why should you never fool around during cleaning operations?

A
You may injure yourself or someone else.
B
The task will not be completed to the right standard.

C
You may use up too much of the materials.

D    The task will take longer to carry out.


	12
How would you warn people that you are working in the area?

A
Call out to them if you see them.

B
The noise of your machine will alert them.

C    Place warning signs at appropriate locations.

D
Tell your supervisor where to find you.



	13
Why is it important to thoroughly clean your equipment after use?

A
To keep your supervisor happy.

B
To prevent germs and odours building up.
C
To make cleaning easier.

D
To make it last longer.

	CHECK WHAT YOU KNOW ABOUT REDUCING RISK (continued)

14

Where should you store your chemicals?

A
Correctly, in a lock-fast cupboard.
B
In any available space in the building.

C
Use any available containers.
D   Beside radiators or storage heaters.






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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