B-SKILL Ltd LEARNING MATERIAL

HOW TO MIX SOLUTIONS
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	· Assess the risks to yourself and others
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	· Read the instructions on the label
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	· Read the product safety data sheet
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	· Select the containers and equipment 
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	· Identify the mixing ratio
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	· Pour the amount of water required into a container

	


HOW TO MIX SOLUTIONS (continued)
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	· Pour the amount of chemical into a measured container
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	· Pour the chemical into the water and mix
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	· Store the solution in a sealed, marked container


	


HOW YOU SHOULD CLEAN TOILETS
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	· Flush toilets
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	· Use toilet brush to lower toilet water level
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	· Apply toilet cleanser to inside surfaces and leave to soak
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	· Use colour-coded cloths to clean all exterior surfaces
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	· Use toilet brush to clean inside toilet bowl 

· Flush toilet
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	· Rinse toilet
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	· Check all fixtures and fittings have been cleaned 
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	· Refill or replace consumables 

· Note any faults or problems 


	


HOW YOU SHOULD CLEAN URINALS
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	· Flush urinals

· Turn off automatic flushing if possible
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	· Clear waste outlet and channel of debris
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	· Clean entire face of urinal with cleaning agent
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	· Use colour-coded cloths to clean all exterior surfaces
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	· Use toilet brush to clean inside the urinal

· Use bottle brush to clean grating

	

	[image: image23.jpg]



	· Rinse toilet brush and then urinal

· Turn on auto flush if applicable

	

	[image: image24.jpg]



	· Ensure all fixtures and fittings have been cleaned
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	· Replace/refill consumables

· Note any faults or problems


	


HOW YOU SHOULD CLEAN WASH HAND BASINS 
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	· Remove soap etc from basins

· Remove debris from plughole
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	· Wipe the entire inside of the bowl 

· Clean inside the overflow
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	· Rinse thoroughly 
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	· Work from clean to dirty areas 

· Wipe all surrounding areas
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	· Polish chrome/stainless steel (e.g. taps)
	· 012 K8
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	· Replace consumables
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	· Note any faults/problems
	


HOW YOU SHOULD CLEAN WASHROOM FURNITURE
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	· Clean and polish mirrors
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	· Clean cubicles and splash backs
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	· Clean dispensers and bins
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	· Note any faults/problems
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	· Replace consumables
	


HOW YOU SHOULD REPLENISH CONSUMABLES
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	· Check the level of resources left in dispensers
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	· Refill to the recommended level

· Follow the manufacturers’ instructions when refilling or replacing consumables
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	· Always use the correct colour coded consumable items if applicable e.g. Sanitary/waste bags
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	· Do not overfill or leave too many consumable items


	


HOW YOU SHOULD PREPARE TO CLEAN FLOORS MANUALLY

	[image: image42.jpg]



	· Consider the risks to self and others
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	· Decide the best method to clean the floor
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	· Pick up large items of litter
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	· Move furniture and other moveable objects
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	· Check/report damage

· Remove sticky solids
	


HOW YOU SHOULD MANUALLY PASS DRY MOPS OVER FLOORS
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	· Mop edges and corners
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	· Begin at furthest point from the exit
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	· Work on small sections when covering large areas
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	· Work with a continuous pass
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	· Overlap the previous pass on each turn
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	· Check mop frequently
	


HOW YOU SHOULD BRUSH SWEEP SEMI HARD AND HARD FLOORS MANUALLY
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	· Carry out preparation tasks
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	· Select the brush to suit the floor type and task
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	· Sweep edges and corners
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	· Sweep main floor
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	· Sweep dirt into piles for removal
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	· Complete manual cleaning of floor
	


HOW YOU SHOULD BRUSH SCRUB SEMI HARD AND HARD FLOORS MANUALLY
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	· Carry out preparation tasks

	

	[image: image61.jpg]



	· Select and prepare the solution
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	· Select the brush and equipment
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	· Apply the solution
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	· Pass scrubbing brush over floor
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	· Remove solution
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	· Complete manual cleaning of floor
	


HOW YOU SHOULD MANUALLY PASS DAMP MOPS OVER FLOORS
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	· Start at furthest point from exit
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	· Apply the solution
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	· Start cleaning at the edges
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	· Work in continuous strokes
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	· Overlap each pass
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	· Work on small sections when covering large areas
	

	[image: image73.jpg]



	· Rub stubborn marks
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	· Wipe splashes from skirting boards as they occur
	


HOW YOU SHOULD REMOVE SPILLAGES FROM FLOORS
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	· Identify the spillage and floor type
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	· Pick up solid items
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	· Remove semi solids
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	· Remove water based spills


	

	[image: image79.jpg]



	· Remove body fluids


	


HOW YOU SHOULD REMOVE SPILLAGES FROM FLOORS (continued)

	[image: image80.jpg]



	· Check for stains
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	· Complete manual cleaning of floor
	


HOW YOU SHOULD SUCTION CLEAN FLOORS
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	· Carry out preparation tasks
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	· Decide which attachments to use
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	· Fit and adjust attachments
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	· Move furniture and other moveable objects
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	· Clean edges and corners
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	· Pass over the floor
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	· Complete manual cleaning of floor 
	


HOW YOU SHOULD COMPLETE MANUAL CLEANING OF FLOORS
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	· Allow floor to dry if applicable
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	· Replace furniture and other moveable objects
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	· Clean equipment and return it to store


	


HOW YOU SHOULD DRY DUST FURNITURE, FITTINGS AND VERTICAL SURFACES
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	· Carry out preparation tasks
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	· Select the duster
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	· Dust the item
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	· Refold the duster frequently and replace as necessary
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	· Clean, check and return equipment to store


	


HOW YOU SHOULD DAMP DUST FURNITURE, FITTINGS AND VERTICAL SURFACES
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	· Carry out preparation tasks
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	· Select and prepare the solution or polish
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	· Damp wipe the surface
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	· Rinse cloth frequently
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	· Clean, check and return equipment to store
	


HOW YOU SHOULD POLISH FURNITURE, FITTINGS AND VERTICAL SURFACES
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	· Carry out preparation tasks
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	· Select and prepare the POLISH
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	· Apply polish
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	· Allow to dry
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	· Buff
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	· Clean, check and return equipment to store
	


HOW YOU SHOULD CLEAN HANDRAILS AND BALUSTRADES
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	· Carry out preparation tasks
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	· Select cleaning method
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	· Select and prepare the solution if applicable
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	· Apply solution (if applicable)
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	· Rinse or re-fold cloth frequently
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	· Allow to dry
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	· Clean, check and return equipment to store
	


HOW YOU SHOULD PREPARE TO CLEAN WALLS 
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	· Consider the risks to self and others
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	· Identify type of wall
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	· Remove pictures etc
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	· Protect surrounding areas
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	· Suction clean the wall
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	· Report staining and graffiti
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	· Clean equipment and return it to store

	


HOW YOU SHOULD WASH GROUND-IN SOIL FROM WALLS

Note: Where the wall is made of glass treat it as a window and see Section O: Clean Furniture, Fittings & Vertical Surfaces Manually
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	· Carry out preparation tasks
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	· Prepare reach equipment
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	· Select and prepare the solution
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	· Test for Colourfastness
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	· Select the applicator
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	· Apply solution to heavily soiled areas

	


HOW YOU SHOULD WASH GROUND-IN SOIL FROM WALLS (continued)
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	· Apply solution
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	· Rinse
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	· Check for stains
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	· Clean, check and return equipment to store


	


HOW YOU SHOULD REMOVE GRAFFITI
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	· Carry out preparation tasks
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	· Prepare reach equipment
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	· Identify graffiti material
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	· Select and prepare the solution
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	· Test for Colourfastness
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	· Select the applicator
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	· Apply solution
	


HOW YOU SHOULD REMOVE GRAFFITI (continued)
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	· Allow contact time
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	· Clean area
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	· Wash off solution and rinse
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	· Check for stains
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	· Clean, check and return equipment to store

	


HOW YOU SHOULD CLEAN HIGH WALLS
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	· Consider the risks to self and others
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	· Use reach tools first
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	· Erect access equipment safely


	

	[image: image147.jpg]



	· Use access equipment safely
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	· Use Cleaning machinery safely
	


HOW YOU SHOULD CLEAN CURTAINS & UPHOLSTERY USING A SUCTION CLEANER
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	· Carry out preparation tasks
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	· Prepare area
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	· Prepare suction cleaner
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	· Vacuum curtains 
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	· Vacuum upholstery
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	· Replace loose cushions
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	· Clean, check and return equipment to store
	


HOW YOU SHOULD CLEAN WINDOWS & GLASS
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	· Carry out preparation tasks
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	· Remove dried paint or debris
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	· Select and prepare the solution
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	· Clean top and sides of frames
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	· Clean glass
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	· Remove water and dirt from glass
	


HOW YOU SHOULD CLEAN WINDOWS & GLASS (Continued)
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	· Remove water and dirt from frame


	

	[image: image163.jpg]



	· Clean bottom of frame
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	· Dry frame
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	· Clean, check and return equipment to store


	


HOW YOU SHOULD CLEAN COMPUTERS
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	· Carry out preparation tasks
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	· Check availability for cleaning
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	· Prepare area
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	· Remove dust and debris
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	· Prepare solution
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	· Apply solution
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	· Clean screen
	

	[image: image173.jpg]



	· Clean keyboard
	


HOW YOU SHOULD CLEAN COMPUTERS (Continued)
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	· Replace plug
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	· Clean, check and return equipment to store
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	· Replace plug
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	· Clean, check and return equipment to store
	


HOW YOU SHOULD CLEAN TELEPHONES
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	· Carry out preparation tasks
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	· Check availability for cleaning
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	· Prepare solution
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	· Apply solution
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	· Wipe telephone
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	· Clean flex
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	· Clean surround
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	· Clean, check and return equipment to store
	


TOOLS & EQUIPMENT FOR CLEANING TOILETS & WASHROOMS

Before using any Tools or Equipment the cleaner must understand the contents of the following sections of this reference material:
A: Health & Safety, B: Identify Hazards & Security, and C: Reduce Risks
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	1 Floors

· All standard equipment for cleaning hard floors
· See section N2: Tools & Equipment to Clean Floors Manually
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	2 Walls

· All standard equipment for cleaning walls

· See section S: Materials & Equipment for Cleaning Surfaces up to a Maximum Height of 4 Metres
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	3 Colour Coded Cloths

· Used to wash, rinse and dry surfaces

· Different colour used for each process to prevent cross contamination
· Colour used may vary according to company’s colour code practice 

	

	[image: image189.jpg]



	4 Colour Coded Scouring Pads

· Used to remove stubborn marks 

· Different colours used according to area being cleaned to prevent cross contamination
· Colour used may vary according to company’s colour code practice
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	5 Colour Coded Gloves

· Used to protect hands and prevent spread of germs

· Different colours used according to area being cleaned to prevent cross contamination

· Colour used may vary according to company’s colour code practice

	


TOOLS & EQUIPMENT FOR CLEANING TOILETS & WASHROOMS (continued)
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	6 Colour Coded Bin Liners

· Used to hold refuse and debris

· Different grades and colours available to suit most types of refuse 

· Refuse should be separated to prevent cross contamination

· Colour used may vary according to company’s colour code practice
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	7       Waste Bin Liners

· Used to line waste bins for ease of waste removal and cleanliness

· Different grades/weights available depending on likely contents
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	7 Toilet Brush and Holder

· Used to scrub toilet inside of toilets and urinals
	

	[image: image194.jpg]



	8 Bottle Brush

· Used to clean inside of overflow and difficult to reach areas such as around taps
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	9 Paper Towels

· Used to dry chrome fittings and mirrors to prevent smears
· Easily disposable
· Can be colour coded if necessary
	


To help with the confusion with dilution rates the following table should help you.

	1:25
	200ml per 5 litre
	1 cupful

	1:50
	100ml per 5 litre
	½ cupful

	1:100
	50ml per 5 litre
	2 standard 5lt capfuls

	1:200
	25ml per 5 litre
	1 standard 5lt capful

	1:300
	17ml per 5 litre
	2 tablespoonful

	1:400
	12.5ml per 5 litre
	½ capful

	1:500
	10ml per 5 litre
	1 tablespoon

	1:1000
	5ml per 5 litre
	1 teaspoon

	
	
	

	1 Teaspoonful
	5ml
	

	1 Tablespoon
	10ml
	

	1 standard 5lt capful
	24ml
	Approx. 1 oz

	1 Cupful
	220ml
	Approx. 8 oz


The following charges show how to mix various common dilution rates in two separate containers (a trigger spray and a bucket).  A blank space indicates that the method of dispensing the product is impractical since the quantity would be either a very small fraction or a large number of measures.

	
	1:5   1 part product to 5 parts water
	1:10   1 part product to 10 parts water
	1:15   1 part product to 15 parts water
	1:20   1 part product to 20 parts water

	
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket

	Precise amount of product
	100ml
	1000ml
	50ml
	500ml
	34ml
	333ml
	25ml
	250ml

	25ml dispenser pump
	4
	40
	2
	20
	1 ½
	13.25
	1
	10

	20ml cap


	5
	50
	2 ½
	25
	1 ¾
	16.50
	1 ¼
	12


	
	1:25   1 part product to 25 parts water
	1:30   1 part product to 30 parts water
	1:40   1 part product to 40 parts water
	1:50   1 part product to 50 parts water

	
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket

	Precise amount of product
	20ml
	200ml
	17ml
	117ml
	12.5ml
	125ml
	10ml
	100ml

	25ml dispenser pump
	1
	8
	¾ 
	4.5
	½
	5
	½ 
	4

	20ml cap


	1
	10
	1
	5.75
	¾
	7
	½ 
	5


	
	1:60   1 part product to 60 parts water
	1:75   1 part product to 75 parts water
	1:100   1 part product to 100 parts water
	1:125   1 part product to 125 parts water

	
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket

	Precise amount of product
	8.5ml
	84ml
	7ml
	67ml
	5ml
	50ml
	4ml
	40ml

	25ml dispenser pump
	½ 
	3.25
	1/3 
	2.75
	¼ 
	2
	
	1.5

	20ml cap


	½ 
	4.25
	½ 
	3.25
	¼ 
	3
	
	2


	
	1:150   1 part product to 150 parts water
	1:200   1 part product to 200 parts water
	1:250   1 part product to 250 parts water
	1:500   1 part product to 500 parts water

	
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket
	0.5 litre spray bottle
	5 litre bucket

	Precise amount of product
	3.5ml
	34ml
	2.5ml
	25ml
	2ml
	20ml
	1ml
	10ml

	25ml dispenser pump
	
	1.25
	
	1
	
	0.75
	
	0.5

	20ml cap


	
	1.75
	
	1.25
	
	1
	
	0.5
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