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CONTROL THE USE OF RESOURCES




Prepare to Clean Furniture & Fittings

· How to consider risks to yourself and others

· How to identify types of furnishings

· How to prepare equipment and protect surrounding areas

Order Resources

· How to dry dust

· How to damp dust

· How to use polish

· How to clean handrails and balustrades

· How to clean curtains and upholstery

· How to clean windows and glass

· How to clean computers

· How to clean telephones

Why it is important to return unused and re-usable resources to the right place(s), and where these places are

HOW YOU SHOULD PREPARE TO CLEAN FURNITURE FITTINGS AND VERTICAL SURFACES MANUALLY
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· Consider the risks to self and others
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· Identify type of furnishing
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· Prepare equipment
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· Protect surrounding areas
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· Check for and report staining and graffiti
	


WHAT YOU SHOULD KNOW ABOUT PREPARING TO CLEAN FURNITURE FITTINGS AND VERTICAL SURFACES MANUALLY
	1
· Thinking of the risks before starting a job helps to avoid creating dangerous situations

· See sections B: Identify Hazards & Security, and C: Reduce Risks

	2 

· This will determine how the furnishing can be cleaned:

· If it can be washed or steam cleaned or if it must only be dry cleaned

· Porous surfaces such as untreated wood, fabric and paper will soak up liquids.

· Some fabric and paper surfaces can be damaged when damp cleaned.

· Non-porous surfaces such as glass and painted surfaces can be damp cleaned

	3 

· Depending on the type of cleaning to be carried out this could include:

· Lint-free dusters

· Long handled dusters

· Colour coded cloths

· Dustpan and brush

· Minivac

· Suction cleaner and attachments

	4
· Cover the floors and carpets if necessary, to protect them from damage

· Cover electrical switches, sockets and fittings to prevent water entering when wet cleaning is planned

	5 

· The supervisor can then decide what action to take

· The customer can be informed of the need to spend additional time spot cleaning and can authorise the work


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


	


WHAT YOU SHOULD KNOW ABOUT DRY DUSTING FURNITURE, FITTINGS AND VERTICAL SURFACES

	· See Section ‘How you should prepare to clean furniture fittings and vertical surfaces manually

	· Use a lint free duster for horizontal surfaces or low level areas

· Use a long handled dusters for higher levels or difficult to reach areas.

· Small, soft hand or paint brushes for delicate items

· See section, 'Tools and Equipment'

	· Dust vertical surfaces from top to bottom

· This prevents removed dust from depositing on already cleaned areas

· Dust horizontal surfaces from furthest edge to front

· Use straight overlapping strokes

· Draw duster outwards at corners and away from horizontal surfaces

	· DO NOT flick the duster as this will cause the dust to be re-deposited onto previously cleaned areas  

· A dirty duster will not collect dust effectively and will simply move the dust around the surface being cleaned

	· Cleaning and checking equipment means it is immediately ready to be used next time, and helps in identifying faulty items

· Use a suction cleaner to remove dust from feather or fibre type dusters before washing

· Wash dusters and leave to dry


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
	

	[image: image15.jpg]



	· Clean, check and return equipment to store
	


WHAT YOU SHOULD KNOW ABOUT DAMP DUSTING FURNITURE, FITTINGS AND VERTICAL SURFACES

	· See Section 'How you should prepare to clean furniture fittings and vertical surfaces manually

	· Choose a solution or polish suited to the type of material being cleaned

· Follow manufacturers’ instructions

· See section D: Cleaning Agents, and E: Solution Mixing 

	· Damp the colour coded cloth and wring out until almost dry

· Wipe surfaces systematically, working from top to bottom

· Use smooth overlapping strokes

· Pay particular attention to corners, edges and grooves etc

	· Rinse cloth in clean water and wring out until almost dry 

	· Dispose of waste. See section F: Waste Disposal
· Cleaning and checking equipment means it is immediately ready to be used next time and helps in identifying faulty items


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
	


WHAT YOU SHOULD KNOW ABOUT POLISHING FURNITURE, FITTINGS AND VERTICAL SURFACES

	· See Section 'How to prepare to clean furniture fittings and vertical surfaces manually

	· See section E: Solution Mixing
· Choose a polish to suit the area. 
· See section E: Solution Mixing

	· Apply polish to previously cleaned, dry surfaces

· Apply sparingly

· Too much polish will be difficult to remove and can leave a smeary surface

· Always spray the polish onto the cloth:

· This prevents over-spray, which could damage surrounding areas or floors
· This avoids possible slip-hazards

	· This will allow the polish to harden and develop its protective properties

	· Use a clean cloth to buff the surface to a high sheen

	· Dispose of waste.
· See section F: Waste Disposal
· Cleaning and checking equipment means it is immediately ready to be used next time and helps in identifying faulty items 


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
	


WHAT YOU SHOULD KNOW ABOUT CLEANING HANDRAILS AND BALUSTRADES
	· See Section ‘How to prepare to clean furniture, fittings and vertical surfaces manually

	· See section ‘How you should dry dust furniture, fittings and vertical surfaces manually’
· See section ‘How you should damp dust furniture fittings and vertical surfaces manually’

	· Choose a solution suitable for the type of material being cleaned 

· Follow manufacturers’ instructions

· See section E: Solution Mixing

	· Always work from the top of the landing to the bottom of the stairs

· Allow time for solution (if applicable) to lift dirt before rubbing to loosen and remove stubborn dirt

· Use a scouring pad, edging tool or deck scrubbing brush to remove stubborn marks 

· Pay particular attention to edges corners and between rails 

	· Re-fold cloth frequently if dry dusting

· Rinse cloth in clean water if damp wiping or washing

	· Leave area as dry as possible to aid speedy drying and help prevent falls

	· Dispose of waste. 

· See section F: Waste Disposal
· Cleaning and checking equipment means it is immediately ready to be used next time and helps in identifying faulty items


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
	


WHAT YOU SHOULD KNOW ABOUT CLEANING CURTAINS & UPHOLSTERY USING A SUCTION CLEANER

	· See Section ‘How to prepare to clean furniture, fittings and vertical surfaces manually

	· Remove ornaments that may be knocked over

· Remove large items of litter and debris

	· Select the attachments suited to the item being cleaned.  This is usually:

· Small suction head and extension pipe for curtains

· Crevice nozzle, small suction head and/or brush for upholstery 

· Select the suction power for the item being cleaned

· Curtains and loose upholstery covers require less suction to avoid the fabric being sucked into the cleaner nozzle and being damaged

	· Clean systematically

· Vacuum pelmets

· Start at the top of curtains and use long downward strokes

	· Remove loose cushions

· Vacuum all areas of chair/sofa 

· Pay particular attention to seat base then debris can accumulate

· Use crevice tool to clean between back/sides and base

· Vacuum both sides of loose cushions

	· Ensure shaped cushions are replaced in the correct manner

· Reversible and same shaped cushions should be turned and/or their position alternated frequently to ensure even wear

	· Dispose of waste. 
· See section F: Waste Disposal
· Cleaning and checking equipment means it is immediately ready to be used next time and helps in identifying faulty items


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
	

	[image: image41.jpg]



	· Remove water and dirt from glass
	


WHAT YOU SHOULD KNOW ABOUT CLEANING WINDOWS & GLASS

	· See Section ‘How to prepare to clean furniture, fittings, and vertical surfaces manually

	· Use a scraper to remove dried paint or other debris

· This prevents debris from being spread to other parts of the glass

	· See section E: Solution Mixing
· Choose a solution to suit the area. 
· See section E: Solution Mixing

	· Apply solution using a sponge and extension pole if necessary 

· Work from top to bottom

	· Apply solution to edges of pane then in zigzag pattern to rest of pane

· Small panes should be cleaned by applying solution to the top row first and working your way to the bottom

	· Use a well wrung out leather (on an extension pole if necessary) to dry the top edge of the frame,

· Wipe bottom edge of frame with leather or scrim

· Use a sponge to wipe the lower mouldings on small panes


HOW YOU SHOULD CLEAN WINDOWS & GLASS (Continued)
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	· Remove water and dirt from frame
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	· Clean bottom of frame
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	· Dry frame
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	· Clean, check and return equipment to store


	


WHAT YOU SHOULD KNOW ABOUT CLEANING WINDOWS & GLASS (continued)
	7
· Wipe the top and sides of the frame with a well rung leather or scrim
· Continue with the leather or scrim to wipe: 

· The edges of the pane

· Use a zigzag pattern over the rest of pane

· Or using a squeegee:

· Make a vertical stroke from top to bottom of the pane

· Use a zigzag stroke horizontally across pane holding blade at a 45( angle to the direction of travel

· DO NOT lift the blade off the glass before reaching the bottom of the pane

· Overlap each pass by about 5cm

· Wipe the blade with absorbent cloth after each completed pass

8             
· Finish with straight vertical stroke down each edge of pane 

· Apply solution to bottom of frame

· Rinse cloth and remove water from bottom of frame

	9
· Wash and wring out leather and hang to dry

· Clean sponges and squeegee

· Dispose of scrim

· Cleaning and checking equipment means it is immediately ready to be used next time, and helps in identifying faulty items

	10
· Wash and wring out leather and hang to dry

· Clean sponges and squeegee

· Dispose of scrim

· Cleaning and checking equipment means it is immediately ready to be used next time and helps in identifying faulty items


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
	

	[image: image51.jpg]



	· Apply solution
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	· Clean screen
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	· Clean keyboard
	


WHAT YOU SHOULD KNOW ABOUT CLEANING COMPUTERS
	1
· See Section ‘How to prepare to clean furniture, fittings, and vertical surfaces manually 

	2 

· NEVER touch or attempt to clean ‘Live’ computers 

· In some company situations, computers are left permanently switched on 

· Switching these off, or touching keys, could cause loss of information and programme damage

· If in doubt DO NOT attempt to clean

	3 

· Switch off machine and monitor and remove electric plugs from wall

· Remove anti-glare screen if fitted

	4
· Use a minivac, compressed air spray or lint-free cloth to remove dust from keyboard and monitor

	5 

· Choose a solution suitable for the type of material being cleaned 

· Follow manufacturers’ instructions

· See section D: Cleaning Agents, and E: Solution Mixing

	6 

· Using colour coded cloth wipe CPU surround, monitor and keyboard surround

	7 

· Use specialist screen wipes 

· Clean screen systematically

· Replace wipe if necessary

	8 

· Use cotton buds dipped in cleaning solution to clean keys


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
	


WHAT YOU SHOULD KNOW ABOUT CLEANING COMPUTERS (continued) 

	9 

· Replace plug into electrical socket

· DO NOT switch computer on unless authorised to do so

	10

· Dispose of waste. 
· See section F: Waste Disposal
· Cleaning and checking equipment means it is immediately ready to be used next time, and helps in identifying faulty items

· Wash and rinse cloths, and leave to dry


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
	


WHAT YOU SHOULD KNOW ABOUT CLEANING TELEPHONES

	· See Section ‘How to prepare to clean furniture, fittings, and vertical surfaces manually’

	· Customers may be using other extensions on the same line or waiting for important incoming calls

	· Choose a solution suitable for the type of material being cleaned 

· Follow manufacturers’ instructions

· See section E: Solution Mixing

	· Apply solution or sanitizer to colour coded cloth 

· Use the minimum amount necessary

	· Wipe:

· Handset

· Cradle

· Buttons or dial

· Pay particular attention to mouthpiece and earpiece

	· Wipe flex and untangle if necessary

	· Wipe the hood (if applicable), and surrounding area

	· Dispose of waste. 
· See section F: Waste Disposal
· Cleaning and checking equipment means it is immediately ready to be used next time and helps in identifying faulty items

· Wash and rinse cloths and leave to dry


CHECK WHAT YOU KNOW ABOUT CLEANING FURNITURE & FITTINGS

Circle the correct answer for the following questions

	Why should you not flick your duster to remove dust when dusting furniture?

A It may distract other cleaners.
B The duster may rip.
C It will shake the dust into the air and spread it back over the room.
D It may damage the furniture.


	Why should you use a well rung out cloth when damp wiping furniture?
E A wet cloth will clean better.
F To avoid spraying other cleaners with solution.
G A damp cloth cleans better and avoids streaking.
H It may affect the colouring in the cloth.


	How much polish should you apply when polishing furniture?

A
The more polish applied, the better.

B
Polish should be applied sparingly and buffed up to a shine.

C
If enough polish is not applied, the fragrance will not be noticeable
D
It depends on the type of cloth being used.



	How would you clean handrails on stairs?

A
Always work from the bottom of the stairs up to the landing.

B
Carry as much equipment with you on the stairs.

C
Always clean from the landing down to the bottom of the stairs.

D    Use the same cloths as you use in toilets.
When suction cleaning upholstery, would you…?

A
Use a crevice tool to clean between back/sides and base.

B
Use a floor tool, as it will get the job done faster.

C
Not check your suction cleaner, as it is only a small job.

D   Use the crevice tool as a scraper to remove dried in dirt from the upholstery fabric.


CHECK WHAT YOU KNOW ABOUT CLEANING FURNITURE & FITTINGS (continued)
	When spot cleaning, what might happen if you try to remove marks from walls painted with non-washable paint?

A
The marks will be easily removed.

B
The marks cannot be removed.
C
You will need assistance from another cleaner to remove these marks.
D  You will probably remove the mark and the paint as well, leaving a blank patch.


	If you come across marks when you are cleaning that you cannot remove, what should you do?

A
Nothing if the marks cannot be removed.
B
Tell your supervisor so that the client can be advised.
C
Cover the mark with a piece of furniture.
D
Try again a few weeks later.


	How would you remove paint spots from windows when you are cleaning them?
A
Rub them with a cloth.
B
Leave them, as they may not be noticed.
C
Scrape them gently with a metal scraper.
D
Rub them with some sandpaper.


	9

Why is it important to leave window surrounds dry when cleaning windows?

A
Leaving them wet may attract insects.
B
Wet surrounds will attract dirt, and over time may be damaged.
C
The windows will not open.
D    It will not make any difference.






CLEANING BUILDING INTERIORS





Support Material for N/SVQ’s Level 2








Additional reference material will be required to complete this unit in full:








Additional reference material will be required to complete this unit in full:





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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