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Prepare to machine clean hard and semi-hard floors

· Why the floor must be left free of ground-in soil and protective coatings, an what might happen if it is not

Passing cleaning machines over floors

· How to apply the coating evenly and systematically, and why

· The importance of leaving the floor neutralised and what might happen if it is not

· The range of protective coatings available, and how to choose one that is right for the floor surface

Manually passing mops over floors

· How to decide what is the right number of protective coatings

      Minimise waste

· The range of materials and equipment available, and how to choose ones that are right for the floor surface

NB
To reduce the amount of information duplication, the processes of cleaning, stripping, sealing and burnishing have been broken down into sections


Many of the following sections will refer the reader to visit other sections. To obtain the full knowledge and complete sequence of performing a task, it is important that the reader follows these references

HOW YOU SHOULD PREPARE TO CLEAN A HARD FLOOR
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	· Consider the risks to self and others
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	· Remove Furniture


	

	[image: image3.jpg]



	· Remove large items of litter or solids
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	· Remove sticky solids
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	· Remove nails and screws that are sticking up out of the floor
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	· Remove large deposits of dust or dirt manually


	


WHAT YOU SHOULD KNOW ABOUT PREPARING TO CLEAN A HARD FLOOR
	· Thinking of the risks before starting a job helps to avoid creating dangerous situations

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

	· Draw a map/diagram of furniture placement to assist with replacement later

	· Litter can become trapped in brushes and pads and scratch or scrape the floor

· Litter can be sucked into vacuum machines and cause blockage or damage to the machine e.g. paper, plastic wrapping

· Use tongs or brushes and dustpans

	· Use long handled scrapers to lift sticky solids

· This reduces the need to bend which can cause back problems

· Chewing gum and other sticky solids will become tangled in brushes and can be transferred to other areas of the floor

	· Nails and screws sticking out of the floor will damage machinery passing over them

· Report these to your supervisor who can arrange for:

· Nails to be knocked down 

· Screw heads to be driven below level of floor with a screwdriver 

	· Dispose of dust. 
· See section F: Waste Disposal
· Use brushes and dustpans as large amounts of dust or dirt can block filters in suction type cleaners e.g. talcum powder


HOW YOU SHOULD PASS CLEANING MACHINES OVER FLOORS 
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	· Start at furthest point from exit
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	· Start cleaning at 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
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	· Wipe splashes from skirting boards as they occur
	


WHAT YOU SHOULD KNOW ABOUT PASSING CLEANING MACHINES OVER FLOORS
	· This stops you from walking on cleaned areas as you move towards dirty areas or the exit

	· ‘Cut in’ edges parallel to skirting boards before cleaning the rest of the floor

· Pay close attention to corners which can be difficult to reach with some cleaning machines

· Dirt tends to collect at edges and corners

· Clean edges show that you have done a thorough job and make a good impression on the customer

	· Cover the area using a regular pattern without lifting off the floor

· Figure of eight or snaking patterns are good

· It may be necessary to stop the machine pad or roller when reaching the end of a pass to prevent over scrubbing when changing direction

	· Overlapping each pass prevents small areas of the floor being missed

	· This reduces the amount of movement and makes overlapping easier

· Do not overreach yourself or your equipment 

· Overstretching can lead to twisting, falls and back injury 

· Overreaching can unbalance equipment preventing it from working correctly

	· This prevents

· Splashed dirt or cleaning agent drying on the skirting boards and being difficult to remove

· Damage to skirting material or paint finish by cleaning agents/chemicals


HOW YOU SHOULD DRY-CLEAN HARD AND SEMI-HARD FLOORS WITH MACHINES
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	· Carry out preparation tasks
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	· Select the machine and brush to suit the surface and task
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	· Clean the edges
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	· Scrub the remainder of the floor
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	· Check the pad/brush frequently


	· 
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	· Remove dust


	· 


WHAT YOU SHOULD KNOW ABOUT DRY-CLEANING HARD AND

SEMI-HARD FLOORS WITH MACHINES
	· See Section 'How to prepare to clean hard floors using machines

	· Selecting the wrong brush or pad could cause damage to the surface or fail to produce the required finish

· See section Q2: Tools & Equipment to Clean & Protect Floors

	· Use the edging tool and abrasive pad to clean the edges of the floor

· Pay particular attention to corn

	· See section ‘How you should pass cleaning machines over floors’
· DO NOT hover. Scrubbing one section more than another can lead to uneven finishes

	· Switch off and unplug machine before checking brushes/pads 

· If the pad/brush becomes dirty turn it over or change if necessary

	· Use a dry suction machine

· Or a dry mopping system

· Allowing dust to remain on the surface makes it difficult for polishes and seals to stick to the floor.

· Dust remaining on the floor after cleaning gives the customer a bad impression of the quality of work done


HOW YOU SHOULD DRY-CLEAN HARD AND SEMI-HARD FLOORS WITH MACHINES (continued)
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	· Clean check and return equipment to store
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	· Report marks that cannot be removed 


	


WHAT YOU SHOULD KNOW ABOUT DRY-CLEANING HARD AND

SEMI-HARD FLOORS WITH MACHINES (continued)
	· Cleaning equipment means it is immediately ready to be used next and helps in identifying faulty items

· To prevent possible distortion remove pads and brushes from machines

· If any equipment is found to be damaged

· Take equipment out of service 

· Apply an Out of Order notice 

· Inform your supervisor

· Action can then be taken to repair/replace the damaged part or piece of equipment 

	· Dispose of dust. 
· See section F: Waste Disposal
· Reporting to supervisor allows them to schedule more aggressive cleaning activities to remove stubborn marks

· Reporting to customers indicates that you know the floor is not perfectly clean and that you are planning to take action

· This gives customers a good impression of the care and standard of work that you and your company are taking


HOW YOU SHOULD DRY STRIP HARD AND SEMI-HARD FLOORS WITH MACHINES
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	· Carry out preparation tasks
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	· Select the machine and brush to suit the surface and task
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	· Clean the edges
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	· Scrub the remainder of the floor
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	· Check the pad/brush frequently
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	· Remove dust


	


WHAT YOU SHOULD KNOW ABOUT DRY STRIPPING HARD AND SEMI-HARD FLOORS WITH MACHINES
	· See Section 'How to prepare to clean hard floors using machines’

	· Dry stripping creates more dust than wet stripping, so use a machine with a built in dry suction cleaner if one is available. 
· Selecting the wrong brush or pad could cause damage to the surface or fail to produce the required finish
· Use a scarifier, abrasive pads or sanding screen.
· See section Q2: Tools & Equipment to Clean& Protect Floors
· 

	· Use the edging tool and abrasive pad to clean the edges of the floor

· Pay particular attention to corners

	· See section ‘How to pass cleaning machines over floors’
· DO NOT hover. Scrubbing one section more than another can lead to uneven finishes

	· Switch off and unplug machine before checking brushes/pads 

· If the pad/brush becomes dirty turn it over or change if necessary

	· Use a dry suction machine

· Or a dry mopping system

· Allowing dust to remain on the surface makes it difficult for polishes and seals to stick to the floor.

· Dust remaining on the floor after cleaning gives the customer a bad impression of the quality of work done


HOW YOU SHOULD DRY STRIP HARD AND SEMI-HARD FLOORS WITH MACHINES (continued)
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	· Repeat stripping as many times as necessary
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	· Clean check and return equipment to store


	


WHAT YOU SHOULD KNOW ABOUT DRY STRIPPING HARD AND SEMI-HARD FLOORS WITH MACHINES (continued)
	· Repeating with a finer grade discs helps to leave the floor with a smooth and even finish that the seal can stick to

· Check whether enough seal or polish has been removed when deciding whether to strip again

· Carry out a visual check to see if the finish looks even

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

· To prevent possible distortion remove pads and brushes from machines

· If any equipment is found to be damaged

· Take equipment out of service 

· Apply an ‘Out of Order’ notice 

· Inform your supervisor

· Action can then be taken to repair/replace the damaged part or piece of equipment


HOW YOU SHOULD WET CLEAN HARD AND SEMI HARD FLOORS WITH MACHINES
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	· Carry out preparation tasks
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	· Select and prepare the solution
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	· Select the machine and brush or pad to suit the surface
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	· Apply the solution
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	· Clean the edges


	· 

	[image: image34.jpg]



	· Scrub the remainder of the floor

	· 
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	· Check the pad/brush frequently
	· 


WHAT YOU SHOULD KNOW ABOUT WET CLEANING HARD AND SEMI HARD FLOORS WITH MACHINES

	· See Section ' How to prepare to clean hard floors using machines’ 

	· See section E: Solution Mixing 

· Choose a detergent to suit the floor and area. 

	· Selecting the wrong brush or pad can cause damage to the surface or fail to produce the desired effect

· DO NOT choose a highly abrasive brush or pad on vinyl or marble surfaces

· See section Q2: Tools & Equipment to Clean Floors Manually

	· Cleaning agents can be sprayed or applied from the scrubbing machine solution tank

· When spraying:

· Spray over an area of about 2m²
· DO NOT overspray onto already cleaned areas as this will cause the finish to look spotted where the spray has dried

· When the cleaning machine has its own solution tank:

· DO NOT over wet the area as this wastes the cleaning solution and does not clean any better

· DO NOT under wet the area as this can make it more difficult to clean the surface

	· Use the edging tool and abrasive pad to clean the edges of the floor

· Pay particular attention to corners

	· See section 'Passing Over Floors'

· DO NOT hover. Scrubbing one section more than another can lead to uneven finishes

	· Switch off and unplug machine before checking brushes/pads 

· If the pad/brush becomes dirty turn it over or change it


HOW YOU SHOULD WET CLEAN HARD AND SEMI HARD FLOORS WITH MACHINES (Continued)
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	· Remove slurry
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	· Rinse the floor
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	· Remove rinse water
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	· Clean check and return equipment to store


	


WHAT YOU SHOULD KNOW ABOUT WET CLEANING HARD AND SEMI HARD FLOORS WITH MACHINES (Continued)
	· Use a wet suction machine

· Or a wet mopping system

· Start on a dryer area and move towards wetter areas. 

· Allowing slurry to dry leaves dirty smears on the surface and makes it difficult for polishes and seals to stick to the floor

	· Use clean water

· Use a clean brush or pad on the scrubbing machine

· Or a wet mopping system

	· Use a wet suction machine

· Or a wet mopping system and squeegee

· Make sure passes overlap and DO NOT leave trails on the floor

· Leave the floor as dry as possible

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

· To prevent possible distortion remove pads and brushes from machines

· If any equipment is found to be damaged

· Take equipment out of service 

· Apply an ‘Out of Order’ notice 

· Inform your supervisor

· Action can then be taken to repair/replace the damaged part or piece of equipment


HOW YOU SHOULD WET STRIP HARD AND SEMI-HARD FLOORS WITH MACHINES
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	· Carry out preparation tasks
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	· Select and prepare the solution
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	· Select the machine and brush to suit the surface and task
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	· Apply the solution
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	· Allow enough contact time
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	· Clean the edges


	


WHAT YOU SHOULD KNOW ABOUT WET STRIPPING HARD AND SEMI-HARD FLOORS WITH MACHINES
	· See Section 'How to prepare to clean hard and semi-hard floors using machines’

	· See section E : Solution Mixing

· When removing polish or sealing coats choose a stripping agent to suit the floor and surface coating. 

	· Selecting the wrong brush or pad could cause damage to the surface or fail to produce the required finish

· See section Q2: Tools & Equipment to Clean & Protect Floors
· Use a scarifier, abrasive pads or sanding screen

	· Stripping agents MUST NOT be sprayed as some are harmful and must not be breathed. 
· See section E: Solution Mixing
· Use a squeegee when applying stripping agent

· Cover an area no larger than 10m² to ensure that   by the time you have finished scrubbing one area, the next one, that has already been wetted, is ready for scrubbing

· DO NOT splash onto already cleaned areas as this will cause the finish to look spotted where the stripper has dried

· DO NOT over-wet the area as this wastes the stripper and does not clean any better

· DO NOT under-wet the area as this can make it more difficult to strip the surface

	· DO NOT scrub immediately

· Wait about 5 minutes to allow the stripping solution to work (check the manufacturers’ instructions).
· Too little contact time and the stripping agent will not work correctly

· Too much contact time and the stripping agent may damage the floor or dry and become difficult to remove

	· Use the edging tool and abrasive pad to clean the edges of the floor

· Pay particular attention to corners


HOW YOU SHOULD WET STRIP HARD AND SEMI-HARD FLOORS WITH MACHINES (Continued)
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	· Scrub the remainder of the floor
	

	[image: image47.jpg]



	· Check the pad/brush frequently
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	· Remove slurry
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	· Rinse the floor
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	· Remove rinse water
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	· Repeat stripping if necessary
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	· Clean check and return equipment to store


	


WHAT YOU SHOULD KNOW ABOUT WET STRIPPING HARD AND SEMI-HARD FLOORS WITH MACHINES (continued)
	· See section 'How to pass machines over hard and semi-hard floors’ 

· DO NOT hover. Scrubbing one section more than another can lead to uneven finishes

	· Switch off and unplug machine before checking brushes/pads 

· If the pad/brush becomes dirty turn it over or change it

	· Use a wet suction machine

· Or a wet mopping system

· Start on a dry area and move on to a wet area 

· Allowing slurry to dry leaves dirty smears on the surface and makes it difficult for polishes and seals to stick to the floor

	· Use clean water or neutraliser as recommended by the manufacturer of the stripping solution

· Use a clean brush or pad on the scrubbing machine

· Or a wet mopping system

	· Use a wet suction machine

· Or a wet mopping system and squeegee

· Make sure passes overlap and DO NOT leave trails on the floor

· Leave the floor as dry as possible

	· Repeating with a finer grade disc helps to leave the floor with a smooth and even finish that the seal can stick to

· Check whether enough seal or polish has been removed when deciding whether to strip again

· Visually check that finish is even

	· Dispose of slurry. 
· See section F: Waste Disposal

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

· To prevent possible distortion remove pads and brushes from machines

· If any equipment is found to be damaged

· Take equipment out of service 

· Apply an ‘Out of Order’ notice 

· Inform your supervisor

· Action can then be taken to repair/replace the damaged part or piece of equipment


HOW YOU SHOULD APPLY SEMI PERMANENT SEAL TO HARD AND SEMI HARD FLOORS
	[image: image53.jpg]



	· Clean or strip the floor


	

	[image: image54.jpg]



	· Damp mop and allow to dry
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	· Check the neutrality of the floor
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	· Apply seal
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	· Allow to dry hard
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	· Remove dust
	


WHAT YOU SHOULD KNOW ABOUT APPLYING SEMI PERMANENT SEAL TO HARD AND SEMI HARD FLOORS

	· Dirty floors should NOT be sealed

· The seal will not stick to the floor and the finish will appear dirty and uneven

· This gives the customer a poor impression about the quality of work you produce, which can lead to loss of custom and therefore loss of cleaning jobs

· Seal can be placed on top of previous coats of clean seal

	· Use water to damp mop the floor

· This neutralises the floor and reduces the chance of discoloration and an uneven finish

	· Check pH balance of the floor using indicator paper or electronic probe

· If the pH balance is more than 9:

· Polish will not stick evenly to floors and can discolour

· Repeat the rinsing process and the pH test

· The ideal pH number for neutrality is 7

· When the floor is clean and neutral allow to dry

	· Use the a lambs wool applicator or squeegee

· Use a paintbrush to apply seal to the edges of the floor

· This reduces splashes on skirting boards and seals areas difficult to reach with some machines

· Apply a thin and even coat

· Too much seal will result in longer drying times, and the finish will not be hard and will have an uneven appearance

· Start at furthest point from exit

· Wipe any splashes from skirting boards as they occur

	· Leave the seal to dry hard

· Follow the manufacturer’s instructions about drying time

· See section E: Solution Mixing

	· This helps further coats of sealant to adhere correctly and improves the finished appearance of the floor

· Use a manual dry mopping method


HOW YOU SHOULD APPLY SEMI PERMANENT SEAL TO HARD AND SEMI HARD FLOORS (continued)
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	· Apply further coats of seal
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	· Clean check and return equipment to store


	


WHAT YOU SHOULD KNOW ABOUT APPLYING SEMI PERMANENT SEAL TO HARD AND SEMI HARD FLOORS (continued)
	· Follow the manufacturer’s guidelines about how many coats of seal are needed

· This will be a minimum of two coats

· The finish should look clean and even

· Always apply further coats of seal at right angles to the previous coat

· Always allow each coat of seal to harden completely before applying the next and after applying the final coat

	· Store or dispose of unused Sealant. 
· See section F: Waste Disposal

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

· To prevent possible distortion remove pads and brushes from machines

· If any equipment is found to be damaged

· Take equipment out of service

· Apply an ‘Out of Order’ notice

· Inform your supervisor

· Action can then be taken to repair/replace the damaged part or piece of equipment


HOW YOU SHOULD APPLY EMULSION POLISH TO HARD AND SEMI HARD FLOORS
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	· Clean or strip the floor
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	· Check the neutrality of the floor
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	· Apply emulsion polish
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	· Allow to dry hard
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	· Burnish floor
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	· Remove dust


	


WHAT YOU SHOULD KNOW ABOUT APPLYING EMULSION POLISH TO HARD AND SEMI HARD FLOORS

	· Dirty floors should NOT have new polished applied

· The finish will appear dirty and uneven

· This gives the customer a poor impression about the quality of work you produce, which can lead to loss of custom and therefore loss of cleaning jobs

	· Check pH balance of the floor using indicator paper or electronic probe

· If the pH balance is more than 9:

· Polish will not stick evenly to floors and can discolour

· Repeat the rinsing process and the pH test

· The ideal pH number for neutrality is 7

· When the floor is clean and neutral allow to dry

	· Use a soft lambs wool applicator to apply the polish

· Apply a thin and even coat of polish

· Too much polish will result in longer drying times, and the finish will not be hard and will have an uneven appearance

· Start at furthest point from exit

· Wipe any splashes from skirting boards as they occur

	· Leave the polish to dry hard

· Follow the manufacturer’s instructions about drying time

· See section E: Solution Mixing 

	· See section ‘How you burnish hard and semi-hard floors’
· This doesn't always have to be done between coats

	· This helps further coats of polish to adhere correctly and improves the finished appearance of the floor

· Use a manual dry mopping method


HOW YOU SHOULD APPLY EMULSION POLISH TO HARD AND SEMI HARD FLOORS (continued)
	[image: image67.jpg]



	· Apply further coats of polish and burnish again


	

	[image: image68.jpg]



	· Clean check and return equipment to store


	


WHAT YOU SHOULD KNOW ABOUT APPLYING EMULSION POLISH TO HARD AND SEMI HARD FLOORS (continued)
	· Follow the manufacturer’s guidelines about how many coats of polish are needed
· See section E: Solution Mixing
· Finish should be clean and shiny

· Always apply further coats of polish at right angles to the previous coat

· Always allow each coat of polish to harden completely before applying the next and after applying the final coat

· Use a dust control mop between coats to remove any dust that may have settled on the floor.  

	· Store or dispose of unused polish.
· See section F: Waste Disposal
· Cleaning equipment means it is immediately ready to be used next and helps in identifying faulty items

· To prevent possible distortion remove pads and brushes from machines

· If any equipment is found to be damaged

· Take equipment out of service

· Apply an ‘Out of Order’ notice

· Inform your supervisor

· Action can then be taken to repair/replace the damaged part or piece of equipment


HOW YOU SHOULD BURNISH HARD AND SEMI HARD FLOORS
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	· Dry clean the floor
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	· Select the machine and brush or pad to suit the surface
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	· Burnish the floor
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	· Check the pad or brush frequently
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	· Manually mop up dust


	

	[image: image74.jpg]



	· Clean check and return equipment to store


	


WHAT YOU SHOULD KNOW ABOUT BURNISHING HARD AND SEMI HARD FLOORS
	· See section 'How you should prepare to clean hard and semi-hard floors’ 

	· Selecting the wrong brush or pad can cause damage to the surface

· Make sure brush or pad are clean

· See section Q2: Tools & Equipment to Clean & Protect Floors

	· See section 'How you should pass cleaning machines over floors’ 
· DO NOT hover burnishing one section more than another can lead to uneven finishes

	· Switch off and unplug machine before checking brushes/pads

· If the pad or brush becomes dirty turn it over or change

	· If no vacuum unit is attached to machine this will remove any dust produced by burnishing

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

· To prevent possible distortion remove pads and brushes from machines

· If any equipment is found to be damaged

· Take equipment out of service

· Apply an ‘Out of Order’ notice

· Inform your supervisor

· Action can then be taken to repair/replace the damaged part or piece of equipment


CHECK WHAT YOU KNOW ABOUT CLEANING FLOORS WITH MACHINES

Circle the correct answer to the following questions:

	When you are preparing to clean a floor, what would you check for and remove if present before cleaning starts?

A Nothing, as the cleaning will remove everything.

B Litter, chewing gum, and any other sticky solids.

C The floor mat.

D Heavy furniture.



	Which one of the following will occur if you have to stop work part way through cleaning a floor in order to go and find equipment they need?

E The area will be out of service for longer.

F The task will be completed to a higher standard.

G The risk of spreading germs will be reduced.

H The company reputation for good service will be improved.



	How should you pass a cleaning machine over floors when buffing?

A
In a methodical way using overlapping passes.

B
In any way as long as the floor is covered.

C
Standing in the middle of the floor and stretching in as many directions as possible.

D
Controlling the machine with on hand.



	How often would you check the pad when spray cleaning?

A
At the start and finish of the job.

B
Frequently, turning or changing the pad as it becomes soiled.

C
When the job is completed.

D   When the supervisor is present.




CHECK WHAT YOU KNOW ABOUT CLEANING FLOORS WITH MACHINES (continued)

	What would you do about marks you cannot remove?

A
Leave them and say nothing.

B
Cover them with some furniture.

C
Tell your supervisor so that the client can be advised.

D   Leave them for another day.


	What is created when dry stripping a floor?

A
Dust, so it is necessary to fit a suction unit or dry mop when finished.

B
A good shine on the floor.

C
A change in floor colour.

D    Nothing if the job is done quickly.



	When wet stripping a floor, what type of chemical would you use?

A    A mild detergent.

B
Whatever is available.

C
A chemical suitable for the polish and floor type.

D
Any clear chemical available.



	How would you apply an emulsion polish to a semi hard floor?

A
In one thick coat.

B
In thin even coats.

C
When the weather is good.

D
Using an old mop.




CHECK WHAT YOU KNOW ABOUT CLEANING FLOORS WITH MACHINES (continued)

	What would you do with unused stripping solutions on completion of the job?

A
Leave it in a bucket in the store.

B
Save it for using in a few weeks time.

C
Dispose of it correctly and clean out the applicator container.

D   Pour t back into the chemical container with the remaining chemical.



	What would you do with all cleaning equipment once you have finished a floor stripping job?

A
Clean all equipment thoroughly and store away.

B
Leave it for the next person using it to clean before they use it.

C
Clean it at a later date.

D    Just store it away as cleaning equipment is not important.
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