L2 NVQ in Cleaning & Support Services
Good Housekeeping
The aim of this workbook is to provide information on the importance of Good Housekeeping.
Objectives:

At the end of the session you will be able to:

1. Understand in more detail by reading information and completing tasks on the following:-
a)  Choosing the correct equipment
b)  Reading Labels
c)  Personal Protective Equipment
d)  Colour Coding
e)  Dealing with deliveries
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CODE_ | DESCRIPTION UNIT | QTY
Mas7__| MOP HEAD 1 2
8438 | BUCKET x 12 litre 1 1
G438 | GLEAN x 500 m! 6 3
T578__| CITRUS GEL x 500 m! 1 8
7568 | ZAP x5 litre 1 3

Purchase Order
QTY | CODE| DESCRIPTION
B436 | BUCKET x 15 lire
258 [ ZIP xSt

UNIT | TOTAL
1 1
1 3

G438 | GLEAN x 500 ml 6 [
M4s7 [ MOPHEAD 1 :
C578 | CITRUS GEL x 500 mi 1 e;

GLEAN

6x 500 ml

CITRUS GEL

6x 500 ml ,Mn"w

PROBLEMS:
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Skills checklist







When carrying out your work as a cleaner, it is important to conduct cleaning tasks in the most efficient order to prevent dirtying other areas, including those you have just cleaned.  When you have finished cleaning it is important that the work area meets workplace requirements.  It is also important that you work efficiently in a routine, know how to order your materials and equipment when you need them and you may also have to check in deliveries.   Knowing the correct personal protective equipment for each job you do and the reasons for colour coding, ensures that you are working hygienically, efficiently and complying to health & safety laws and company policies and procedures.
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Choosing the correct equipment
  
In order to carry out a cleaning job properly and safely, you need to choose the correct equipment. For each job you must consider:

· What are the risks?
· What can I do about them?
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Risk 1: Cross-contamination
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What to do about it
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Choosing the correct equipment      
· [image: image17.emf]What are the risks?
· What can I do about them?
Risk 2: handling hazardous chemicals
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What to do about it
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WARNING CORROSIVE

Do not use with other products.

Causes burns.

Keep locked up and out of reach of children. Store upright in a cool environment.
Wear suitable hand and eye protection.

Protect clothes from splashes.

In case of contact with eyes, rinse immediately with plenty of water.

In case of accident, or if you feel unwell, seek medical advice immediately.




Choosing the correct equipment      
You have been asked to clean the kitchen/rest room floor INCLUDING  washing down the work surfaces, sink, tables and chairs, vacuuming the floor and mopping.
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Circle all the equipment IN THE PICTURE THAT you will need
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Why should your storeroom/cleaning cupboard be kept clean, safe and secure?
.............................................................................................................................................................................................................................................................................................................................................................................................
...............................................................................................................................

Choosing the correct equipment   
Why is it important to wear personal protective equipment and important for others to see you wearing it?
Why is it important to maintain high levels of personal hygiene during your work?

Complete the table below stating which cleaning tasks you complete in your job and the equipment that you use.

	Cleaning Job
	Equipment/materials used

	
	

	
	

	
	

	
	

	
	


How would you clean surfaces without causing injury or damage?
What results would you achieve if you used the wrong or unsuitable materials and/or not followed the manufacturers’ instructions?
Dealing with Spillages          



Decide whether the following statements are true or false.

1 In the case of spillage of non-bodily fluid, the warning signs should be placed 1–2 metres either side of the spillage. 







              True / False

2 The word ‘residue’ means what is left of the spillage. 







True / False

3 In the case of spillage of non-bodily fluids, the floor should always be dry-mopped to aid drying time. 






               True / False

4 In the case of a spillage of bodily fluids, there are three ways to dispose of the waste. 







True / False

5 The phrase ‘third party’ means a third person. 







True / False
6 In Section 5.5, what personal protective clothing should you wear when dealing with this spillage?
A  Goggles

B  disposable gloves

C  face mask

D  coveralls

7 If a spillage pack is not available, what should you use to cover the spillage?

A  a waste bag

B  absorbent granules from the spillage pack

C  paper towels or other absorbent materials

D  a disinfectant solution
Measuring water with a bucket
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Buckets come in many different sizes. Here is a selection of different sized buckets that you may come across at work.






If a bucket is half-full, how much water does it contain?

If a bucket is quarter-full, how much water does it contain?


Measuring water with a bucket
         
1 How much water does a 30 litre bucket
contain when it is half-full? ____________ litres

2 How much water does a 30 litre bucket
contain when it is quarter-full?____________ litres

3 How much water does a 12 litre bucket
contain when it is half-full?____________ litres

4 How much water does a 12 litre bucket
contain when it is quarter-full? ____________ litres








Which of these buckets contain the same amount of water? __________ and ___________
Using your time efficiently

              
It is useful to plan your working day in order to make best use of the time available.


Using your time efficiently

                         


Plan each of these cleaning jobs.
1 





a








b


2  a





b


Using your time efficiently                                                                     
How would you change your cleaning method to suit the soiling and surface – do you have different methods available to you?
What cleaning methods and techniques do you use that may cause nuisance to the public/client and how could you avoid this?

Why is it important to check the quality of your work as you go along?

What are your procedures for dealing with and reporting accidental damage?

Are there any permits and checks required for you to work on the premises?

What instructions and procedures do you follow for entering and leaving the workplace and why should you follow them?

How would you identify signs of pest infestation and what action would you take?


Checking deliveries



              
It is important to check deliveries to make sure that the items received are the same type and quantity as those ordered. Most companies have a particular procedure to follow.



Checking deliveries



           
Check the delivery note against the purchase order and the items delivered. Write down any problems that you find.












Candidate Name:


.........................................................


Signature:


.........................................................


Date Completed:


.........................................................





Assessor Name:


.........................................................


Signature:


.........................................................


Date Assessed:


.........................................................





Skills for cleaning�
Now�
Later�
�
Choosing  the correct equipment�
�
�
�
Dealing with spillages�
�
�
�
Measuring water with a bucket�
�
�
�
Using your time efficiently�
�
�
�
Checking deliveries�
�
�
�






Bacteria are passed from place to place through unhygienic cleaning methods, for example by using the same cloth for the kitchen work surface as for the toilet.





Cleaning equipment that might be colour coded:


Brooms


Mops


Buckets


Cloths.





Use colour-coded cleaning equipment for cleaning different areas.


Work from the cleanest area towards the dirtiest.


























General areas 








Kitchen





Sanitary appliances (such as toilets) and washroom floor 





Remember!


Find out about the colour-coded equipment in your place of work. 





Answer the following questions, using the information above.


Which colour mop and bucket would you use for cleaning the kitchen floor? 














Which colour cloth would you use for cleaning a toilet?














Which two colours of cleaning equipment would you use in the washroom? 

















Which colour cloth could you use for cleaning the telephone in an office?

















What does ‘disposable’ mean?

















What does ‘sanitary’ mean?











PPE includes:


Gloves


Aprons


Overalls


Goggles


breathing equipment.








Chemicals in cleaning products can be hazardous. They can lead to health problems – from skin rashes to serious breathing difficulties – and even death, if used incorrectly.





Read labels on products and information on safety data sheets to find out about the product and how to use it safely.


Use the correct personal protective equipment (PPE).





Tips


Look under ‘warning’ for the things that need to be protected.





ANSWER THESE QUESTIONS


Which type of PPE would you use with the Drain Away product? 


Choose from the list of PPE above.











Give reasons why you would use the PPE you have chosen.

















From the picture on the label, what do you think a corrosive chemical does to the skin? Choose from the following:








Makes it itch 	Burns through it 	Makes it soft





Choose the signs that are appropriate to the jobs.





Try this


Check the size of the buckets that you use at work. Write down a description of each bucket and its size in litres.





30 litre bucket





20 litre bucket





10 litre bucket





	Buckets are 	useful for 	measuring approximate amounts. For accurate measuring, use a measuring jug.





25 litre bucket





A 20 litre bucket that is half-full


contains 10 litres. (20 ÷ 2 = 10)





Tip


Divide by 2 to find half of an amount.





Tip


Divide by 4 to find quarter of an amount.





A 20 litre bucket that is quarter-full contains 5 litres. (20 ÷ 4 = 5)





It depends on the size of the bucket! A half-full 10 litre bucket contains 5 litres. (10 ÷ 2 = 5)





It depends on the size of the bucket! A quarter-full 10 litre bucket contains 2.5 litres. (10 ÷ 4 = 2.5)





30 litre bucket





Remember!


Divide by 2 to find half of an amount.


Divide by 4 to find quarter of an amount.





12 litre bucket





Half-full 12 litre bucket





Half-full 10 litre bucket





Quarter-full 24 litre bucket





Remember!


1 hour = 60 minutes








You have 2 hours and 15 minutes to clean 10 rooms.


Convert the hours into minutes first:


2 hours and 15 minutes = 60 minutes + 60 minutes + 15 minutes = 135 minutes


Then divide the number of minutes by the number of rooms you have to clean:


135 minutes ÷ 10 = 13.5 minutes


You can spend 13.5 minutes cleaning each of the 10 rooms.





To work out how long you can spend on each task, divide the time you have available by the number of tasks


You will need to convert the hours into minutes first.


Examples:	


1 hour and 10 minutes	= 60 minutes + 10 minutes			= 70 minutes


2 hours			= 60 minutes + 60 minutes			= 120 minutes


2 hours and 25 minutes	= 60 minutes + 60 minutes + 25 minutes	= 145 minutes





Calculate time duration by counting the hours and minutes between two times:


Start time					Finish time


9:15						11:30








From 9:15 to 11:30 is 2 hours and 15 minutes.





Today I have 10 guest rooms to clean in 2 hours 15 minutes. How long can I spend cleaning each room?





I start work at 9:15 and finish at 11:30. How much time do I have to do my work?





Remember!


1 hour = 60 minutes








Calculate how much time is available by counting the�hours and minutes from the start time to the finish time.


Find how long you can spend on each job by dividing�the available time by the number of jobs. (You will need�to convert the time into minutes before you divide.)





I have from 3:30 to 5:00 to clean 6 classrooms.


How much time is available to do my work?


Available time =____ hours and ____ minutes





How much time can I spend cleaning each of the 6 classrooms?


Spend _____ minutes cleaning each classroom





I have from 6:45 to 8:30 to clean 3 offices.


How much time is available to do my work?


Available time =____ hours and ____ minutes





How much time can I spend cleaning each of the 3 offices?


Spend _____ minutes cleaning each office.





Understanding the words and abbreviations used on the paperwork helps the checking process.








DELIVERY�
�
CODE�
DESC�
UNIT�
QTY�
UNIT PRICE�
TOTAL�
�
Z584�
ZAP 500 ml�
1�
18�
£1.70�
£30.60�
�



                                                       




















Open the boxes.��������Do they contain the stated contents?�Are any items damaged?





If there are any discrepancies or problems, ask your line manager for advice.





Check the delivery note against the items received.�������Are they the correct items?�Are all the items there?





Check the delivery note against the order form.������Are the items the same on both?�Are the quantities the same?





When a delivery is received
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