Housekeeping Learning Material
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Learning Objectives
When you have completed this Unit you will be able to:

1. Describe a variety of surface finishes within the Hotel environment

2. Describe the main cleaning agents used to clean these surfaces

3. Describe the items of both manual and mechanical cleaning equipment

4. Describe the main method of soil removal

5. Discuss the need for efficient building safety and security

Contents

This booklet will be split into manageable reading and learning sections for you to gain information for the work you will be required to undertake as part of your learning experience.

1. Cleaning

2. Surfaces

3. Cleaning agents

4. Cleaning equipment

5. Linen and bedding

6. Washrooms
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Cleaning

So, what is cleaning?

Cleaning is the process of applying energy to a surface over a period of time in order to remove soiling that has occurred.  Energy may be described as:

· Manual – e.g. cloths, brushes etc

· Mechanical – e.g. vacuum, polisher etc

· Chemical – e.g. silver dip

Most dirt and dust falls downwards and settles onto the flat surfaces of furniture, fittings and floors.  Over time, this dirt and grime can build up on walls, ledges, pipes and cupboard or wardrobe tops and high-level cleaning must be carried out to keep the Hotel looking clean and bright.

We also clean to maintain a hygienic work area and it is the most effective way of preventing the spread of disease bearing bacteria.  Thorough cleaning will also highlight areas where pests (insects or rodents) are gaining entry to the building and help to eliminate attracting them in the first place.  Cleaning is also paramount in order to comply with the Health & Safety at Work legislation.  
We also clean because we need to keep a socially acceptable environment for our guests, colleagues and anyone else who visits us.  Anyone using a building is more likely to respect one that is clean and well looked after.  This will help to ensure repeat custom and a happy working environment.

[image: image3.wmf] Cleaning also helps preserve fabric, fixtures, fittings and furnishings.  When cleaning is neglected, this causes the accumulation of soil which can lead to deterioration of the materials and subsequently a loss to the business as new furnishings need to be purchased.
Soil may be defined as any substance that is out of place, thereby directly reducing the standard of appearance and hygiene required by the business.  It can arise from four main sources:

1. Carried into a room by the air

2. Carried in on people’s feet and clothes – accounts for 80% of soil in a premises
3. Carried in on equipment

4. Caused by activities or operations carried out in a building
Surfaces

Walls

The variety of materials available for wall surfaces is larger than it has ever been and it is essential to appreciate the factors that affect the choice of such materials.

· Durability - Bearing in mind such things as the number of times the material will need to be cleaned, the substances likely to be spilt or dropped upon it and the amount of wear and tear

· Ease of application, maintenance and renewal

· Appearance - Bearing in mind the part of the building in which the material is likely to be used

· Suitability - For the particular purpose, bearing in mind the class of Hotel and its general décor
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Paint is an economical way to cover walls if it is good quality and the correct type.  

The main advantages for using paint in a Hotel are:

· They are quick-drying

· The smell quickly vanishes allowing rooms to be re-occupied without delay

· They are suitable for almost anywhere

· They will stand up to vigorous washing

Wallpaper comes in a large variety of colours and styles and the price is almost as great as the variety and design.  They are easy to hang and easy to replace, and special varnished papers can be obtained if washability is required.
The main advantages for using wallpaper in a Hotel are:

· Overall contribution to the décor of an establishment

· Its ability to cover a poor surface and make it presentable

· Some heavier papers have good insulation properties

The main disadvantages of using wallpaper in a Hotel are:

· More expensive than paint

· Abrasion resistance is relatively low

· Most papers are difficult to keep clean

· Durability can be affected in certain conditions

Ceramic wall tiles are almost the sole possibility when hygiene and durability are the main considerations, they are pleasing in appearance and easily cleaned, they are therefore particularly suitable for kitchens, bathrooms, cloakrooms and WCs.

Floors
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The cleanliness of a floor is one of the first things people notice as they walk through a building.  Floors which are dirty and poorly maintained can make the whole area look or seem grubby and uncared for, giving a poor impression to staff, guests and visitors.

A floor which is clean, well maintained and has a good shine on it will reflect light back up into the room or corridor and make the whole area look brighter and cleaner.

What is the floor made of?

Hard :
Granolithic concrete is very hard-wearing, durable and easily maintained floor material consisting of concrete made from accurately proportioned granite chippings, granite dust and Portland cement.  Whilst the finished result is not particularly attractive, cleaning is easily carried out and it is resistant to abrasion and impact.  This concrete is suitable for workshops, kitchens and service corridors.
Quarry tiles are manufactured from clay which is moulded and baked at very high temperatures.  These tiles can be obtained in different colours and they make an attractive, hygienic, easily-cleaned, durable surface which will stand up to light trucking.  These tiles are suitable for kitchens, service corridors, toilets and canteens. 
Terrazzo is an extremely attractive and hard-wearing floor made from small pieces of marble and cement, laid on top of concrete and polished to expose the upper surface.  This looks attractive in entrance halls and the borders of public corridors.

Timber flooring may be present in some Hotel rooms, there are two main types: those which are intended to be covered by carpet and those which are sufficiently attractive to be left uncovered.  The modern practice is to use tongue and grooved boards for both ground floors and upper floors because air can circulate underneath these floors.

Blocks and parquet have similar appearance when laid and can be laid in attractive patterns.

The timber to be used should be carefully chosen, as timbers vary greatly in durability and appearance.  Amongst the more popular timbers are oak, maple, teak, greenheart and beech.

Semi-hard :
Linoleum is a very durable material and can be obtained in different thicknesses, colour and in sheet or tile form.  Linoleum may be laid on either concrete or wooden sub-floors.  
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Soft :
Carpets can be laid on dry, clean and smooth floors. They are used for appearance, warmth and sound insulation.  Carpets are considered as a floor covering as they are rarely stuck down and can therefore be lifted when necessary.

Furniture

The term furniture is usually applied to those moveable, fitted and built-in structures which furnish bedrooms, lunges, offices and such similar areas.  

Wooden furniture can either be made from hard or soft wood.  Hard wood is more expensive such as mahogany, teak and oak.  The soft wood is example is pine.

Metal furniture can have great strength and are therefore suitable for the legs and frames of tables and chairs and for supporting particularly heavy items e.g. marble table tops.  The most common metals in use are iron, steel, aluminium, brass and copper.

Plastic or glass fibre reinforced plastic and high density polypropylene are moulded to form lightweight seating, tables and frames for other types of furniture.  Laminated plastics are produced as veneers under many trade names e.g. Formica.  They are durable, stain and water resistant and resistant to most chemicals.

Upholstered furniture was designed to make furniture more comfortable.  The introduction of springs between the webbing and Hessian increased comfort even more but made the furniture look big and clumsy.  Nowadays tension springs as opposed to old coiled springs are used.  The seat consists of a loose piece of foam plastic cut to the shape of the chair and covered with material to match the rest of the upholstery covering.
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Cleaning agents

Many cleaning agents can be hazardous to health if they are not handled and used correctly.

The Control of Substances Hazardous to Health (COSHH) Regulations 2002 require employers to prevent or adequately control employees and others exposure to hazardous substances to prevent ill health.

Under these regulations an employer should provide you with suitable and sufficient information, instruction and training regarding the substances you work with or could be exposed to.

Manufacturers instructions will tell you how to use cleaning agents correctly and safely, providing information on dilution rates, the type of surfaces the product can be used on, contact times, hazard warnings, safety precautions and what to do in the event of an accident.

It is important to choose a cleaning agent suitable for the job to be done, e.g. if you are going to remove ground-in soil then a detergent or hard surface cleaner should be used.

You must remember to prepare the working area by clearing the floor of all furniture, get help from colleagues to move anything which is too heavy or awkward for you to safely manage on your own.  
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You will also need your own personal protective clothing, as a minimum you will need rubber gloves.  Read the manufacturers guidelines for further PPE.
Detergents

Detergents are cleaning agents used in conjunction with water.  The term detergent includes soap.

A detergent should:

· Be readily soluble in water

· Produce no scum in either hand or soft water

· Have good wetting powers

· Have a good suspending power, so that once the particles of dirt have been removed, they can be held in suspension and not re-deposited

· Have good emulsifying powers so that grease and oil are broken up

· Be effective over a wide range of temperatures

· Be harmless to the skin

· Clean quickly and with little agitation

· Be easily rinsed away

Typical examples of detergent are:

· Soap (toilet, scrubbing, flakes, powders)

· Abrasives

· Metal polishes

· Polishes

· Window cleaners

· Toilet cleanser

· Disinfectants & Antiseptics

· Solvents

· Acids

· Alkalis

Steps to effective cleaning

1. Initial clean

· Remove any large pieces of rubbish or debris by hand

· Remove loose dust with vacuum cleaner, dust control mop or sweeper

2. Main clean

· Use a suitable rotary floor machine fitted with a tank and anti-splash skirt or

· Use a deck scrub to remove ground in dirt &

· Use a mop and bucket to remove excess water and rinse periodically with clean water – ideally you will have a colour coding system to prevent cleaning materials transferring between departments and help prevent cross-contamination i.e. (Red – kitchen, Yellow – storage, Blue – Guest bathroom, Green – corridors)
Cleaning equipment

The removal of dust and dirt is an important part of the work of the housekeeping staff and as well as having large scale cleaning equipment the staff require to have a large range of small equipment in order to carry out specific tasks.


[image: image9.wmf]

[image: image10.wmf]
[image: image11.wmf]
Electric vacuum cleaners
These may be upright, round or cylindrical and some are more adaptable for special purposes than others.

It is essential that the bag or container in to which the dust collects is not allowed to become over full, or a strain is put on the motor and will prevent pick up.  
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Upright vacuum
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Dustette
Cylinder vacuum
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On all cylinder cleaners the return air is filtered before release back into the atmosphere.  This filter must be efficient to prevent fine particles of dust or bacteria being blown back into the room.  All types of filters must be cleaned frequently.  The cylinder and round types of vacuum cleaners work on a suction action to remove dirt, whereas an upright model has a beating, sweeping and suction action all combined.
Electric floor scrubbing and polishing machines

These types of machines are now frequently used for cleaning large areas of ‘hard’ floors e.g. Hospital corridors and wards

Many machines are now dual purpose and can either be used for scrubbing, polishing or even shampooing carpets.  The base of these machines consists of one large or several smaller scrubbing or polishing pads which revolve and scrub or polish the floor.  The brushes or pads must be kept clean and if they become clogged with polish may be soaked with white spirit before washing.

Linen control

To maintain the standard of linen, strict stock control should be exercised.  The inventory should be done on a regular basis as it checks the amount of linen, brings to light any missing linen and also indicates if new linen is required.

	
	Sheets
	Pillows
	Towels

	Stock in hand
	100
	98
	146

	New stock
	50
	40
	

	Total
	150
	138
	146

	Less condemned
	20
	12
	

	Discrepancies
	
	
	

	Action
	
	
	


Every piece of linen must be taken into consideration e.g. articles in current use in the restaurant, kitchen, bedrooms, on the floor, being mended and those at the laundry.

Storage of linen

· The shelves in the linen store should be firmly fixed to the wall and floor to withstand heavy weight
· The shelves should be clearly marked with linen type and sizes

· Shelves should reach to the ceiling but there should be room under the bottom shelf to sweep the floor

· The linen should be kept aired by having a warm room and slatted shelves to allow free circulation of air and prevent mildew from forming

· Protect linen from dust by having the shelves covered with curtains or doors

· Use linen in rotation as it lasts longer if it is allowed to rest

· To make counting easier, stack with folds outwards.  Small articles e.g. napkins can be places in tens

· A reserve stock of linen is best kept stored in its original packing paper.  Some articles e.g. bed linen cannot be used without it being laundered first.  Therefore the reserve stock should contain a number of articles already laundered.
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Due to high costs involved in keeping the linen at a high standard, many Hotels are now hiring linen.  Firms undertaken to supply clean linen articles in good condition and make arrangements between themselves and the Hotel about prices, deliveries, collections etc.

There are advantages and disadvantages to hiring linen:

Advantages

· It cuts out the heavy initial cost of buying linen

· Cuts out the replacement cost of linen

· Hire charges may be no greater than depreciation and laundering costs

· Repairing of linen in eliminated

· A smaller linen room is required

· Short term loans of linen can be arranged for special occasions

· It is particularly useful for seasonal hotels
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Disadvantages

· Service may be disrupted during Bank Holidays

· Some linen may be sent back stained or discoloured

· Inventory must be checked as charges are incurred for lost items
Beds and bedding
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When guests stay in a Hotel they are concerned with eating and sleeping and the comfort of the bed is of great importance.  The bed must not only be comfortable, but look inviting, and this will depend on the design, the materials from which they are made and the neatly finished appearance of them.  

A bed consists of a mattress supported by a base.  The base may be of open springs, wire mesh, laminated wood strips or the coiled springs may be covered to give an upholstered base.

When the base is not upholstered there should be an underlay of strong material such as hessian or canvas to protect the mattress from abrasion.  The height of the bed will influence the ease with which elderly guests can get in and out of, the ease with which the maid can make it and lastly the appearance of the bed in the room.

It is usual for a bed to have a headboard, though this may be fixed to the wall and the bed pushed against it, as is the case with divans.  The headboard must be sufficiently high to protect the wall from soiling when guests sit up in bed.  It may be in different materials such as wood, metal or plastic and made in plain or fancy shapes.  There may or may not be a footboard but in any case, foot and headboards must be firm to prevent movement and squeaking.  The feet of the bed should be such that they neither scratch a polished surface, nor damage a carpet by cutting or badly flattening it, nor move too readily when the guest is in the bed.  Suitable castors should therefore be used, such as small wheels which may lock or steel skids.
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Mattresses vary in depth, quality and price and to keep them in good condition they should be turned to even the wear.

The amount of cleaning required for the bases and mattresses depends on the use and the atmosphere to which they are subjected.  Dust should be removed periodically from the open wire springs with a duster or soft brush and from the upholstered bases and mattresses with a brush or vacuum.

Pillows also require care and attention and feather pillows should be dry cleaned or laundered every few years.  It may be necessary afterwards to put the feathers into a new feather-proof case, owing to the original becoming stained.  Pillows with man-made fillings can be washed very satisfactorily when necessary.
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Guests expect to be warm in bed, and it is usual in an Hotel to provide one under-blanket and two or three top blankets for each bed.  The size of the blanket varies tremendously but they are generally smaller than sheets and they do not require as much turn over at the top.  Weight in blanket does not necessarily mean warmth; a blanket with an open weave, i.e. cellular, is very light and yet very warm.
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In use, blankets become soiled, especially under-blankets, and so will require to be laundered or dry cleaned.  All blankets can be washed, but woollen ones are liable to flet and so are often dry cleaned.

Eiderdowns & quilts
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Bedspreads are used to cover the bed during the day, and in Hotels are normally removed at night, folded and put away.  The colour and pattern must suit the décor of the room, matching, contrasting or picking up a colour from the curtains or carpet.  The bedspread is frequently sat on, has parcels put on it and is folded nightly, so the material which it is made of should not crease or snag, and should stand up to frequent laundering or dry cleaning.
  Of the many materials suitable, some of the more commonly used are candlewick, taffeta, chintz, rayon and cotton satin and light weight tapestry.

Bedspreads may be of the fitted or throw-over type; the latter reaches almost to the ground and in order that the corners do not hang too low at the foot of the bed they are rounded.
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Washrooms
The standard of cleanliness of washroom areas in public places is just as important as those with Hotel en-suite facilities.  Many customers are influenced by this cleanliness and it often gives an overall view of an establishment, especially places where hygiene is particularly important.

Generally people feel that if an establishment maintains a high standard of cleaning in washrooms then the other areas will be clean too, like the kitchen or bedrooms.

Toilet and washroom areas need to be clean, hygienic and well maintained at all times to provide safe, pleasant facilities for customers, staff and visitors.  Regular and thorough cleaning will help keep bacteria to a minimum level.  The frequency of cleaning will depend on how much use the area gets, and will vary from once a day (minimum) to perhaps every hours in busy places.
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It is important to display a notice to let others know that cleaning is taking place.  This is particularly important if you are cleaning in toilet areas that are for the use of the opposite sex to yourself.  If this is the case knock on the door and call out as you enter to warn people you are coming in.

You will also need to display a ‘caution’ or ‘cleaning in progress’ sign to protect others from slipping on the wet floor or tripping over your equipment.  You may have already learned about this under the Health & Safety at Work Act.
Ventilation

You need to make sure that there is good ventilation / air circulation in the area, open windows if you can as fresh air will be able to circulate through the room, remember that if this makes the room very cold, close the window once you are finished.  Some toilets or washrooms may not have outside windows, instead they may have an extractor fan, if this is the case then make sure they are switched on.
Cleaning basins


Begin by cleaning the surfaces around the wash hand basin, including pipes, tiles, ledges and dispensers.  Clean the surfaces and fittings methodically washing the cloth out regularly in the cleaning solution or rinsing it in hot water to remove soiling.  

Clean the basins starting on the outside and working inwards.  Pay careful attention to the waste outlets and overflows ensuring they are dirt and debris free, you may have a toothbrush especially for this type of job.

Rinse away dirt and cleaning product the dry taps and surfaces with a clean dry cloth or disposable paper towel.  Buff to a shine to remove streaks and smears.

Cleaning toilets




Consumable items

Lack of items such as soap and paper towels in toilets and washrooms is annoying and frustrating for users and portrays a poor customer service.
Once you have finished cleaning and washing down all areas you must check the stock of:

· Soap

· Toilet rolls

· Paper towels 

[image: image25.wmf]
Many hand soap dispensers use cartridge refills, which need to be correctly inserted into the dispensing unit.  Ensure that the nozzle is properly positioned and any seals are removed to allow the product to freely dispense.

Dispensers may become loose from the wall, become jammed, blocked or broken and should be reported to an appropriate person.

Housekeeping Guidelines

Entering the room

· Knock on the door and identify yourself (Housekeeping) before entering the room
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Check to ensure the following are working

· Thermostat

· Lights/lamps

· Smoke detector

· TV/Radio

· Windows

· Locking devices
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Making the bed

· Strip & shake out all bed linen to ensure no items have been left behind by guests

· Lay clean, wrinkle free under-pad on mattress 

· Spread bottom sheet over pad and smooth, tucking both sides under mattress.  Leave bottom hanging free over foot of bed

· Spread top sheet, ensuring it is centred and that at least 8” is available to overlap blankets at the head of the bed

· Tuck sheet & blankets together under mattress at foot of bed only, making neat ‘hospital’ corners & leave sides hanging

· Never tuck the top sheet under the mattress as the sides as the bottom sheet will become loose when the guest pulls down the top sheet and blanket to get into bed

· Replace pillow cases, place pillow on bed with open ends toward the outside

· Cover bed with a clean bedspread, which should be free of wrinkles and hang evenly around the bed

Personal belongings
In order to ensure that no personal belongings were left behind by departing guests, check under beds, inside all drawers, on the back of the bathroom door and inside the bathroom cabinets.  Articles left behind should be labelled with date found and room number/guest name & stored in the lost & found locker.

Dusting

If left unattended, dust build up can become a serious problem.  Remember to dust:

· All woodwork & furniture

· Picture frames

· Window & door sills

· Shelves & clothing racks

· Heating/air conditioning units and vents

· Lampshades

· Television & electronics
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Vacuuming

Remember to vacuum carpeted areas including under the beds and furniture and pass the vacuum nozzle over ventilation grills to remove dust build up

One last look

After the room is completed, stand in the doorway and take a good look around from a guest’s perspective, correct any deficiencies, deodorize the room and lock the door behind you

	Area for Cleaning
	Person responsible
	Cleaning Day
	Chemicals required

(COSHH)
	Materials required
	Safety precautions

Initials

	Entrance Hall

	Clean skirting
	HK
	Daily
	Disinfectant
	Damp cloth
	Follow manufacturer guidelines

	Sweep & Wash floors
	HK
	Daily
	Bactericide
	Broom

Mop & bucket
	Follow manufacturer guidelines

	Wash walls
	HK
	Daily
	Bactericide
	Damp cloth
	Follow manufacturer guidelines

	Wash windows
	HK
	Weekly
	Window cleaner
	Non fibre cloth
	Follow manufacturer guidelines

	Wipe window ledge
	HK
	Daily
	Bactericide
	Damp cloth
	Follow manufacturer guidelines

	Wash radiators
	HK
	Weekly
	
	Damp cloth
	Follow manufacturer guidelines

	Vacuum carpet
	HK
	Daily
	
	Hoover
	

	Polish brass/silver
	HK
	Weekly
	Brass/silver polish
	Polishing cloth
	Follow manufacturer guidelines

	Wash door
	HK
	Daily
	Bactericide
	Damp cloth
	Follow manufacturer guidelines

	Clean pictures
	HK
	Weekly
	
	Duster
	

	Clean mirrors
	HK
	Daily
	Mirror cleaner
	Non fibre cloth
	Follow manufacturer guidelines

	Dust surfaces
	HK
	Daily
	
	Duster
	

	Dust lampshades
	HK
	Daily
	
	Duster
	

	Bedroom

	Clean skirting
	HK
	Daily
	Disinfectant
	Damp cloth
	Follow manufacturer guidelines

	Sweep & Wash floor
	HK
	Daily
	Bactericide
	Broom

Mop & bucket
	Follow manufacturer guidelines

	Wash walls
	HK
	Daily
	Bactericide
	Damp cloth
	Follow manufacturer guidelines

	Wipe window ledges
	HK
	Daily
	Bactericide
	Damp cloth
	Follow manufacturer guidelines

	Wash radiators
	HK
	Weekly
	Bactericide
	Damp cloth
	Follow manufacturer guidelines

	Polish brass/silver
	HK
	Weekly
	Brass/silver polish
	Polishing cloth
	Follow manufacturer guidelines

	Vacuum carpet
	HK
	Daily
	
	Hoover
	

	Clean fireplace (real or electric)
	HK
	Daily
	
	Shovel & bucket (real)
	

	Clean pictures
	HK
	Weekly
	
	Duster
	

	Clean mirrors
	HK
	Daily
	Mirror cleaner
	Non fibre cloth
	

	Clean tables
	HK
	Daily
	Polish
	Damp cloth

Polishing cloth
	Follow manufacturer guidelines

	Dust chairs
	HK
	Daily
	
	Duster
	

	Dust surfaces
	HK
	Daily
	
	Damp cloth

Polishing cloth
	

	Dust lampshades
	HK
	Daily
	
	Duster
	

	Dust cupboards (in)
	HK
	Weekly
	
	Duster
	

	Dust cupboards (out)
	HK
	Daily
	
	Duster
	

	Change bed sheets
	HK
	As req
	
	
	Comply with manual handling

	Make bed
	HK
	Daily
	
	
	Comply with manual handling

	Bathroom

	Clean skirting
	HK
	Daily
	Disinfectant
	Damp cloth
	Follow manufacturer guidelines

	Sweep & Wash floor
	HK
	Daily
	Bactericide
	Broom

Mop & bucket
	Follow manufacturer guidelines

	Wash walls
	HK
	Daily
	Bactericide
	Damp cloth
	Follow manufacturer guidelines

	Wash window
	HK
	Weekly
	Window cleaner
	Non fibre cloth
	Follow manufacturer guidelines

	Wipe window ledges
	HK
	Daily
	Bactericide
	Damp cloth
	Follow manufacturer guidelines

	Wash radiators
	HK
	Weekly
	Bactericide
	Damp cloth
	Follow manufacturer guidelines

	Vacuum carpet
	HK
	Daily
	
	Hoover
	

	Clean tiles/surface
	HK
	Daily
	Tile cleaner
	Damp cloth
	Follow manufacturer guidelines

	Clean mirror
	HK
	Daily
	Mirror cleaner
	Non fibre cloth
	Follow manufacturer guidelines

	Clean bath
	HK
	Daily
	Bath cleaner
	Damp cloth
	Follow manufacturer guidelines

	Clean shower cabinet
	HK
	Daily
	Shower cleaner
	Damp cloth
	Follow manufacturer guidelines

	Clean sink
	HK
	Daily
	Bactericide
	Damp cloth
	Follow manufacturer guidelines

	Clean taps
	HK
	Daily
	Bactericide
	Damp cloth

Tap polisher
	Follow manufacturer guidelines

	Toilet to be bleached
	HK
	Daily
	Bleach
	Toilet brush
	Follow manufacturer guidelines

	Other services

	Water plants
	HK
	Daily
	Plant food
	Watering can
	

	Clear dead flowers
	HK
	Daily
	
	Bin bag
	

	Empty waste baskets
	HK
	Daily
	
	Bin bag
	


Put out the WET FLOOR or CLEANING IN PROGRESS sign where they can be clearly seen by others.





Brooms & brushes


These are used for removal of dust from a variety of surfaces e.g. floors, walls, upholstery etc.  Originally brushes were made from natural fibres such as horse hair but now synthetic fibres such as nylon are often used.  To keep bristles in good condition brooms and brushes must never rest on their bristles.  When not in use they should be hung up on hooks or in a holder.  When necessary the brushes should be washed in warm water and a detergent, rinsed thoroughly, shaken free of surplus water and left to dry so that water does not penetrate into the backing.





Mops & squeegee’s


They can either be used for dusting, light polishing or washing a floor.  Cotton headed mops used for dusting must be shaken well after use to remove dust and washed from time to time.  Impregnated mops must also be washed when necessary and when dry should be soaked in a little oil.  Squeegee mops have sponge type heads which must always be wet before use.  The must always be dismantled and cleaned thoroughly after use.





Cloths


A variety of cloths are needed for cleaning both wet and dry surfaces.


Fine net cloth – high level surfaces


Floor cloths – low level surfaces


Dusters


Rags - polishing





Blankets may be made of:


Wool


Man-made fibres


Mixtures of wool & cotton or wool and man-made fibres





Eiderdowns are filled with down from the eider duck.  When not filled with down, which is expensive, they are filled with curled feathers or other materials and should be called quilts.





Make sure that you have all the equipment and materials you need for cleaning the washroom as it will save you time trying to find them later.  You will usually have separate colour-coded equipment for washroom so they do not get mixed up with the equipment that is used for cleaning the kitchen for example, this helps prevent cross-contamination.  What PPE should you have with you?





Clear the surface of any moveable items and using the correct colour-coded cloth rinse off any loose soiling and dust before applying the cleaning solution, diluted according to manufacturer instructions.





Close the lid and flush the toilet, apply toilet cleaner to the inside bowl, making sure it reaches under the rim and leave this according to manufacturer ‘contact time’.  Whilst you allow the toilet cleaner to work you can wipe the cistern, handle, outside of the toilet bowl, toilet lid and seat, pipes, tiles, door handle and toilet roll holder using colour-coded cloths which have been immersed in a detergent and wrung out.
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