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1.0 
Policy

St. Attracta’s is committed to providing a clean home environment within which our residents can reside and our staff can work.  

We are responsible for ensuring that all at risk items are cleaned and decontaminated properly to minimise the risk of infection to residents, staff and visitors.

2.0 
Definitions

Decontamination: a general term for the destruction or removal of microbial contamination to render an item safe. This includes methods of:

· Cleaning

· Disinfection

· Sterilisation 
Cleaning: a process, using general-purpose detergent and hot water (<35°C), to physically remove contaminants, including dust, soil, large numbers of micro-organisms (germs) and the organic matter (e.g. faeces, blood) that protects them.

Disinfection: a process used to reduce the number of micro-organisms, but not usually of bacterial spores. The process does not necessarily kill or remove all micro-organisms, but reduces their number to a level which is not harmful to health. Heat disinfection methods (e.g. dishwashers, washing machines, bedpan washers, disinfectors, steam cleaners etc.) are more reliable than chemical methods and should be chosen whenever practicable.

Sterilisation: a process that removes or destroys all micro-organisms including spores and viruses. All items entering a sterile part of the body e.g. bladder, or coming into contact with broken skin/mucous membranes, must be sterile.

3.0 
Responsibility

3.1 
All Staff: Maintain a clean environment

3.2
Housekeeping Staff: Use appropriate PPE, equipment and chemicals in the cleaning of St. Attracta’s Residence
3.3
Director of Nursing/General Manager: Train new staff on the relevant processes and issue a copy of this policy to new staff upon commencement.  Evaluate adherence to the process

Procedure

4.0
Scheduling and Audit of the Cleaning Services 

4.1
St. Attracta’s Residence recognizes that cleaning is the single most effective way of reducing the risk of infection from the environment and is usually the first stage before disinfection or sterilisation is attempted. The value of cleaning cannot be overemphasized. Without cleaning an item first, it may not be possible to disinfect or sterilize it properly.  

4.2

All staff has a responsibility for maintaining a clean environment.  All staff shall maintain a clean environment as they perform their daily duties.  

4.3

The privacy and dignity of residents shall be maintained when St. Attracta’s Residence is being cleaned.  Staff shall knock on resident’s room doors before entering, and shall inform residents if they are going to clean an area where a resident is sitting. 

4.4

The Director of Nursing/General Manager in consultation with the housekeeping team have developed a cleaning schedule for. St. Attracta’s Residence. This involves: 
· Identifying areas to be cleaned

· Agreeing cleaning frequencies 
· Cleaning staff shall be rostered appropriately to complete the cleaning schedule. 
· Each task has an associated method statement.

4.5
Evaluation of the cleaning undertaken in St. Attracta’s Residence shall be an ongoing process. The Housekeeping supervisor carries out periodic inspections and audits to evaluate the cleaning internally.  

4.6

Residents, and their relatives/representatives, shall be consulted periodically regarding their perception of the cleanliness of St. Attracta’s Residence.  This is done via the annual surveys.  
5.0

Cleaning Process 

5.1
Prior to commencing cleaning, staff shall consult the cleaning schedule 
5.2
The relevant cleaning equipment shall be gathered. Staff shall ensure that all cleaning equipment is clean and dry before starting any cleaning process.  Staff shall refer to manufacturer’s instructions for use of all cleaning materials and equipment. 

5.3
Prior to commencing a cleaning process, staff shall plan the work route and when necessary remove furniture and equipment. 
5.4
Clean yellow floor signs shall be positioned at the start of the task where they are most effective and people will know cleaning is in progress.  

5.5
Staff wear suitable Personal Protective Equipment (PPE) when cleaning 
5.6
Goggles will be work where there is a risk from the chemical being used.  This is determined by the Materials Safety Data Sheets for all chemicals which is held in the Cleaners Store.   For Health and Safety reasons always add the cleaning agent to water, preventing possibility of the cleaning agent being splashed into the eyes. 
5.7

When operating electrical machinery, the cable shall always be kept behind the machine. 

5.8
Electrical machinery shall be unplugged before adjusting or changing any fittings on the machine. 

5.9
Cleaning agents shall never be mixed, as poisonous gases could result, always ventilate any areas where chemicals are used. 

5.10
A general rule of cleaning is to start cleaning at the highest point and work towards the lowest, and from outside to inside, also to work from the cleanest to the dirtiest.   

5.11
When the cleaning process is complete and the floor is dry, the yellow floor signs shall be removed, and hung at the hanging points located throughout the house. 

5.12
Items that are cleaned shall be stored dry.  

5.13
Residents and visitors shall not have access to cleaning/disinfecting chemicals. All chemicals shall be securely locked away after use in the cleaners stores.  
6.0
Colour Coding 

6.1
St. Attracta’s Residence have a colour coding system in place for cleaning cloths to minimise the risk of cross contamination. 

6.2
This colour coding system shall be communicated to all staff in the home.
6.3
The colour coding system is: 

	Colour
	Indication

	Red

(Disposable)
	Signifies all cloths and equipment for use in sanitary areas, for all sanitary appliances and the washroom floor. 

	Blue


	All cloths and equipment for all general areas including bedroom areas, departmental areas, office areas, public areas etc.

	Green 
	All kitchens 


7.0
Providing a Clean and Hygienic Environment

7.1
All areas in St. Attracta’s Residence shall be clean, tidy and well maintained, be free of rust, with no blood or body substances, dust, dirt, debris and spillages and be uncluttered with only appropriate, cleanable, well-maintained furniture, fixtures and fittings used.
7.2
Fire exit and entrance doors shall be clear and uninhibited. 
7.3
All goods and equipment shall be stored in designated storage areas, not in rooms and/or corridors. 

7.4
The environment and equipment shall be clean and free from offensive odours. 
7.5
All areas shall be adequately ventilated with ventilation units cleaned and serviced accordingly. 
7.6
All direct contact resident equipment, including all component parts, shall be clean and well-maintained with no blood or body substances, rust, dust, dirt, debris and spillages 

7.7
All internal rooms, fixtures, fittings, surfaces and appliances shall be clean and well maintained.  This includes toilets, bathrooms, communal rooms, resident rooms, utility/sluice rooms, kitchens, offices etc. 

7.8
Dispensers / hand-wash containers / brackets (e.g. for alcohol hand gel/soap) shall be clean and well-maintained with no blood or body substances, dust, dirt, debris and spillages, and available at appropriate locations.

7.9
Hand-wash dispensers shall be free of product build-up around the nozzle. Containers shall be replaced when empty; containers that facilitate topping-up should not be used. · To avoid splashes on surfaces, splash-backs shall be provided.

7.10
Resident personal items, including all component parts should be clean and well maintained.   Loose items, such as clothing, should be stored away either in the locker or property bag.

7.11
Flower vases where present should be clean with water changed minimum daily. Wilted flowers where present should be removed and disposed of accordingly.
7.12
Entrance matting and internal signage shall be clean and well maintained. 

8.0  
Staff Training 

8.1  
All staff of St. Attracta’s Residence receive induction and ongoing training regarding infection control, hygiene and maintaining a clean environment.  

8.2
St. Attracta’s Residence have a housekeeping staff roster in place to ensure a clean environment is maintained. This is reviewed periodically to ensure it meets the needs of the house.  
Appendix 1: Method Statements

Adapted from: Health Services Executive (2006) National Cleaning Manual National Hospitals Office: Health Services Executive 

Task 1 - Dust Controlling

Task 2 - Mopping (Damp/Flat/Spot)

Task 3 - Spray Cleaning/Buffing/Burnishing

Task 4 - Floor Scrubbing

Task 5 - Floor Stripping

Task 8 - Stain Removal

Task 9 - Vacuum Cleaning

Task 10 - Water Extraction

Task 12 - Damp Dusting

Task 13 - Radiator Cleaning

Task 14 - Bed/Resident Trolley Cleaning

Task 15 - Glass Cleaning

Task 16 - External Glass Cleaning

Task 17 - High Dusting

Task 18 - Furniture Polishing

Task 19 - Wall Washing

Task 22 - Kitchen Cleaning - Microwaves

Task 23 - Kitchen Cleaning - Refrigerators

Task 24 - Kitchen Cleaning - Sinks

Task 25 - Washroom Cleaning - Bath

Task 26 - Washroom Cleaning - Wash Hand Basins

Task 27 - Washroom Cleaning - Replenishing Soap

Task 28 - Washroom Cleaning - Replenishing Paper Towel

Task 29 - Washroom Cleaning - Replenishing Toilet Rolls/Tissue

Task 30 - Washroom Cleaning - Shower

Task 31 - Sanitary Cleaning - Sluice

Task 32 - Sanitary Cleaning - Toilet

Task 33 - Sanitary Cleaning - Urinal

Task 34 - Specialist Cleaning - Curtain Changing Frequency

Task 35 - Specialist Cleaning - Steam Cleaning

Task 1 - Dust Controlling

Equipment Required

· Colour coded dustpan and brush

· Colour coded dust control system

· Colour coded gloves

· Warning signs

Health and Safety

· Refer to St. Attracta’s Residence CE-010 Cleaning Policy regarding all cleaning processes, colour coding, equipment, protective clothing, fluids and methods

· Do not ever use a sweeping brush in a resident area

· All equipment shall be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Display the warning signs in the area, ensuring all signs are visible

3. Attach the head to the dust control tool

4. Pick up all large items of litter e.g. crisp bags, tissues

5. Use a scraper to remove any chewing gum from the floor area

6. Starting with the edges dust the area using an overlapping figure-of-eight (8) pattern

7. Dust from the furthest point and work towards the door

8. Note: the head should be kept in contact with the floor at all times

9. When the head is full, remove and return for laundering or dispose of accordingly

10. Replace with a new head and continue the process

11. Use a dustpan and brush to remove remaining particles

12. Dispose of or return the head for laundering when the task is completed

13. After use, all equipment should be checked, cleaned, dried and returned to the storage area

14. Remove gloves and wash hands

N.B. – Dry dusting is prohibited

Task 2 – Mopping (Damp / Flat / Spot)

Equipment Required

· Colour coded bucket with compatible wringer

· Colour coded gloves

· Colour coded mop handle

· Colour coded mop head

· Cleaning trolley

· Dust control system

· Laundry bag

· Vacuum cleaner

· Warning signs

· Floor cleaner or general purpose detergent

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour coding, equipment, protective clothing, fluids and methods

· Work in small sections to prevent over stretching

· Ensure the area is first dust controlled or vacuumed

· When mopping a corridor, mop half first leaving a clearly identified dry area for residents / visitors to walk on

· Do not over-wet the floor

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Display the warning signs in the area, ensuring all signs are visible

3. Dust control the floor or vacuum clean

4. Prepare the cleaning solution in a well-ventilated area

5. Attach head to the mop handle

6. Submerge the mop into the cleaning solution and remove excess solution from the mop in the wringer

7. Mop the floor in 1-2 metre square sections

8. Mop edges of the floor with a straight stroke, use a figure of eight (8) pattern, leaving the floor as dry as is possible after cleaning the rest of the section

9. Avoid splashing other surfaces and remove any splashes that do occur

10. Change mop head after each floor space i.e. Bedroom Floor – 1 mop head, Ensuite – 1 mophead 
11. On completion, remove mop head and place in a laundry bag for laundering

12. After use, all equipment should be checked, cleaned, dried and returned to the storage area

13. Remove gloves and wash hands

Task 3 - Spray Cleaning / Buffing / Burnishing

Equipment Required

· Colour coded gloves

· Colour coded labelled spray bottle

· Damp mop system

· Dust control system

· Floor pad and drive disk / board

· High speed machine

· Laundry bag

· Warning signs

· Floor cleaner or general purpose detergent

Health & Safety

· Refer to local policy for guidance on all cleaning processes, colour coding, equipment, protective clothing, fluids and method

· Do not attempt this procedure unless you have been trained and competently assessed

· Ensure hands are dry when plugging or unplugging electrical machinery

· When plugging a machine into an electric socket, make sure the switch is in the off position

· When using electrical equipment, a circuit breaker should be used if appropriate

· Always make sure to plug the machine into a free plug socket. If non-available, ask a supervisor before unplugging any other machines

· Do not adjust or change the fittings on the machine when it is plugged in

· When changing or turning a floor pad, make sure the machine is switched off, the handle raised and the machine laid down

· Beware of an initial ‘slight kick’ in the high speed machine when it is switched on

· Always keep cable behind the high speed machine when operating

· Check the power supply cables and plug for damage, report and label if necessary, remove and do not use

· Do not use a dirty pad, the pad should be turned and washed when it becomes dirty

· Ensure the spray bottle is appropriately labelled

· Always use a warning sign ‘cleaning in progress’, position to be effective

· Ensure high speed machine is clean prior to use

· All equipment should be left clean, dry and tidy in storage area after use

· N.B. ‘Buffing’ is not a necessary requirement for daily cleaning, for ‘aesthetic’ value it is recommended that it be carried out twice weekly in clinical areas and three times weekly in public areas and thoroughfares, local policy will specify the local arrangements for ‘buffing’.

Method

1. Plan work route and when necessary remove furniture and equipment

2. Wash hands and put on gloves

3. Display the warning signs in the area, ensuring all signs are visible

4. Dust control the area

5. Damp mop if necessary ensuring the floor is dry before spray cleaning

6. Attach the floor pad to the high-speed machine

7. Prepare the cleaning solution in a well-ventilated area

8. Unwind cable and plug into a mains socket and a circuit breaker if appropriate

9. Adjust handle to a suitable/comfortable height making sure arms are straight

10. Ensure the high-speed machine is held firmly in contact with the body and the cable is behind

11. Switch the machine on; beware of initial ‘kick’

12. Spray a fine mist of the cleaning solution over the floor area to be cleaned; one spray covers 2-3 square metres of floor

13. Note: do not over-spray the area as this can result in slippery floors and operator should spray more closely to the surface to be cleaned to minimise aerosols

14. Spray clean the floor area by moving the high-speed machine in continuous, small side-to-side movements

15. On completion or if the floor is dirty, remove the floor pad and place in a laundry bag, or dispose of accordingly, refer to local policy

16. With dry hands, remove the plug from the mains socket and re-wind the electricity cable

17. When the area is completely dry, return the furniture to original position

18. After use, all equipment should be checked, cleaned, dried and returned to the storage area

19. Remove gloves and wash hands

Task 4 - Floor Scrubbing

Equipment Required

· Colour coded bucket

· Colour coded gloves

· Colour coded mop handle

· Colour coded mop head

· Dust control system

· Edge cleaning tool and pad

· Floor pad and drive disk/board

· Laundry bag

· Scouring pad

· Standard speed rotary machine including tank

· Vacuum cleaner

· Warning signs

· Floor cleaner or general purpose detergent

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour coding, equipment, protective clothing, fluids and methods

· Do not attempt this procedure unless you have been trained and properly assessed

· Ensure hands are dry when plugging or unplugging electrical machinery

· When plugging a machine into an electric socket, make sure the switch is in the off position

· When using electrical equipment, a circuit breaker should be used if appropriate

· Always make sure to plug the machine into a free plug socket. If non-available, ask a supervisor before unplugging any other machine

· When changing or turning a floor pad, make sure the machine is switched off, the handle raised and the machine laid down

· Do not adjust or change the fittings on the machine when it is plugged in

· Beware of initial ‘slight kick’ when the rotary scrubbing machine is switched on

· Always keep cable behind the rotary scrubbing machine when scrubbing

· Check the power supply cables and plug for damage, report and label if necessary, remove and do not use

· Always use a warning sign ‘cleaning in progress’, position to be effective

· Ensure the rotary scrubbing machine is clean prior to use

· Do not store the rotary scrubbing machine on the base

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Plan work route and when necessary, remove furniture and equipment

2. Wash hands and put on gloves

3. Display the warning signs in the area, ensuring all signs are visible

4. Dust control the floor or vacuum clean

5. Clean and prepare the floor edges using the edge cleaning tool and pad, if necessary

6. Attach the floor pad to the rotary scrubbing machine

7. Prepare the cleaning solution in a well-ventilated area and add to the scrubbing machine tank

8. Unwind the cable and plug into a mains socket

9. Adjust handle to a suitable/comfortable height making sure arms are straight

10. Ensure the standard speed rotary machine is held firmly in contact with the body and the cable is behind

11. Switch the machine on, beware of the initial “kick”

12. Start scrubbing the floor at a point furthest from the door in 5 metre square sections, by releasing a small amount of the floor cleaner solution

13. Remove any excess water residue and splashes from skirting boards and walls

14. When cleaning a large area, always check floor pad regularly

15. Note: Regularly replace the floor pad, for stubborn stains use a scouring pad/abrasive pad

16. On completion, remove the floor pad and place in a laundry bag

17. With dry hands, remove the plug from the mains socket and re-wind the electricity cable

18. Empty the water tank and dry out using paper towel

19. If necessary, mop the floor with clean water

20. When the area is completely dry, return the furniture to original position

21. After use, all equipment should be checked, cleaned, dried and returned to the storage area

22. Remove gloves and wash hands

Task 5 - Floor Stripping

Equipment Required

· Colour coded bucket

· Colour coded gloves

· Colour coded mop handle

· Colour coded mop head

· Colour coded scraper

· Damp mop system

· Dust control system

· Edge cleaning tool and pad

· Floor pad and disk drive/board

· Floor stripper

· Goggles

· Knee pads

· Standard speed rotary floor machine

· Vacuum cleaner

· Warning signs

· Wet pick-up machine

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Do not attempt this procedure unless you have been trained and competently assessed

· Ensure hands are dry when plugging or unplugging electrical machinery

· When plugging a machine into an electric socket, make sure the switch is in the off position

· When using electrical equipment, a circuit breaker should be used if appropriate

· Always make sure to plug the machine into a free plug socket. If non-available, ask a supervisor before unplugging any other machines

· Do not use adjust or change the fittings on the machine when it is plugged in

· When changing or turning a floor pad make sure the machine is switched off, the handle raised and the machine laid down

· Always keep cable behind the rotary floor machine when operating

· Check the power supply cables and plug for damage, report and label if necessary, remove and do not use

· Always use a warning sign ‘cleaning in progress’, position to be effective

· Ensure the rotary machine is clean prior to use

· Wear goggles when preparing cleaning solutions

· If there is a polish build up around the edges use a stronger stripper solution and increase contact time

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Plan work route and when necessary, remove furniture and equipment

2. Wash hands and put on gloves

3. Display warning signs in the area, ensuring all signs are visible

4. Dust control the floor or vacuum clean

5. Remove old polish from floor edges and chewing gum using an edge cleaning tool/scraper

6. Attach the floor pad to the rotary floor machine

7. Put on goggles

8. Prepare the floor stripper solution in a well-ventilated area and add to the rotary machine tank

9. Remove goggles

10. Unwind cable and plug into a mains socket and a circuit breaker if appropriate

11. Adjust handle to a suitable/comfortable height making sure arms are straight

12. Switch the machine on

13. Start stripping the floor at a point furthest from the door in 5-metre square sections by moving the rotary floor machine in small side-to-side, overlapping movements

14. Note: regularly change the floor pad, hard floors can be damaged if the floor stripping solution is too strong and has too long a contact time, refer to manufacturers’ instructions, do not let the floor dry whole carrying out stripping

15. Use a wet pick up machine to remove the additional liquid waste

16. Ensure all polish has been removed and if there is any polish remaining, reapply the process

17. On completion of stripping allow the area to dry

18. With dry hands remove the plug from the mains socket and re-wind the electricity cable

19. Damp mop the floor with clean water to rinse and neutralize

20. Dust control the floor to remove any additional dust

21. When the area is completely dry, return the furniture to original position

22. After use, all equipment should be checked, cleaned, dried and returned to the storage area

23. Remove gloves and wash hands

Task 8 – Stain Removal

Equipment Method

· Colour coded cloth/paper

· Colour coded bucket/container

· Colour coded gloves

· Colour coded scraper

· Laundry bag

· Warning signs

· General surface cleaner or chewing gum/graffiti/adhesive remover

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result

· Always use a warning sign ‘cleaning in progress’ position to be effective

· Try to remove stain before cleaning takes place

· Check fabric for colour fastness, test in a less obvious patch

· Always use the mildest treatment first

· All equipment should be left clean, dry and tidy in storage area after use

· Types of stain include:

· Chewing gum

· Oil and water based stains

· There are two types of stain removal:

· Physical method

· Chemical method

Physical method - Absorption water based stains

1. Wash hands and put on gloves

2. Use a cloth or paper towel to absorb the liquid

3. Display the warning sign over the stained area, until area has dried

4. Always start from the outer edge of the stain and work towards the middle, this prevents the spreading of the stain

5. Dispose of the cloth or paper towel when the task is completed

6. After use, all equipment should be checked, cleaned, dried and returned to the storage area

7. Remove gloves and wash hands

Physical Method - Friction removal water staining

1. Wash hands and put on gloves

2. This involves scraping, brushing, rubbing or scrubbing to remove dried-on stains

3. It is important to rub gently to avoid damage to the surface

4. Always start from the outer edge of the stain and work towards the middle

5. Display the warning sign over the stained area, until area has dried

6. After use, all equipment should be checked, cleaned, dried and returned to the storage area

7. Remove gloves and wash hands

8. Note: never rub the stain into the carpet/fabric

9. Should the friction method not work use the chemical method

Chemical method

1. Wash hands and put on gloves

2. Display the warning sign over the stained area, until the area has dried

3. Prepare the cleaning solution in a well-ventilated area

4. Pour a small amount of the chosen cleaning solution onto the stain

5. Allow the cleaning solution to have contact time with the stain

6. Using a scraper and cloth, start from the outer edge of the stain and work towards the middle until the stain is removed

7. Dispose of the cloth when the task is completed

8. After use, all equipment should be checked, cleaned, dried and returned to the storage area

9. Remove gloves and wash hands

Task 9 - Vacuum Cleaning

Equipment required

· Colour coded gloves

· Vacuum cleaner

· Vacuum cleaner attachment

· Warning signs

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Check the power supply cables and plug for damage, report and label if necessary, remove and do not use

· Ensure hands are dry when plugging or unplugging electrical machinery

· When plugging a machine into an electric socket, make sure the switch is in the off position

· Always make sure to plug the machine into a free plug socket, if non-available, ask a supervisor before unplugging any other machines

· Do not adjust or change the fittings on the machine when it is plugged in

· Before starting, carefully check the internal dust bag is not full and does not contain potentially dangerous items, e.g. sharps, if it is full, replace it with a new dust bag and check the internal filters are clean and free from debris

· Always keep cable behind the machines when vacuum cleaning and do not place cable over the shoulder at any time

· Place a safety sign over the lead/cable

· Report any issues with work area and/or equipment

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Display the warning signs in the area, ensuring all signs are visible

3. Move furniture so the area to be cleaned is freely available, manually pick up large items, e.g. crisp bags, tissues etc.

4. Attach the appropriate tool onto the vacuum cleaner, unwind cable and plug into a mains socket and a circuit breaker if appropriate.

5. For floor cleaning adjust the floor tool so that the bristles are: a) hard floor – bristles down, b) soft floor – bristles up

6. Switch the vacuum cleaner on

7. Start vacuuming the floor at a point furthest from the door, paying particular attention to edges and corners in busy areas

8. Vacuum clean the floor in parallel, overlapping lanes all the floor area, several passes may be needed

9. Always finish in the same direction that the carpet pile runs

10. On completion, re-wind the electricity cable

11. After use, all equipment should be checked, cleaned, dried and returned to the storage area after use

12. Remove gloves and wash hands

Task 10 – Water Extraction

Equipment required

· Colour coded bucket

· Colour coded gloves

· Colour coded mop handle

· Colour coded mop head

· Attachment hose

· Warning signs

· Wet pick up machine with circuit breaker

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour coding, equipment, protective clothing, fluids and methods

· Check the power cables and plug for damage, report and label if necessary, remove and do not use

· Ensure hands are dry when plugging or unplugging electrical machinery

· When plugging a machine into an electric socket, make sure the switch is in the off position

· When using electrical equipment, a circuit breaker should be used if appropriate

· Always make sure to plug the machine into a free plug socket, if non-available ask a supervisor before unplugging any other machines

· Do not adjust or change fittings on the machine when it is plugged in

· Check motor cut-out valve is free and moveable

· Ensure the wet pick up machine is clean before use

· Identify area and method of disposal of dirty water prior to starting

· Always stand on dry floor areas if possible, great care must be taken if the floor is wet

· All equipment should be left clean, dry and tidy in storage after use

Method

1. Plan work route, when necessary remove furniture and equipment

2. Wash hands and put on gloves

3. Display the warning signs in the area, ensuring all signs are visible

4. Unwind cable and plug into a mains socket and a circuit breaker if appropriate

5. Switch the machine on and ensure the cable is behind

6. Move the wet pick up machine slowly over the liquid to remove it from the floor

7. Use the attachment hose to pick up liquid to remove it from the floor

8. Use the attachment hose to pick up liquid under restricted areas

9. On completion, or if the machine is full, switch the wet pick up machine off and empty the water in an identified disposal area

10. With dry hands remove the plug from the mains socket and re-wind the electricity cable

11. Mop all small liquid patches remaining

12. When the area is completely dry, return the furniture to its’ original position

13. After use, all equipment should be checked, cleaned, dried and returned to the storage area. Make sure the lid of the water extraction machine is left open or taken off as appropriate to allow air to circulate and avoid smells

14. Remove gloves and wash hands

Task 12 – Damp Dusting

Equipment required

· Colour coded bucket

· Colour coded cloth

· Colour coded gloves

· Cleaning Trolley

· General purpose detergent or general surface cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result

· Do not climb on furniture or overreach

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Prepare the cleaning solution in a well-ventilated area

3. Place the bucket onto a cleaning trolley

4. Dampen or rinse a cloth in the cleaning solution

5. Remove items from the surface to be cleaned

6. To damp dust flat surfaces, wipe in straight lines cleaning the edges first

7. If cleaning a bedside table, extend it and wipe underneath

8. Wipe the main surfaces in a figures of eight (8) pattern

9. Note: frequently turn the cloth and rinse in the cleaning solution, change the cleaning solution when it becomes soiled

10. Use the chosen cleaning solution to remove any grease marks or stubborn stains

11. Replace items on to the clean surface, after use all equipment should be checked, cleaned, dried and returned to the storage area, dispose of cloth or return for laundering as appropriate

12. Remove gloves and wash hands

Task 13 – Radiator Cleaning

Equipment required

· Colour coded bucket

· Colour coded cloth

· Colour coded gloves

· Cleaning trolley

· Radiator tool

· General purpose detergent or general surface cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result

· Radiator covers should be removed prior to cleaning as required

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Prepare the cleaning solution in a well-ventilated area

3. Place the bucket onto a cleaning trolley

4. Dampen or rinse a cloth in the cleaning solution

5. To damp dust flat surfaces wipe in straight lines cleaning edges first

6. Wipe main surfaces in a figures of eight (8) pattern

7. Use a radiator tool to clean behind the radiator

8. Note: frequently turn the cloth and rinse in the cleaning solution, change the cleaning solution when it is dirty

9. Use the chosen cleaning solution to remove any grease marks or stubborn stains

10. Dispose of the cloth or return for laundering when task is complete

11. After use, all equipment should be checked, cleaned and returned to the storage area

12. Remove hands and wash gloves

Task 14 – Bed / Resident Trolley Cleaning

Equipment required

· Colour coded bucket

· Colour coded cloth

· Colour coded gloves

· Cleaning trolley

· Knee pads

· General purpose detergent or general surface cleaner

Health and safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result

· Use knee pads if required to kneel on the floor when cleaning under the bed/trolley

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Prepare the cleaning solution in a well-ventilated area

3. Place the bucket onto a cleaning trolley

4. Raise / lower the bed/trolley to a convenient cleaning height

5. Dampen or rinse a cloth in the cleaning solution

6. Wipe the bed/trolley framework in its’ entirety, starting from the top working downwards to the base and to the castors/wheels, ensure all surfaces are cleaned

7. Note: frequently turn the cloth and rinse in the cleaning solution, change the cleaning solution when it becomes dirty

8. Use the chosen cleaning solution to remove any grease marks, adhesive residue or stubborn stains

9. Leave to dry

10. Lower/raise the bed/trolley to the original position

11. Dispose of the cloth or return for laundering accordingly when the task is complete

12. After use, all equipment should be checked, cleaned, dried and returned to the storage area

13. Remove gloves and wash hands

Task 15 – Glass Cleaning

Equipment required

· Colour coded cloths / paper towels

· Colour coded gloves

· Colour coded labelled spray bottle

· Glass cleaner

· General purpose detergent or general surface cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result

· Report any defects to your supervisor

· If cleaning an electric-movable door, then switch it off

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Prepare the cleaning solution in a well ventilated area

3. Spray the glass cleaner or cleaning solution onto the cloth

4. Wipe the glass surface, staring from the top and working down in a figure-of-eight pattern covering the entire surface

5. Buff to a shine with a second cloth or paper towel to remove smears

6. Dispose of the cloth or return for laundering accordingly when the task is completed

7. After use, all equipment should be checked, cleaned, dried and returned to the storage area

8. Remove gloves and wash hands

Task 16 - External Glass Cleaning

Equipment required

· Colour coded bucket

· Colour coded cloth or applicator

· Colour coded gloves

· Colour coded scraper or non-abrasive pad

· Extension pole

· Squeegee blade

· Ladder / Steps

· Warning signs

· Glass cleaner or general purpose cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result

· Consult local health and safety policy for guidance re use of ladders and/or steps

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Plan work route

2. Wash hands and put on gloves

3. Display warning signs in the area, ensuring all signs are visible

4. Assemble the equipment and check for safety

5. Prepare the cleaning solution in a well-ventilated area

6. Using the cloth or applicator apply the cleaning solution

7. Using a squeegee blade, wipe the glass surface, staring from the top and working down in a figure-of-eight pattern, use an extension pole for windows beyond reach

8. The squeegee blade should be wiped after each completed stroke or if it is lifted from the glass

9. Use a scraper or non-abrasive pad to remove stubborn stains

10. Wipe the window frames with a clean colour coded cloth

11. Dispose of the cloth or return for laundering accordingly when the task is completed

12. After use, all equipment should be checked, cleaned, dried and returned to the storage area

13. Remove gloves and wash hands

Task 17 - High Dusting

Equipment required

· Colour coded Cloth Roll / Static Head

· Colour coded gloves

· Laundry bag

· Telescopic pole

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Check pictures, hangings etc. are secure

· Do not over-stretch when using the telescopic facility

· Do not climb on chairs

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Place the cloth or static head on the High Dusting tool and adjust to the correct height

3. Hold the telescopic tool and draw the cloth roll/static head along top surfaces, pipes and ledges around light fittings and window ledges ensuring no dust falls down

4. Replace the cloths/static heads when they become dirty

5. Dispose of or launder the cloths, refer to local policy in this regard, when the task is completed

6. After use, all equipment should be checked, cleaned, dried and returned to the storage area

7. Remove gloves and wash hands

Task 18 - Furniture Polishing

Equipment required

· Colour coded cloths x 2

· Colour coded gloves

· Damp dust system

· Furniture polish

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Report any defects to your supervisor

· All equipment should be clean and dry and tidy before use

Method

1. Plan work route, when necessary, remove furniture and equipment

2. Wash hands and put on gloves

3. Remove items from the surface to be cleaned

4. Damp dust all surfaces

5. Apply the furniture polish on to the cloth

6. Polish the furniture, wiping in overlapping straight lines

7. Buff to a shine with a second cloth

8. Dispose of or return cloth for laundering when the task is completed

9. Replace items on to the clean surface

10. When the area is completely dry, return the furniture to original position

11. After use, all equipment should be checked, cleaned, dried and returned to the storage area

12. Remove gloves and wash hands

Task 19 – Wall Washing

Equipment Required

· Colour coded bucket

· Colour coded cloth

· Colour coded gloves

· Colour coded goggles

· Colour coded labelled spray bottle

· Abrasive pad

· Access equipment, e.g. Platform

· High dusting equipment

· Masking tape (to cover electrical sockets)

· Plastic sheeting

· Warning signs

· General surface cleaner or general purpose detergent

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Always use a warning sign ‘cleaning in progress’, position to be effective

· If possible, work from ground level rather than use access equipment

· Check access equipment carefully before use and when moving from one area to another

· Cover electric sockets with masking tape

· Check the condition of the wall, paint or finish to ensure suitability of cleaning agent

· Avoid splashes of general surface cleaner on furniture, curtains or floor

· Report any damages to your supervisor

· Do not over-stretch

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Put on goggles

3. Display the warning signs in the area, ensuring all signs are visible

4. Assemble the equipment and check for safety

5. Cover the electric sockets with masking tape

6. Place dust sheets or plastic sheeting on floors, to protect from spillages

7. Remove furniture or cover with dust sheets

8. Prepare the cleaning solution in a well-ventilated area

9. Ventilate the area

10. High dust to loosen dust and dirt

11. Apply the cleaning solution to the wall wiping from bottom to top, allowing a short time for the cleaning agent to work, then rinse-wipe the wall from top to bottom, to leave the wall as dry as possible

12. Insert a circuit breaker into a power socket keeping the cable behind, plug in a wall washing machine, then apply cleaning solution to the wall working from bottom to top, allow a short time for cleaning solution to work, then rinse wipe the wall from top to bottom, to leave the wall as dry as possible

13. Remove drips and runs as they occur

14. After use all equipment should be checked, cleaned, dried and returned to the storage area

15. Remove gloves and wash hands

Wall Spot Cleaning

1. Rinse and wring out a cloth in the cleaning solution

2. Wipe the soiled area from the outside of the mark towards the centre

3. Rinse with water

4. Remove drips and runs as they occur

5. Dispose of or return cloth for laundering accordingly when the task is completed

6. When the area is completely dry, return furniture to original position

7. After use, all equipment should be checked, cleaned, dried and returned to the storage area

8. Remove gloves and wash hands

Task 22 – Kitchen Cleaning – Microwaves

Equipment Required

· Colour-coded receptacle

· Colour-coded cloth

· Colour-coded gloves

· Paper towel roll

· General purpose detergent

· General surface cleaner or degreaser

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result (refer to manufacturers’ instructions)

· Ensure hands are dry when plugging or unplugging electrical machinery.

· Ensure all areas contaminated by cleaning are thoroughly cleaned

· Report any malfunction or damage of equipment to supervisor/manager.

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Disconnect the microwave from the mains socket

3. Remove all detachable parts to a safe cleaning area

4. Prepare the cleaning solution in a well-ventilated area (refer to manufacturers’ instructions).

5. Thoroughly clean all detachable parts rinse and dry.

6. Remove excess soil and food debris from the interior of the microwave

7. Dampen or rinse a cloth in the cleaning solution and wring out well

8. Clean all internal and external surfaces of the microwave, paying particular attention to the corners and top

9. Rinse with clear water and dry with a paper towel roll.

10. Re-assemble the detachable parts correctly

11. Plug the microwave into the mains socket

12. After use, all equipment should be checked, cleaned, dried and returned to the storage area.

13. Dispose of the cloth (refer to local policy) when the task is completed.

14. Remove gloves and wash hands

NOTE: Frequently rinse the cloth in the cleaning solution. Change the cleaning solution when it becomes soiled.

Task 23 – Kitchen Cleaning – Refrigerators

Equipment Required

· Colour coded bucket

· Colour coded cloths

· Colour coded gloves

· Non-abrasive pad

· General purpose detergent

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Report any items of damage, heavy soiling and disrepair

· Report any signs of infestation

· Clean areas contaminated by your cleaning

· Mop up any spillages on floor

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Remove food to another suitable storage area (discard any out-of-date or unlabelled food)

3. Remove all loose debris and excess soiling

4. Prepare the cleaning solution in a well-ventilated area (refer to manufacturers’ instructions).

5. Dampen or rinse a cloth in the cleaning solution and wring out well

6. Remove and clean all shelves, hanging rails and drip trays and take to a cleaning area to dry.

7. Clean accessible fan parts, door seals and handles

8. Return the shelves, hanging rails and drip trays to the correct position

9. Replace food in the correct order (but only when the correct refrigerator temperature has been reached)

10. Check the refrigerator temperature is correct. If it is not, report to a supervisor.

11. After use, all equipment should be checked, cleaned, dried and returned to the storage area.

12. Dispose of the cloth (refer to local policy) when the task is completed.

13. Remove gloves and wash hands

NOTE: Frequently rinse the cloth in the cleaning solution. Change the cleaning solution when it becomes soiled

Task 24 – Kitchen Cleaning – Sinks

Equipment Required

· Colour coded bucket

· Colour coded gloves

· Colour coded scraper

· Abrasive pad

· General purpose detergent

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Mop up any spillages on floor

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Empty the sink and remove debris

3. Thoroughly rinse the sink and drainer before cleaning.

4. Prepare the cleaning solution in a well-ventilated area (refer to manufacturers’ instructions).

5. Dampen or rinse a cloth in the cleaning solution and wring out well

6. Wipe clean the framework of the sink and pipe work
7. Clean the sink, drainer and taps.

8. Replenish soap dispenser / change single use soap cartridge (refer to the Soap Dispenser method statement)

9. Clean any splash back and surrounding areas

10. Rinse the sink and drainer with clean water

11. After use, all equipment should be checked, cleaned, dried and returned to the storage area

12. Dispose of the cloth, refer to local policy for correct disposal

13. Remove gloves and wash hands

NOTE: Frequently rinse the cloth in the cleaning solution. Change the cleaning solution when it becomes soiled

Task 25 - Washroom Cleaning - Bath

Equipment Required

· Colour coded bucket or colour coded labelled spray bottle

· Colour coded cloth

· Colour coded gloves

· Bottle brush

· Non-abrasive pad/cloth

· Pair of tweezers

· Supply of soaps, paper towels and waste bags (to replenish stock)

· Warning signs

· General purpose detergent, general surface cleaner or bath/washbasin/shower/bidet cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result (refer to manufacturers’ instructions).

· Throughout the cleaning, regularly clean the cloth and rinse in cleaning solution.

· Do not scratch with abrasive items as scratches may harbor harmful bacteria.

· Report faults, for example, cracked or broken items or any build up of scale to your supervisor

· Display warning signs and ensure they are clearly visible.

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Display the warning signs in the area, ensuring all signs are visible

3. Ventilate the area (for example, open a window) and prepare the cleaning solution in a well-ventilated area (refer to manufacturers’ instructions).

4. Remove any objects from the bath (for example, soap)

5. Remove any hair or other items from the plug, plug-hole and plug chain with the tweezers.

6. Dampen or rinse a cloth in the cleaning solution and wring out well, start cleaning from outside and work towards the inside

7. Wipe the surrounding surfaces of the bath, including wall tiles, ledges, pipes, underneath the bath, paper towel dispenser, soap dispenser

8. Polish stainless steel or chrome with the cloth

9. Wipe the inside of the bath, including the plug, plug chain, taps and overflow.

10. With running tap water, rinse the bath thoroughly, directing water into the overflow. Clean the overflow with a bottlebrush.

11. To remove any build-up of soap and grease, apply the cleaning solution and use a non abrasive pad.

12. Remove any splashes or marks from the walls and wipe door handles.

13. Dispose of the cloth (refer to local policy) when the task is completed

14. After use, all equipment should be checked, cleaned, dried and returned to the storage area

15. Remove gloves and wash hands

Task 26 – Washroom Cleaning – Wash Hand Basins

Equipment Required

· Colour coded bucket or colour coded labelled spray bottle

· Colour coded cloth

· Colour coded gloves

· Bottle brush

· Non-abrasive pad

· Pair of tweezers

· Supply of soaps, paper towel and waste bags (to replenish stock)

· Warning signs

· General purpose detergent, general surface cleaner or bath/washbasin/shower/bidet cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result (refer to manufacturers’ instructions).

· Throughout the cleaning, regularly clean the cloth and rinse in cleaning solution.

· Do not scratch with abrasive items as scratches may harbor harmful bacteria.

· Report faults for example, cracked or broken items or any build up of scale to your supervisor.

· Display warning signs and ensure they are clearly visible.

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Display the warning signs in the area, ensuring all signs are visible

3. Ventilate the area (for example, open a window), and prepare the cleaning solution in a well-ventilated area (refer to manufacturers’ instructions).

4. Remove any objects from the basin, (for example, resident personal items)

5. Remove any hair or other items from the plug, plug-hole and plug chain with the tweezers.

6. Dampen or rinse a cloth in the cleaning solution and wring out well

7. Start cleaning from outside and work towards the inside

8. Wipe the surrounding surfaces of the bowl, including wall tiles, ledges, pipes, underneath the basin, paper towel dispenser, soap dispenser

9. Wipe the inside of the bowl, including the plug, plug chain, and taps with a cloth rinsed and wrung out in the cleaning solution

10. With running tap water, rinse the basin thoroughly, directing water into the overflow.

11. To remove any build-up of soap and grease, repeat steps 9 and 10 applying the cleaning solution and using a non-abrasive pad.

12. Polish stainless steel or chrome

13. Replace items removed to original position, replenish soap and paper towels (refer to the Replenishing Consumables method statement)

14. Dispose of the cloth (refer to local policy) when the task is completed

15. After use, all equipment should be checked, cleaned, dried and returned to the storage area

16. Remove gloves and wash hands

Task 27 – Washroom Cleaning - Replenishing Soap Dispensers

Equipment Required

· Colour coded bucket

· Colour coded cloth

· Colour coded gloves

· Damp dusting (refer to the Damp Dusting method statement)

· Dispenser Key (if required)

· Consumables as appropriate

· General purpose detergent or general surface cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result (refer to manufacturers’ instructions)

· All equipment should be left clean, dry and tidy in storage area after use

Soap Dispenser Method

1. Wash hands and put on gloves

2. Check if soap dispenser is empty

3. If the soap dispenser needs refilling, open the dispenser and remove the contents (refer to manufacturers’ instructions)

4. Damp dust and clean all surfaces of the soap dispenser including nozzle, pump and bracket to remove any grease marks or stubborn stains (refer to the damp dusting method statement)

5. Dispose of the cloth (refer to local policy) when the task is completed

6. Refill or replace (check with local policy), then close the dispenser

7. After use, all equipment should be checked, cleaned, dried and returned to the storage area

8. Remove gloves and wash hands

Task 28 – Washroom Cleaning – Replenishing Paper Towel

Equipment Required

· Colour coded bucket

· Colour coded cloth

· Colour coded gloves

· Damp dusting (refer to the Damp Dusting Method Statement)

· Dispenser Key (if required)

· Hand towels

· General purpose detergent or general surface cleaner

Health and Safety

· Refer to trust policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result (refer to manufacturers’ instructions).

· Do not overfill or supply any not dispense correctly

· Do not open new pockets of paper towels until required and do not place on the floor or on the shelf

· Beware of foreign objects inside units

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Check if the hand towel dispenser is empty

3. If the hand towel dispenser needs refilling, open the dispenser and remove the contents (refer to manufacturers’ instructions)

4. Damp dust and clean all surfaces of the hand towel dispenser to remove any grease marks or stubborn stains (refer to the Damp Dusting method statement)

5. Dispose of the cloth (refer to local policy) when the task is completed

6. Refill, and close the dispenser

7. After use, all equipment should be checked, cleaned, dried and returned to the storage area

8. Remove gloves and wash hands

Task 29 – Washroom Cleaning – Replenishing Toilet Rolls / Tissue

Equipment Required

· Colour coded bucket

· Colour coded cloth

· Colour coded gloves

· Damp dusting (refer to the Damp Dusting Method Statement)

· Dispenser Key (if required)

· Toilet roll/tissue

· General purpose detergent or general surface cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result (refer to manufacturers’ instructions).

· Do not overfill dispenser or supply any not dispense correctly

· Do not open new pockets of toilet roll until required and do not place on the floor or on the shelf

· Beware of foreign objects inside units

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Check if the toilet tissue/roll dispenser is empty.

3. If toilet tissue/roll dispenser needs refilling, open the dispenser and remove the contents (refer to manufacturers; instructions)

4. Damp dust and clean all surfaces of the toilet tissue/roll dispenser to remove any grease marks or stubborn stains (refer to the Damp Dusting method statement)

5. Dispose of the cloth (refer to local policy) when the task is completed

6. Refill, then close the dispenser

7. After use, all equipment should be checked, cleaned, dried and returned to the storage area

8. Remove gloves and wash hands

NOTE: Disposable plastic aprons are recommended for sanitary cleaning because of the risk of splashing uniform.
Task 30 – Washroom Cleaning – Shower Room
Equipment Required

· Colour coded bucket or colour-coded labelled spray bottle

· Colour coded cloth

· Colour coded gloves

· Bottle brush

· Non-abrasive pad

· Pair of tweezers

· Warning signs

· General purpose detergent

· General surface cleaner or bath/washbasin/shower/bidet cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result (refer to manufacturers’ instructions).

· Throughout cleaning operation regularly clean cloth and rinse in cleaning solution.

· Do not scratch with abrasive items as scratches may harbour harmful bacteria.

· Report faults for example, cracked or broken items or any build up of scale to your supervisor

· Display warning signs and ensure they are clearly visible.

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Display the warning signs in the area, ensuring all signs are visible

3. Ventilate the area (for example, open a window)

4. Prepare the cleaning solution in a well-ventilated area (refer to manufacturers’ instructions).

5. Empty waste bins

6. Remove any hair or other items from the plug, plug-hole and plug chain with the tweezers.

7. Dampen or rinse a cloth in the cleaning solution and wring out well

8. Start cleaning at the highest point and work towards the lowest, from outside to the inside and from clean to dirty

9. Clean the curtain rail, then starting at the highest point of the shower; wipe the wall tiles from clean to dirty areas.

10. Check the shower curtain; wipe clean and dry; change if necessary.

11. Wipe the showerhead, hose, taps and soap tray.

12. If a shower tray is present, clean the inside with a wrung out cloth.

13. Wipe around the inside of the shower cubicle

14. Clean the overflow with a bottlebrush.

15. To remove any build-up of soap and grease, apply cleaning solution and use a non abrasive pad.

16. Rinse the shower cubicle thoroughly with clean water, swilling the water into the overflow

17. Where rubber mats are present, thoroughly clean and dry (for example, by airing)

18. Polish stainless steel or chrome

19. Dispose of the cloth (refer to local policy) when the task is completed

20. After use, all equipment should be checked, cleaned, dried and returned to the storage area

21. Remove gloves and wash hands

NOTES:

· Frequently rinse the cloth in the cleaning solution. Change the cleaning solution when it becomes soiled.

· Adhere to Decontamination of Showerheads and Flushing requirements as per National Legionella Guidelines

Task 31 – Sanitary Cleaning - Sluice

Equipment Required

· Colour coded bucket

· Colour coded cloths

· Colour coded gloves

· Colour coded labelled spray bottle

· Abrasive pad

· Warning signs

· Bottle brush

· Toilet brush

· Tweezers

· General purpose detergent/General surface cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result (refer to manufacturers’ instructions)

· Do not splash walls and fixtures

· Do not scratch with abrasive items as scratches may harbour harmful bacteria.

· Report faults and damages to your supervisor

· Display warning signs and ensure they are clearly visible.

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Assemble the equipment and check for safety.

3. Display the warning signs in the area, ensuring all signs are visible

4. Ventilate the area (for example, open a window), and prepare the cleaning solution in a well-ventilated area (refer to manufacturers’ instructions).

5. Fill a spray bottle with the cleaning solution and spray internal surfaces.

6. Remove any hair or other items from the plug, plug hole and plug chain with the tweezers.

7. Dampen or rinse a cloth in the cleaning solution and wring out well

8. Start cleaning at the highest point and work towards the lowest, from outside to the inside and from clean to dirty

9. Wipe the surrounding areas including external surfaces and pipe work

10. Rinse the cloth in the cleaning solution and wipe internal surfaces, pay particular attention to water marks and drains.

11. Rinse the sluice with clear water

12. Channelled urinal splash backs should be sprayed with the cleaning solution and wiped clean with clear water.

13. Dispose of the cloth (refer to local policy) when the task is completed

14. After use, all equipment should be checked, cleaned, dried and returned to the storage area

15. Remove gloves and wash hands

NOTE: Frequently rinse the cloth in the cleaning solution. Change the cleaning solution when it becomes soiled.

Task 32 – Sanitary Cleaning - Toilet

Equipment Required

· Colour coded bucket

· Colour coded cloths

· Colour coded gloves

· Colour coded labelled spray bottle

· Non-abrasive pad

· Supply of toilet paper (to replace used items)

· Toilet brush

· Warning signs

· General surface cleaner /toilet cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Never mix cleaning agents, as poisonous gases could result (refer to manufacturers’ instructions)

· Do not splash walls and fixtures

· Do not scratch with abrasive items as scratches may harbour harmful bacteria.

· Report faults and damages to your supervisor

· Ensure warning signs are displayed

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Assemble the equipment and check for safety

3. Display the warning signs in the area, ensuring all signs are visible

4. Ventilate the area (for example, open a window), and prepare the cleaning solution in a well-ventilated area (refer to manufacturers’ instructions)

5. Flush the toilet with the seat lid down

6. Lower the water level using the toilet brush by pushing the water back down the U-bend to expose the water line

7. Apply the cleaning agent to the inside of bowl, including under the rims and allow to soak (leave the toilet brush in the bowl)

8. Remove any splashes or marks from the wall

9. Dampen or rinse a cloth in the cleaning solution and wring out well

10. Start cleaning at the highest point and work towards the lowest, from outside to the inside and from clean to dirty

11. Wipe outside and around the toilet bowl, pipe work, cistern, and toilet seat lid, top and underneath and hinges, (including sanitary bins).

12. Scrub the toilet bowl with a toilet brush, particularly any stains, and water lines and under rims.

13. Flush the toilet, rinsing the brush in flushing water.

14. Wipe the brush holder and replace the brush

15. Wipe the toilet seat and flush handle with the cloth, and then close the lid.

16. Check and replenish toilet paper, if necessary.

17. Dispose of the cloth (refer to local policy) when the task is completed

18. After use, all equipment should be checked, cleaned, dried and returned to the storage area

19. Remove gloves and wash hands

Note: Do not pour disinfectant into the toilet

Task 33 – Sanitary Cleaning - Urinal

Equipment Required

· Colour coded bucket

· Colour coded cloths

· Colour coded gloves

· Colour coded labelled spray bottle

· Bottle brush

· Non-abrasive pad

· Supply of toilet paper (to replace used items)

· Toilet brush

· Tweezers

· Warning signs

· General purpose detergent

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Do not splash walls and fixtures

· Never mix cleaning agents, as poisonous gases could result (refer to manufacturers’ instructions)

· Do not scratch with abrasive items as scratches may harbour harmful bacteria.

· Report faults and damages to your supervisor immediately

· Ensure warning signs are displayed

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Assemble the equipment and check for safety.

3. Display the warning signs in the area, ensuring all signs are visible

4. Ventilate the area (for example, open a window), and prepare the cleaning solution in a well-ventilated area (refer to manufacturers’ instructions).

5. Fill a spray bottle with a cleaning solution and spray internal surfaces.

6. Remove any hair or items from the plug, plug hole and plug chain with the tweezers

7. Dampen or rinse a cloth in the cleaning solution and wring out well

8. Start cleaning at the highest point and work towards the lowest, from outside to the inside and from clean to dirty

9. Wipe the surrounding area including external surfaces and pipe work

10. Rinse the cloth and wipe internal surfaces, pay particular attention to water marks and drains.

11. To remove any build-up of soap and grease, apply the cleaning solution and use a non abrasive pad.

12. Rinse the urinal with clear water.

13. Channelled urinal splash backs should be carefully sprayed with the cleaning solution and wiped clean with clear water.

14. Dispose of the cloth (refer to local policy) when the task is completed

15. Remove gloves and wash hands

Task 34 - Specialist Cleaning – Curtain Changing Frequency

Curtains should be cleaned as per local policy or when there is visible contamination, ensure curtains are suitable for laundering. Infection prevention and control should be consulted following discharge of a resident with infection.

Equipment Required

· Colour coded bucket

· Colour coded cloths

· Colour coded gloves

· Apron (disposable)

· Damp dust system (refer to the Damp Dusting Method Statement)

· Laundry Bag

· Spare curtain hooks

· Step ladder

· General purpose detergent or general surface cleaner

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· Wear flat, firm, soled shoes

· Check that the step ladder is locked in the correct position

· Always have both feet on the ladder

· Never stand on the top handrail to gain extra height

· Do not lean step ladder against window and do not over stretch

· Make sure the correct curtains are hung in the right room
· Display the warning signs in the area, ensuring all signs are visible

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Wash hands and put on gloves

2. Prepare cleaning solution (refer to manufacturers’ instructions)

3. Assemble the equipment and check for safety

4. Remove curtain hooks from the curtain

5. Fold and place the curtains in a laundry bag

6. Damp dust curtain rails (refer to the Damp Dusting method statement)

7. Remove gloves and wash hands

8. Replace the curtain hooks onto a clean curtain, space evenly

9. Place the curtain over shoulder when ascending the step ladder.

10. Re-hang the curtains starting from one end, ensuring the curtain is on the correct way round

11. Remove gloves and wash hand when the task has been completed

Task 35 - Specialist Cleaning – Steam Cleaning 

(where ‘steam cleaning’ has been recommended for use at local level)

Equipment Required

Colour coded cloths

· Colour coded gauntlet gloves or safety gloves

· Safety glasses

· Steam cleaner with accessories

· Warning signs

Health and Safety

· Refer to local policy for guidance on all cleaning processes, colour-coding, equipment, protective clothing, fluids and methods

· This procedure should not be attempted until training is completed and competency is tested

· Ensure hands are dry when plugging or unplugging electrical machinery

· When plugging a machine into an electric socket, make sure the switch is in the off position

· Do not adjust or change the fittings on the machine when it is plugged in

· Check the power supply cables and plug for damage, report the label if necessary, remove and do not use

· When using the Steam Cleaner, safety glasses and safety gloves must be worn.

· Avoid placing open skin near the steam pressure nozzle.

· All equipment should be clean and dry before use

· Always use a warning sign ‘cleaning in progress’, position to be effective

· Be aware that excess steam may activate fire/smoke detectors

· Avoid steam cleaning any electrical equipment

· If wall cleaning, cover electrical plug sockets

· All equipment should be left clean, dry and tidy in storage area after use

Method

1. Plan work route, when necessary, remove furniture and equipment

2. Wash hands and put on gloves and safety glasses

3. Display the warning signs in the area, insuring all signs are visible

4. Fill the Steam Cleaner with water (refer to Manufacturers’ instructions)

5. Attach the appropriate accessories onto the Steam Cleaner, dependent on the item to be cleaned.

6. Unwind cable and plug into a mains socket and a circuit breaker if appropriate and switch on. (refer to manufacturers’ instruction)

7. Wait for the water to warm up (refer to manufacturers’ instructions)

8. The steam cleaner is now ready for use

9. To operate the steam cleaner, refer to manufacturers’ instructions

10. If necessary, use maximum steam power

11. Use the suction cleaner accessory to remove water if necessary

12. Empty the dirty water tank

13. Wipe and clean all surfaces of the steam cleaner, remove and wash all accessories

14. Collect all accessories and place them back on the trolley

15. Re-wind electricity cable around the connector on the handle

16. When the area is completely dry, return the furniture to original position

17. After use, all equipment should be checked, cleaned, dried and returned to the storage area

18. Wash hands and remove gloves
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