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LEARNER MANUAL

Hi there!
Welcome to a learning experience that will give you all you need to know about     Sweeping Floors
Most of the activities are practical.  Your facilitator will demonstrate and explain how to certain things and then you will practice them.  We hope you will enjoy this!

We have included some new words to learn so that you can improve your vocabulary.  If you are not sure about the meaning of a word or how to say it, ask your facilitator.

We hope that when you have learnt these skills you will share them with others and take them from the workplace into your life

Have fun!
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1. Skills clusters and learning pathways
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2. Introduction to your workbook

This book belongs to you! 

It is for you to work with and write in so that you can use the information at a later stage. 

This workbook contains a lot of detail and ideas to help you learn.  Your facilitator will be available to guide you during the learning process.

You will be expected to complete the activities in the workbook to show your understanding.

You will learn more by:

· Asking questions

· Participating in group discussions

· Reading additional material

· Completing the assignments

· Doing homework activities
Remember - this book is to help you succeed!

3. Unit Standard Learning Outcomes

Purpose 

To impart understanding, skills, knowledge and values when, Sweeping floors, mopping floors and using a single disc scrubbing machine to clean floors, to an employee or anyone involved in cleaning or the cleaning services industry.

Learners credited with theses unit standards are able to:

1. Sweep floors

· Plan and prepare to sweep floors

· Sweep floors

· Perform end of task procedures after sweeping floors
            2. Mop floors

· Plan and Prepare to mop floors
· Spot mop floors
· Wet mop floors
· Perform end of task duties after wet mopping floors
2. Clean floors using a single disc machine

· Plan and prepare to clean floors using a single disc machine
· Clean Floors using a single disc machine
· Buff floors  
· Scrub floors  Spot mop floors

· Perform end of task duties after maintaining floors with a single disc machine
Learning assumed to be in place
It is assumed that learners are competent in:

· Communication at ABET Level 3

· The Unit standards:

· Understand basic cleaning principles (Level 1)

· Use chemicals in the cleaning services environment (Level 1)

4. What I must know

	WHAT I MUST KNOW
	SO
	AC
	CCFO

	The reason for using PPE  (Personal protective equipment)
	1
	2
	7

	What equipment to use
	1
	4
	2

	How certain types of sweeping equipment can help the cleaning job  
	1
	4
	2,3

	Why dirt and litter is swept to a chosen place 
	2
	2
	2

	Why a mop sweeper is not used on a rough floor
	2
	4
	4

	How to use a disposable sweeping cloth
	2
	6
	4

	What makes a using a sweeping tool with a disposable cloth better then normal sweeping 
	2
	6
	7

	Why it is good to check your work
	3
	1
	4

	Why it is important to report any problems with the job or if something is broken 
	3
	3
	5


SO
:
Specific outcome

AC
:
Assessment criteria




CCFO
:
Critical cross field outcomes


5. What I must be able to do
	WHAT I AM ABLE TO DO
	SO
	AC
	CCFO

	Use PPE 
	1
	1
	7,4

	Select the areas to be swept according to a cleaning scope of work and cleaning specification
	1
	3
	2

	Choose the right equipment for the job
	1
	4
	1

	Sweep a floor properly
	2
	1
	3,8.1

	Sweep a floor using a mop sweeper
	2
	3
	7

	Sweep a floor using a sweeping tool fitted with a disposable sweeping cloth 
	2
	5
	8.1

	Sweep a floor using a sweeping tool fitted with a disposable sweeping cloth using more than one sweeping method
	2
	7
	8.1,7

	Sweep and check all the areas that has been cleaned
	3
	1
	4

	Dispose of waste properly 
	3
	3
	7,8.1

	Clean the equipment, and store equipment and consumables in the right place 
	3
	4
	3

	Report Problems in the right way to the right person
	3
	5
	1


SO
:
Specific outcome

AC
:
Assessment criteria




CCFO
:
Critical cross field outcomes


6. Critical Cross field Outcomes
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	This list contains all Critical Cross-field Outcomes identified by the South African Qualifications Authority.  




The complete list of Critical Cross-field Outcomes is:
1. Identify and solve problems in which response displays that responsible decisions, using critical and creative thinking, have been made. 

2. Collect evaluate organize and critically evaluate information. 

3. Work effectively with others as a member of a team, group, organization or community. 

4. Organize and manage oneself and one’s activities responsibly and effectively. 

5. Communicate effectively by using mathematical and/or language skills in the modes of oral and/or written presentation.  

6. Use science and technology effectively and critically, showing responsibility towards the environment and health of others. 

7. Demonstrate an understanding of the world as a set of related systems by recognizing that problem solving contexts do not exist in isolation.  

8. Contribute to the full personal development of each learner and the social and economic development of the society at large by:

a. Participating as a responsible citizen in the life of local, national and global communities. 
b. Being culturally and aesthetically sensitive across a range of social contexts.  
7. Learning signs
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	 DICTIONARY

Explanation of Words and Terms
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	WORKPLACE ACTIVITY
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	CLASS ACTIVITY
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	FILE IN PORTFOLIO 

Add to portfolio of Evidence (Formative and Summative Assessment)
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	HOMEWORK

Work to be done at Home

	
	MY NOTES

Written reminders
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	Important Information
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	LET US REFRESH OUR MINDS

Revision of work done.



LET’S SWEEP THE FLOORS
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	Most wear and damage on hard and resilient floors is caused by the combined action of foot traffic and dust and loose dirt.  Keeping the amount of loose dirt and dust on the floor to a minimum therefore makes a major contribution to both the appearance and lifespan of the floor.


Why is it important to Sweep a floor? 
The greatest percentage of dirt on hard and resilient floors (up to 90%, depending on location) is dry dirt.

Removing the dry dirt economically and hygienically depends on the selection of the correct sweeping method for that floor surface.

	Floor surfaces to be swept could include: 

Building interior floors, exterior paving, patios, parking areas, roads, pavements 

Sweeping equipment can include: 

Broom, Mop sweeper, dust sweeping tool

	





It is important that the correct equipment be chosen in order to complete the job properly
and to ensure that the surface is not damaged!

Give examples of cleaning situations where you would use the equipment shown in your

 workbook.
	Equipment must be the selected according to the job and your work-site procedure
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The right equipment must be chosen to ensure the job is completed safely, effectively and in good time
It is important to clean according to an agreed “scope of work” and to a “cleaning 

specification” 

In the table in your workbook - list the areas you sweep in the order you sweep them and on what days



List the areas you sweep in the order you sweep them and on what days
Safety in the workplace is everyone’s responsibility!

Wear non-slip shoes

Wear gloves to prevent possible injury to the hands when

handling dangerous litter, like broken glass
	
Discuss amongst your group why it is important to where PPE
Write down your group’s answers.


	PPE:  Personal Protective Equipment
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              SPECIFIC OUTCOME 2

	
	Sweeping the floor is a basic cleaning task but it has to be done effectively and professionally


Plan the task of cleaning:

· Pick up the litter

· Sweep from the furthest end to towards the door

· Sweep from the furthest end towards the refuge area when sweeping outside

Sweep the floor using a broom

What is important when sweeping with a broom?




Can you come up with other answers to the question “Why we do we start sweeping from a specific point”?




	
Discuss amongst your group what type of floors you would use a mop sweeper on



           Better on smooth floors OR better on rough surfaces?                    

Once you have agreed on what sort of surfaces a mop sweeper is best suited for,
try to demonstrate why by using an example


ADVANTAGES OF BOTH SWEEPING EQUIPMENT
Different methods of sweeping a floor using a mop sweeper and a disposable cloth and tool.
Mop sweepers are far more effective than brooms on smooth surfaces and are commonly used in shopping centers, retail areas, schools, etc.

Disposable cloth sweeping tools are:

· Hygienic & convenient because you can dispose of the cloth and it has a washable head

· It is maneuverable, because of the swivel head

· The chemically impregnated cloth is an effective dust remover

Method: 

· Fit the correct size mop sweeper sleeve to the mop sweeper frame ensuring it is clean, as a dirty mop sweeper sleeve will spread dirt and germs 

· Sweep in one direction only. Make sure that dirt is collected on the front edge of the sleeve.

· Wash dirty mop sleeves and leave to dry – remember; you cannot use a damp mop sleeve 

Disposable, impregnated dust sweeping cloths are the most hygienic and efficient method of removing loose dirt and fine dust from floor surfaces. 

As most germs are contained in the floor dust, efficiently removing the dust also removes the germs. This is very important in areas such as hospital ward floors and operating theatres.

Method: 

· Fit the correct size disposable dust sweeping cloth to the dust-sweeping tool by pressing it into the cloth fasteners at both ends of the tool.

· Sweep floor using a walk behind method in an open area

· Sweep using a figure eight (8) method in obstructed areas.

· Make sure you complete the task in the given time.

· Regularly check the surface of the cloth for dust and dirt build up.

· If the cloth surface is dirty, remove it from the fasteners, changing the position so that an unused surface is selected

· Refasten the cloth

· Use both sides of the cloth.

· Deposit the cloth in a waste container once both sides of the cloth are dirty.
Question:
How does the cloth pick up the dust?

Answer:
With the combination of the fleecy construction and a chemical impregnation in the cloth.

Question
What happens if the cloth clogs up with dust?

Answer:
It won’t collect dust any more. Instead it will spread it, not pick it up.

Question 
Can a dirty cloth be washed and reused?

Answer:
No, washing the cloth removes the chemical impregnation and it will no longer be able to pick up the dirt effectively.




1. Dispose of waste according to environmental principles and your worksite procedures.

2. Use safety precautions when handling harmful waste e.g. broken glass - It can injure you.

3. Check that nothing is wound around the brooms.

4. Clean all equipment with a damp cloth.

5. Store equipment in a clean condition.

6. Report faulty equipment to the supervisor

 

            What do you remember about finishing the job?  

           The job’s not finished until you have checked your work

     Finnish of these sentences

1. Sweep and CH _ CK the area 

2. CLE _ _ E and STO_ E  your tools and equipment
3. R _ PO _ T damaged equipment and any problems
Why is it so important to report damages and problems at the end of a shift?

	1. It shows the company and myself in matters are reported and sorted out quickly

	2. It can be dangerous to leave certain situations unreported e.g. faulty equip.

	3. The next shift may be unproductive e.g. if stock shortages are not reported


WHY MUST EQUIPMENT BE CLEANED BEFORE STORAGE?

· Cleaning must be carried out using clean equipment

· Germs breed on dirty surfaces during storage



QUALIFICATION


Hygiene and Cleaning level 1





Introduction to cleaning





Use Chemicals to clean





Ablution Cleaning





Textile surface cleaning





Wet Mop Floors








Hard and Resilient Floor cleaning





Above the Floor Cleaning





Kitchen Cleaning





Clean Floors using a Single Disc Machine 





Waste management





Plan and Prepare





Image and Service





Sweep Floors





Life Skills - Health





Life Skills- Literacy








Sweep Floors





Life Skills - Numeracy





Perform End of Task Procedures 





(  You are HERE





Life Skills - Finance








Important Note: You need to have completed the Introduction to cleaning and the Use chemicals skills clusters before doing any of the other clusters
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MODULE 1:


PLAN AND PREPARE FOR SWEEPING FLOORS
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COMPLETE CLASSROOM ACTIVITY NO 1 IN YOUR WORKBOOK





COMPLETE CLASSROOM ACTIVITY NO 2 IN YOUR WORKBOOK





COMPLETE WORKPLACE ACTIVITY NO 4 IN YOUR WORKBOOK
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Group work





MODULE 2:


SWEEPING FLOORS





�





Why





Because





So you don’t have to re-sweep an area





�





Start sweeping at the correct point





COMPLETE CLASSROOM ACTIVITY 


NO. 3 IN YOUR WORKBOOK
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Group work





COMPLETE CLASSROOM ACTIVITY 


NO.4 IN YOUR WORKBOOK





COMPLETE FORMATIVE ASSESSMENT NO.6 IN YOUR WORKBOOK





MODULE 3:  END OF TASK PROCEEDURES AFTER SWEEPING FLOORS                                                                                 





COMPLETE WORKPLACE ACTIVITY NO 5 IN YOUR WORKBOOK
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