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Hi there!
Welcome to a learning experience that will give you all you need to know about the principles of cleaning.

Most of the activities are practical.  Your facilitator will demonstrate and explain how to do 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

[image: image14.wmf]Have fun!

INDEX

	Section
	Contents
	Page number

	1
	Skills clusters and learning pathway
	5

	2
	Introduction to your workbook
	6

	3
	Unit standard learning outcomes
	6

	4
	Critical crossfield outcomes
	7

	5
	What I must know
	8

	6
	What I must be able to do
	9

	7
	Learning signs
	10

	
	Module 1:  The Cleaning Industry
	11

	
	Module 2:  Components of Cleaning
	12

	
	Module 3:  Planning and Preparing for Cleaning
	22

	
	Module 4:  Principles of Cleaning
	27

	
	Module 5:  End of Task Procedures
	32

	
	Module 6:  Disposal of Waste
	33


1.  Skills clusters and learning pathways
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	Qualification

Hygiene & Cleaning Level 1
	
	Introduction to Cleaning
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This is the theory that is applicable to the cleaning skills clusters and therefore must be completed before any of the other cleaning clusters.

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:

· [image: image25.png]


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 instil the principles of cleaning that form the foundation used in all cleaning activities

Learners credited with this unit standard are able to:

· Describe the purpose of organisations operating in the cleaning services industry 

· Describe the essential components required for any cleaning task in a cleaning services environment  

· Understand the principles of planning and preparing for a cleaning task

· Understand the principles of cleaning 

· Understand the principles of performing end of task procedures after cleaning

Learning assumed to be in place
It is assumed that learners are competent in:

· Communication at ABET Level 3

4.  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.  

5. What I must know 

	   I must know . . . .
	SO
	AC
	CCFO

	The reasons for cleaning
	1
	1
	7

	The basic business principles
	1
	2
	

	The services offered within the cleaning industry
	1
	3
	7

	Reasons for performing effective cleaning tasks
	1
	4
	

	The components of cleaning
	2
	1
	

	The purpose and tasks of the cleaning staff
	2
	2
	4

	The term equipment give examples
	2
	3
	

	The term consumables give examples
	2
	4
	

	The term chemicals and give examples
	2
	5
	

	The term time management
	2
	6
	4 & 7

	Reasons for planning and preparing for cleaning tasks
	3
	1
	

	Reasons for meeting customer requirements
	3
	2
	

	The importance of planning and keeping to the plan
	3
	3
	4

	Reasons for adhering to safety requirements
	3
	4
	

	Reasons for selecting correct equipment, consumables and chemicals
	3
	5
	1 & 4

	Principles of access to various areas to be cleaned
	3
	6
	1, 3, 4 & 7

	The principles of cleaning
	4
	1
	

	 Reasons for applying the principles of cleaning
	4
	2
	

	Reasons for doing the tasks correctly the first time
	4
	3
	

	The end of task principles
	5
	1
	

	Reasons for checking quality of work
	5
	2
	5

	Types of waste and how each type is disposed of using environmental principles
	5
	3
	1, 7 & 8

	The impact of chemical waste on humans and the environment
	5
	4
	

	Reasons for removing, cleaning, checking and storing equipment, consumables and chemicals after use in terms of health, safety, security and longevity
	5
	5
	4 & 5

	Reasons for replenishing consumables and chemicals and reporting damaged equipment
	5
	6
	1, 4 & 5


6. What I must be able to do

This learning programme contains information you must know when doing your cleaning tasks.  

You will be assessed on applying this knowledge when cleaning.
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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
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	MY NOTES

Written reminders
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	IMPORTANT INFORMATION
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	JUST TO REMIND YOU

Revision of work done.


	MODULE 1:  The Cleaning Industry


Introduction
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Work done by cleaners is important to society to keep cleanliness and order.   
Cleaning is carried out for the comfort and safety of people.  

In professional cleaning, the work is done for other people

so that they can concentrate on their own tasks.  

Cleaning is also done on equipment that requires special 

cleanliness -   example:  kitchen equipment

One of the first things that a mother teaches her child is 

to wash their hands before eating and to bath regularly to make 

sure that they are clean. 

Hygiene and the control of disease spreading germs are important.  

If we didn’t have cleaning, imagine what it would be like in our schools, hospitals, restaurants, workplaces and homes.

A building that looks clean gives a good feeling to the people that enter the building as well as to the people that are working in the building.    It also shows how professional the people in the cleaning industry are. 

The Cleaning Services Industry

The Cleaning Services Environment refers to anywhere where cleaning takes place.
The cleaning industry is made up of several sectors.  Examples of these sectors include but are not limited to:

· Contract cleaning

· Laundry

· Dry cleaning

· Car wash

· Aircraft cleaning

Add any others you can think of . . .. 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

	CLASSROOM DISCUSSION ACTIVITY NO 1


Cleaning has always been a challenge, even for the people doing cleaning years ago.   Today we have modern equipment and new ways of doing the cleaning, but cleaning is still a challenge for us.   One thing that has remained the same is the definition of cleaning, which is: 

[image: image36.emf]
          the collection and removal of dirt.

The purpose of organisations operating in the cleaning services industry

A business exists to make money.   The owners of the business have invested money in the business and would like a return on their investment.  They do this by providing cleaning services to their customers. 

For a business to be successful, it is important for the business to ensure good business ethics.  Business ethics, practiced throughout the company, become the heart and soul of the company’s culture and will affect the success of the company.

	CLASSROOM DISCUSSION ACTIVITY NO 2


	DICTIONARY
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	Invested money:
put money into the business

Ethics:

your beliefs and values

Integrity:

honesty, truthfulness


	MODULE 2:  Components of Cleaning


It is the cleaner’s responsibility to ensure that the cleaning job is completed according to the customer’s specification and the company’s worksite procedures.   In order for you to achieve this you need to understand what you need to have and use for the cleaning job.

Components of Cleaning

(What is needed for a cleaning job to be done?)

	CLASSROOM DISCUSSION ACTIVITY NO 3
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	DICTIONARY
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	Components:
parts  




Let us discuss each of the components of cleaning

1.  PEOPLE: -   me

Your manager is always talking about your performance or your fellow workers’ performance.  Your manager wants to measure your performance. 

Your performance tells the customer, your manager and fellow workers how professional you are in your job.
What are the duties of the cleaning staff?

· [image: image38.wmf]Be at work on time.

· Use the correct cleaning equipment, chemicals and 

      consumables

· Clean according to the cleaning specification / worksite

      procedure

· Work safely at all times.

· Communicate politely with customers, visitors, staff and 

     all building occupants.

· Look after the equipment.

· Be clean and wear the correct uniform. 
· Work as a member of a team.

· Remove dirt from the environment in a way that is safe for people and the environment
          [image: image11.png]



	CLASSROOM DISCUSSION ACTIVITY NO 3.2


2.  EQUIPMENT

[image: image39.wmf]
EQUIPMENT includes:    

The tools we use to do the cleaning tasks such as vacuum cleaners, janitor trolleys, automatic scrubber driers, polishers etc.

[image: image40.emf]They are NOT replaced monthly. 
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	CLASSROOM DISCUSSION ACTIVITY NO 4


If I do not look after the equipment it will

cost money, waste time and spread germs.

3.  CONSUMABLES
To consume means to “eat up”.  Consumables are like groceries they last for a while then need to be replaced.  They are things that we use for cleaning but wear out with use.

Careful cleaning after they have been used will extend their life.

[image: image42.wmf][image: image43.wmf][image: image44.wmf]
Tick the CONSUMABLES in the pictures below.
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4.  CHEMICALS
CHEMICALS are used for many different purposes
These include: 

· Cleaning

· Disinfecting

· Protecting

	CLASSROOM DISCUSSION ACTIVITY NO 4.2


Chemicals provide a vital role in the “efficient collection and removal of dirt”






You will learn more about chemicals in the unit standard:

                                                “Use chemicals in the cleaning services environment”

5.  MANAGING TIME

Certain jobs must be done at certain times to NOT inconvenience others.
Time costs money and the work to be done must be

completed in the set time.  To waste time costs money.  

Schedule your jobs according to time.   

    Why is it important to start and finish a job in a certain time limit?

· To ensure productivity

· To finish all the work in time – meet the deadlines

· To ensure customer satisfaction

· To comply with security regulations


MY NOTES

	

	

	

	

	

	

	

	

	

	



	MODULE 3:  Planning and Preparing for Cleaning


A professional cleaner always plans and prepares everything that is required for the job before going to perform his/her duties.

Planning and keeping to a plan is important.  This will ensure successful completion of a cleaning task and you will have a happy customer.
How can I prepare MYSELF for my job?

· Uniforms must be clean and fresh every day. 

· The correct complete uniform must be worn every day.

· Always appear smart when arriving for duty

· Uniform must be spotlessly clean and in good repair at all times

· Your uniform must fit well

· Wear minimum jewelry. (According to worksite procedures)

Always ask what you will be required to do.

Why must I ask “What cleaning must I do?”

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

· If you do not know what the job includes you will not satisfy your customer. 
· If you do not know what the job includes you may not do everything that has been identified. 
CLEANING SPECIFICATIONS

A cleaning specification is a document that states everything the customer expects us to do.

EXAMPLE:

· What cleaning task must be carried out?  

· The start and finish times of the task?
· Where the cleaning task must be carried out?

· Which cleaning equipment must be used?

· Which chemicals must be used?

The customer’s expectation is determined by the cleaning specification 

i.e.” What the customer is paying for?”

Why is it important to know what the cleaning specification is?

· The cleaning specification tells us exactly what the customer expects us to do.

· Specifications and standards can be used to measure how well we are doing the job.
Add other points you may think of………………………….

___________________________________________________________

___________________________________________________________

___________________________________________________________

JUST TO REMIND YOU

             A cleaning specification is:
· How I must clean

· When I must clean

· Where I must clean

· What I must clean

· Which equipment to use

· Which chemicals to use

	CLASSROOM DISCUSSION ACTIVITY NO 5


Safety requirements when cleaning

You need to be aware of all the safety requirements when planning and preparing for a cleaning task.   You need to aware of all the safety requirements for the job to be completed.

Worksite procedures:
___________________________________________________________

___________________________________________________________

___________________________________________________________

Cleaning specifications:
___________________________________________________________

___________________________________________________________

___________________________________________________________

Equipment manufacturer’s operating instructions:
___________________________________________________________

___________________________________________________________

___________________________________________________________

Personal protective equipment:
___________________________________________________________

___________________________________________________________

___________________________________________________________

Handling of chemicals:
___________________________________________________________

___________________________________________________________

___________________________________________________________

Materials Safety Data Sheets:
___________________________________________________________

___________________________________________________________

___________________________________________________________

Handling damaged items / equipment:
___________________________________________________________

___________________________________________________________

___________________________________________________________

General safety Regulations:
___________________________________________________________

___________________________________________________________

___________________________________________________________


MY NOTES

	

	

	




	MODULE 4:  Principles of Cleaning


In this module, we will discuss the principles of cleaning. In order to be a professional cleaner you need to understand the basic principles of cleaning.  This is how we must clean.

	DICTIONARY
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	Systematically:
orderly, logical, according to plan 




	CLASSROOM DISCUSSION ACTIVITY NO 5


To summarize:  The PROFESSIONAL CLEANER MUST….

· Know how to do the job 

· Know what you are required to do (the cleaning specification)

· Work systematically according to the principles of cleaning

· Choose the correct cleaning method, chemicals, consumables and equipment

· Choose the necessary safety equipment e.g. gloves, mask, boots, safety signs 
· Adhere to good time-keeping:
· Work quickly and efficiently

· Be on time for work (after tea and lunch breaks as well)

· Be organized – make sure you have everything necessary to do the job at hand.
THE QUALITY OF A JOB DEPENDS ON:

The ability to meet the customer’s expectations and needs.
There are three areas, which will assist you in adding value to your performance in your job, namely: -

· Quality of your work

· Ensuring safe a working environment

· Maintaining good hygiene



	MODULE 5:  End of Task Principles


Once you have completed the job or at the end of your shift, it is your responsibility to ensure all items used are cleaned, checked and stored.


Your end of shift duties includes: -

	DUTIES
	WHY?

	Inspect your work


	

	Collect and remove waste and throw it away
	

	Clean and check that all machines are working properly before storing them.
	

	Prepare supplies and equipment.
	

	Report anything not working or if any additional cleaning chemicals are needed.  
	

	Hand over to new shift /lock up if necessary
	


REPORTING PROCEDURES

There will be times when you experience problems, need to know something or have to report information such as damaged or broken equipment.  Each company has its own reporting procedure.

	MODULE 6:  Disposal of Waste


“Waste is rubbish or material that 

                 is not needed and is unusable

                                  unless processed further. “

Waste is known as either:

· Hazardous waste   
:  
has the potential to affect the health of those who come into 






contact with it, and negatively effect the environment, in general.

· Non-hazardous waste
:   
is undesirable but does not present an immediate health threat.
Waste is also either:

· Biodegradable 

:
can be broken down by micro organisms e.g. vegetable peelings

· Non- biodegradable
:
cannot be broken down naturally.
What kinds of waste are there?

	Type of Waste
	How it is disposed.

	Solid waste
	

	Sludge waste
	

	Liquid waste
	

	Gas waste
	


Waste needs to be:

___________________________________________________________

___________________________________________________________

___________________________________________________________

What is the environment?

The environment is everything around us:
· Air

· Soil

· Water

· All living organisms, e.g. birds, plants and animals. 

Everything is dependant on everything else

What does the law say about protecting the environment and the rights of the people?

The Bill of Rights
The most pertinent fundamental right in the context of integrated pollution and waste management is the Environmental Right, which provides that: 

"Everyone has the right 

a. to an environment that is not harmful to their health or well-being; and 

b. to have the environment protected, for the benefit of present and future generations through reasonable legislative and other measures: - 
i. Preventative conservation; and 
ii. secure ecologically sustainable development and the use of natural resources while promoting justifiable economic and social pollution and ecological degradation;
iii. promote development".


What are the impact and dangers of chemical waste on human beings and the environment?
___________________________________________________________

___________________________________________________________

___________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________






You will learn more about the disposing waste in the unit standard:

                                                “Identify and process waste”
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In order to do our cleaning job well we have to know the following:





What is clean?





What does cleaning consist of?





How do I clean?





What equipment do I need for cleaning?





Do I have to follow certain rules when I clean?





What do I need to clean?





What must I clean?
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Complete Formative Assessment Tool - No: 1 and


Worksite Activity No: 1 in your Workbook





�





Write down your answer here
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Complete Worksite Activity/Homework Assignment NO. 2 in your Workbook





APPLY THE PRINCIPLES OF CLEANING





There are certain cleaning methods that make cleaning easier and more efficient generally.  These important principles should always be remembered and it will make your job easier!





To protect the right of all to a healthy environment 





Clean from the furthest end to the entrance 





Clean from top to bottom 





Complete dry-cleaning procedures before wet cleaning procedures 





Clean systematically





Use colour coded cleaning methods





Get best use from cleaning cloths and consumables








� 





Complete Formative Assessment No. 2 in your Workbook





Write down your answer here





�








This section of the Bill of Rights guarantees the people of South Africa the right to an environment not detrimental to human health or well-being, and specifically imposes a duty on the state to promulgate legislation and take other steps to ensure that the right is upheld and that, among other things, pollution and ecological degradation is prevented





Write down your answer here





�





�





Complete Worksite Activity/Homework Assignment 


No. 3 & 4 in your Workbook
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