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	SAFE WORK INSTRUCTIONS

	
	

	Proposed Actions
	Details

	Description of Task
Give brief description of activity (Floor, fittings and fixtures)
	Washrooms (including accessible toilets), wash hand basins, urinals and washroom furniture

	Description of Location
Name of contract, building and floor level
	

	Manager/Supervisor in Charge
Person in charge of project with overall responsibility
	Qualified Department trainer or Certified Trainer with BICSc License is recommended

	Minimum competence level of Operative
Minimum Training requirements of operative (date of training and by whom)
	No assumptions are made that the candidate has any prior experience. Trainer to check before undertaking any form of training.

	Pre Site Preparation
Does work area need any associated safety documentation or special procedures before task is undertaken
	Where applicable, COSHH data, and any special instruction should be obtained where the trainer is unfamiliar with equipment and materials

	Equipment required
	Trainer to check against task code list in assessment kit
Bin liner
Bucket
Cleaning agent(s)
Cloths of appropriate color
COSHH data sheets
Hand buckets
Measuring apparatus
Non - abrasive pad
PPE (Personal Protective Equipment)
Refuse sack - appropriate color
Risk Assessment
Spray bottle
Supply of soaps/paper towels (where used)
Toilet brush
 Warning signs

	Method of work
Step by step task procedure








	





















	1. Wash hands, (remove finger rings jewelry, to avoid damage of gloves) dry and put on appropriate gloves.
2. Put on personal protective equipment
3. Plan work area
4. Place warning signs, ensuring all signs are visible
5. Ventilate the area, if appropriate
6. Assemble equipment and check for safety
7. Carry out visual check and report damage to line manager
8. Check floor area and if excessively wet mop before beginning
9. Toilet - Flush the toilet (lower lid first if attached)
10. Lower the water level by way of pumping with the toilet brush.
11. Spray cleaning agent to the inside of the bowl including under the rim, allow the cleaning agent a reaction time (do not allow to dry out).
12. Wash hand basin - Spray cleaning agent directly on to dampen cloth & wipe clean following the outside to inside, clean to dirty, high to low rule
13. Rinse appliance and ensure to take in mirror if applicable
14. Urinals - Turn of flush system if possible or wait for urinal to flush
15. Remove debris from urinal and place in bin or bag
16. Apply chemical agent to urinal
17. Wash surrounding wall from top to bottom
18. Wash appliance from the top working to the under carriage, play attention to trap
19. Rinse using same direction as washing
20. Agitate chemical in urinal
21. Turn on flush unit and allow to flush
22. Replace blocks or fresheners if applicable
23. Toilet Area - Spot clean marks & splashes from walls, doors & door furniture, fixings & fittings
24. Wash pedestal from the outside coming in
25. Clean the seat from the outside going inward toward the top of the toilet bowl.
26. Rinse pedestal in the same direction
27. Using the toilet brush, thoroughly brush the inside of the toilet bowl especially under the rim
28. Flush the toilet and rinse the toilet brush in the flushing water, put back into the holder (or remove to sluice room if applicable)
29. Damp wipe outside areas of sanitary bins (if applicable)
30. Polish chrome fittings & tiles using a paper towel (if applicable)
31. Replenish supplies and consumables
32. After use, all equipment should be checked, cleaned, dried and returned to the storage area
33. Close ventilation
34. Remove warning signs and wash
35. Remove PPE and wash hands (wash gloves if using re-usable.


	Control of Operations
Has client officer been notified of work
	Trainer should not entre site without informing client
Client to indicate area where training and assessments can take place.

	Storage/Materials/Handling/Cleaning
Any special requirements while undertaking task
	Work area should be clean and free from any visible debris that can affect the training or the outcome of a task undertaken by the candidate.

	Basic safety/Risk/COSHH/Manual Handling
Assessments (Enter corresponding number ref if applicable)
	     PAT on all electrical equipment. Do not use if unfit for     purpose.
COSHH data should be available prior to training and assessment Where appropriate it should be use as part of the assessment Trainers or candidates should avoid lifting heavy items.

	3rd. Party Safety controls
Measures taken to protect 3rd parties
	Cordon off area if possible.
Warning signs should be use as instructed in assessment kit.

	Personal Protective Equipment
	All candidates should be given access to gloves.
Appropriate footwear should be advised before candidates undertake training, assessment or both
Overalls or equivalent should be worn wear indicated in assessment kit or by instructor.

	Emergency procedures
Additional procedures that may exist due to change in task procedure
	Where appropriate refer to COSHH data sheets.
Trainer should make themselves familiar of emergency routes and procedure on unfamiliar sites. All candidate should be instructed on the same procedure

	First Aid requirements
	First aid box should be located on unfamiliar sites. Where chemicals are involved instructor to refer to COSHH data sheets

	Environmental Issues
Control of harmful emissions or waste disposal measures
	N/A

	Prepared by, position in company:
	

	Supervisors name, signed & date:
	

	Operative name, signed & date:
	

	Approved by position:
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