DGCST008 Housekeeping - General


INTRODUCTION

Some people think that housekeeping just means quickly running a broom over the workshop or factory floor at the end of the day.

Although sweeping the floor clean is one aspect of housekeeping, effective housekeeping is actually much more than this.

Housekeeping is everybody’s responsibility and it requires all of us to keep the workplace clean, tidy and organised so that it is safe to work in.

Today we will talk about:

· the cost of poor housekeeping; and

· what you can do to keep your workplace clean, tidy and organised.

Cost of Poor Housekeeping

Poor housekeeping leads to a variety of accidents, injuries, damage and problems.


“What type of problems occur because of poor housekeeping?”


Splinters, cuts and eye injuries happen when metal filings and swarf are left on bench tops and machinery.

Cuts to hands and fingers occur when sharp metal scrap is left lying on top of work benches.

Slip and trip accidents occur when tools, equipment and scrap material are left lying on the floor.

Crush injuries occur when unstable stacks or overburdened storage shelves collapse.

Time is wasted because tools, equipment and materials are always being moved and re-arranged.

Apart from accidents and injuries, poor housekeeping also creates other problems.

Fires easily spread throughout a workplace if paper waste is allowed to build up.

Serious injury or death can occur while people are trying to evacuate a building, if access-ways and emergency exits are blocked off or obstructed.

A badly organised and untidy workplace also creates:

· a congested work place; and

· difficulty finding tools, materials and equipment.

A congested, untidy and disorganised workplace is difficult for everyone to work in and does not encourage quality work.


Effective housekeeping requires you to:

· organise your workplace;

· keep work areas uncluttered and clean; and

· store everything in its proper place.

The benefits of good housekeeping are:

· less risk of accidents and injuries;

· less risk of fires;

· a more pleasant workplace; and

· less time wasted trying to find tools, equipment and materials.

We will now look at some of the housekeeping practices you should apply in your work area.

Keep Floors and Access-ways Clear

Poor housekeeping can make walking through your workplace a bit like walking through a minefield.


“What can you do to keep floors and access ways safe?”


The more equipment and materials you store in your immediate work area the less space you will have to work in.  Less floor space and room to move makes it more difficult for you to work efficiently and safely.

You can prevent congestion in your work area by:

· only keeping frequently used tools and equipment in your work area;

· keeping infrequently used tools, equipment and materials in designated store rooms and lay-down areas;

· using storage racks and shelves, which take up less floor space, rather than stacking materials and equipment on the floor; and

· keeping the floors around work benches and fixed machinery clear of any scrap, materials, tools or parts.

Never stack or store anything in front of:

· doorways;

· emergency exits; or

· safety showers.

You should never stack or store anything within one metre of fire fighting equipment.

Fire fighting equipment and emergency exits must be clearly visible and unobstructed at all times.

Keep floors clear of any oil, grease, mud, liquids or loose objects to prevent slip and fall accidents.

Storing Tools and Materials

The correct storage of tools, equipment and materials helps to maintain a good standard of housekeeping.

By storing tools properly you:

· ensure they are easily found when needed; and

· keep them in good condition.


“What are some of the correct and incorrect ways to store tools?”


You should always keep tools stored:

· in storage racks;

· on shadow boards; or

· in tool-boxes.

You should never leave tools:

· sitting on top of machines;

· overhanging the edge of bench tops;

· resting top of vehicles; or

· lying on the floor.

Storing tools in this way can easily lead to people slipping and falling or

being hit by falling tools.

Poor materials storage also creates an untidy and disorganised workplace.


You should store sheet material, such as plywood or steel, vertically or horizontally in racks which:

· separate different size sheets;

· allow easy removal of sheets; and

· prevent sheets falling over.

You should store round-bar, pipe and conduit in racks which are designed to prevent the material rolling or moving.

You should store small items such as nuts, bolts, fastenings and spare parts on shelves and in trays.

Avoid storing materials:

· on top of shelf units where they are hard to see and reach;

· underneath work benches where they can’t be seen and are difficult to remove;

· on window sills where they can fall off; or

· on top of internal wall beams where they can easily fall off.

You should also avoid stacking and storing materials in front of windows because this will affect the lighting and visibility in your work area.  Poor visibility is a cause of accidents and injuries.

The incorrect storage of small containers of flammable liquids, such as degreasers, can easily lead to spillage and fires.


“How should you store small containers of liquids?”


You should store small containers of flammable liquids in flame proof cabinets.  This includes:

· tins of paint;

· plastic bottles of oil and methylated spirit; and

· aerosol packs of paint and degreaser.

You should not store flammable liquid containers on top of benches, on the edges of shelves, or on wall beams where they can be punctured or exposed to heat.

Rubbish and Waste

Accumulated waste, rubbish and scrap is an obvious symptom of poor housekeeping.


“What types of waste can accumulate in your work area and what hazards do they create?”


Metal filings left on bench tops and machinery can result in splinters, cuts and eye injuries.

Sharp metal scrap left lying on top of work benches can result in cuts to hands and fingers.

Scrap material left lying on the floor creates the risk of slips and falls.

Paper, cardboard, and wood shavings are a major source of fuel for a fire.

Oily rags and oily waste are also a source of fuel for a fire.

Food scraps and food wrappers attract vermin which spread disease.


“How should you prevent the build up of waste and rubbish?”


To prevent waste and rubbish building up you should always:

· clean bench tops and equipment to remove metal filings and scrap;

· dispose of metal waste into scrap metal bins;

· immediately dispose of any waste cardboard and paper into a bin; and

· dispose of food scraps and wrappers into a bin and keep the bin lid in place to avoid attracting flies and vermin.

Oily rags and waste are a high risk fire hazard and can spontaneously ignite.  You must dispose of this type of waste into a metal bin with a close fitting lid to prevent a potential fire spreading.

Never dispose of paper waste into a bin used for oily rag or waste.

To prevent housekeeping “getting on top of you” you should get into the habit of cleaning up as you go rather than waiting until the end of the day.

Summary

Housekeeping is not just a matter of sweeping the floor clean at the end of the day.

Poor housekeeping creates a cluttered workplace and a breeding ground for accidents.

Good housekeeping means organising your workplace so that everything is stored in a proper place.

Housekeeping is everybody’s responsibility and you can maintain a good standard of housekeeping in your workplace by:

· keeping floors and access-ways unobstructed;

· correctly storing tools and equipment;

· correctly stacking and storing materials; and

· regularly disposing of rubbish and waste into the proper bins.

If you get into the habit of cleaning up as you go, rather than waiting until the end of the day, you will work more efficiently and safely.

Keep in mind what we have talked about today and when you get back to your workplace see if you can identify and fix any housekeeping problems in your area.


Further References for the Supervisor
Basic Training Manual

1-11 Workshop Safety

Department of Employment, Education and Training
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Hand out sheet 1 – The cost of poor housekeeping





Hand out sheet 2 – Benefits of good housekeeping








Hand out sheet 3 - Floors and access ways








Hand out sheet 4 - Tool storage








Hand out sheet 5 – Materials storage








Hand out sheet 6 – Storing containers of flammable liquids








Hand out sheet 7 – Rubbish and waste hazards








Hand out sheet 8 – Waste and rubbish disposal
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