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DESCRIPTION

STARTING A JOB IS AN IMPORTANT STEP IN YOUR LIFE.

IT WILL BRING YOU MORE INDEPENDENCY,

OPPORTUNITIES FOR LEARNING,

MEETING NEW PEOPLE AND SATISFACTION.

THIS BOOKLET IS PREPARED ESPECIALLY FOR YOU.

YOU WILL LEARN SKILLS AND ACTIVITIES THAT YOU CAN USE
IN ALL THREE (3) JOB ENVIRONMENTS:

1. HOTEL SERVICE ASSISTANT,
2. CATERING ASSISTANT AND
3. WAREHOUSE ASSISTANT

AS WELL AS IN ANY OTHER WORKING ENVIRONMENT, SUCH AS:

1 HYGIENE SKILLS
YOU WILL LEARN
HOW TO MAINTAIN GOOD PERSONAL HYGIENE AND
A CLEAN WORK SETTING
BY TAKING GOOD CARE OF YOURSELF AND
YOUR WORK SETTING

1 HEALTH SKILLS
YOU WILL LEARN
HOW TO ENSURE PERSONAL HEALTH AND
A HEALTHY WORK SETTING
BY PREVENTING INJURIES,
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MANAGING ALLERGIES AND
AVOIDING POISONING
1 SAFETY SKILLS
YOU WILL LEARN
HOW TO STAY SAFE AT AWORK SETTING
BY IDENTIFYING HAZARDS AND
LEARNING ABOUT EMERGENCY PROCEDURES

YOU WILL GET TO KNOW SOME TYPICAL SITUATIONS IN WHICH
YOU CAN USE THESE SKILLS.
THE SKILLS ARE DIVIDED INTO THREE LEVELS:

1 BEGINNER LEVEL

1 INTERMEDIATE LEVEL
1 ADVANCED LEVEL

Funded by 2
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HYGIENE

HYGIENE MEANS KEEPING
OUR BODIES AND
SURROUNDINGS CLEAN TO
STAY HEALTHY.

IT INCLUDES WASHING
HANDS, TAKING BATHS, AND
BRUSHING TEETH TO FEEL
FRESH.

GROOMING

GROOMING IS TAKING CARE
OF OURSELVES, LIKE
BRUSHING OUR HAIR AND
WASHING OUR FACE.

IT HELPS US LOOK AND FEEL
NICE AND CLEAN.

PERSONAL
PROTECTIVE
EQUIPMENT

PERSONAL PROTECTIVE
EQUIPMENT, OR PPE, ARE
SPECIAL THINGS WE WEAR TO
STAY SAFE.

LIKE MASKS AND GLOVES,
THEY PROTECT US FROM
GERMS AND KEEP US
HEALTHY.

Funded by
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WORKSPACE A WORKSPACE IS OUR
SPECIAL AREA WHERE WE DO
TASKS.

IT CAN BE A DESK OR A TABLE
OR IN OUR CASE IT CAN BE A
RESTAURANT, A KITCHEN, A
HOTEL, A WAREHOUSE.

KEEPING IT ORGANIZED
HELPS US DO OUR WORK

BETTER.
CLEANING CLEANING PRODUCTS ARE
PRODUCTS SPECIAL THINGS WE USE TO
MAKE EVERYTHING CLEAN.
«
LIKE SOAP AND SPRAYS, THEY 3
4
HELP US REMOVE DIRTAND (L% g ey,

KEEP OUR SPACES TIDY.

CONTAMINATION | CONTAMINATION IS WHEN
UNWANTED THINGS, LIKE
GERMS, GET WHERE THEY
SHOULDN'T BE.

CLEANING HELPS US GET RID
OF CONTAMINATION AND
STAY SAFE.
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TOWEL

A TOWEL IS A SOFT CLOTH WE
USE TO DRY OURSELVES
AFTER WASHING.

IT HELPS US STAY DRY AND
COMFORTABLE.

WORK
UNIFORM

A WORK UNIFORM IS SPECIAL
CLOTHING WE WEAR WHEN
WORKING.

IT HELPS US LOOK
PROFESSIONAL AND SHOWS
WHAT JOB WE DO.

REUSABLE
GLOVES

REUSABLE GLOVES ARE
STRONG, PROTECTIVE
COVERINGS FOR YOUR
HANDS THAT YOU CAN WASH
AND WEAR AGAIN.

THEY KEEP YOUR HANDS
SAFE WHEN DOING
DIFFERENT TASKS LIKE
CLEANING, COOKING, OR
OTHER WORK, AND THEY
HELP PROTECT YOUR HANDS.

Funded by
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DISPOSABLE
GLOVES

DISPOSABLE GLOVES ARE
THIN, ONE-TIME USE
COVERINGS FOR YOUR
HANDS.

AFTER USING THEM, YOU
THROW THEM AWAY TO STAY
CLEAN AND SAFE.

PROTECTIVE
MASK

A PROTECTIVE MASK IS A
MASK FOR YOUR FACE.

IT KEEPS GERMS AND DUST
AWAY AND HELPS YOU
BREATHE CLEAN AIR DURING
ILLNESSES.

HAIRNET

A HAIRNET IS A SPECIAL NET
FOR YOUR HAIR.

IT KEEPS YOUR HAIR TIDY
AND AWAY FROM PLACES
WHERE IT SHOULDN'T BE.

Funded by
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DISINFECTANT
SOLUTION

A DISINFECTANT SOLUTION IS
A SUPER STRONG CLEANING
LIQUID.

IT HELPS TO MAKE
EVERYTHING SPARKLING
CLEAN AND FREE FROM
GERMS.

IT'S IMPORTANT TO FOLLOW
SAFETY GUIDELINES WHEN
USING A DISINFECTANT
SOLUTION, AS IT CAN BE
HARSH AND SHOULD BE USED
WITH CAUTION.

BROOM AND
DUSTPAN

A BROOM AND DUSTPAN ARE
TEAMWORK TOOLS.

THE BROOM SWEEPS AWAY
DIRT, AND THE DUSTPAN
COLLECTS IT, MAKING YOUR
SPACE CLEAN.

Funded by
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MOP AND
BUCKET

A MOP AND BUCKET ARE
TEAMWORK TOOLS FOR
FLOORS.

THEY WORK TOGETHER TO
WIPE AWAY DIRT AND MAKE
YOUR FLOOR SHINY CLEAN.

SPONGE

A SPONGE HELPS TO WIPE
AND CLEAN THINGS, MAKING
EVERYTHING SPOTLESS.

SCRUB
BRUSH

A SCRUB BRUSH IS A STRONG
HELPER FOR CLEANING.

IT HAS TOUGH BRISTLES THAT |

REMOVE TOUGH DIRT AND
STAINS.

MICROFIBER
CLOTH

A MICROFIBER CLOTH IS LIKE
A SUPER SOFT CLOTH FOR
CLEANING.

IT GRABS DUST AND MAKES
THINGS SHINY.

IT IS USED FOR CLEANING
VARIOUS SURFACES,

Funded by
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INCLUDING GLASS, SCREENS
AND MORE.
ITIS REUSABLE AND CAN
OFTEN BE CLEANED IN A
WASHING MACHINE.
DUSTER A DUSTER IS A CLEANING

TOOL USED TO REMOVE DUST
AND DIRT FROM SURFACES
LIKE FURNITURE, SHELVES,
AND ELECTRONICS.

IT USUALLY HAS A HANDLE
AND A SOFT, FUZZY PART
MADE OF FEATHERS, CLOTH,
OR MICROFIBER.

YOU GENTLY MOVE THE
DUSTER OVER SURFACES TO
PICK UP DUST, MAKING THE
AREA CLEAN.
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VACUUM
CLEANER

A VACUUM CLEANER SUCKS
UP ALL THE DUST AND DIRT
FROM YOUR FLOOR, MAKING
IT SUPER CLEAN.

INTERNAL
TRASH BIN

A TRASH BIN IS A SPECIAL
BOX FOR THROWING AWAY
THINGS YOU DON'T NEED.

IT KEEPS YOUR SPACE NEAT.

TRASH
BAG

A TRASH BAG IS A BIG,
STRONG BAG THAT HOLDS
ALL THE THINGS YOU WANT
TO THROW AWAY.

IT HELPS KEEP THE TRASH
BIN CLEAN.

Funded by
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RECYCLE BAG A RECYCLE BAG IS A BAG FOR
THINGS THAT CAN BE USED
AGAIN.

IT HELPS PROTECT THE

EARTH.
EXTERNAL AN EXTERNAL TRASH BIN IS
TRASH BIN LIKE A BIG OUTSIDE BOX FOR

THROWING AWAY GARBAGE.

IT KEEPS OUTSIDE SPACES
CLEAN AND TIDY.

RECYCLING BIN [A RECYCLING BIN IS A
SPECIAL BOX FOR THINGS

THAT CAN BE REUSED GLASS PLASTIC O|RGAIC
S £

IT HELPS KEEP OUR PLANET ,

HEALTHY.

METAL PAPER  BATTERIES
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MIRROR

A MIRROR IS A FLAT, SHINY
SURFACE THAT ALLOWS YOU
TO SEE YOUR OWN
REFLECTION.

YOU USE MIRRORS TO CHECK
YOUR APPEARANCE, LIKE
WHEN YOU BRUSH YOUR HAIR
OR TEETH.

FLOOR

THE FLOOR IS WHAT WE HAVE
UNDER YOUR FEET.

WALKING ON IT FEELS
DIFFERENT IN DIFFERENT
PLACES, AND KEEPING IT
CLEAN MAKES THE SPACE
NICE.

CARPET

A CARPET IS LIKE A SOFT,
COZY BLANKET FOR THE
FLOOR.

IT FEELS NICE AND WARM
UNDER YOUR FEET.

KITCHEN
SINK

A KITCHEN SINK IS A LARGE
BOWL THAT IS USED FOR
WASHING DISHES, HANDS,
AND FOOD.

Funded by
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IT HAS A FAUCET (TAP) FOR
WATER AND A DRAIN AT THE
BOTTOM TO LET THE WATER
GO OUT.

YOU FIND IT IN THE KITCHEN,
WHERE YOU PREPARE AND
CLEAN UP AFTER MEALS.

SANITARY
WARE

SANITARY WARE ARE SPECIAL
THINGS IN THE BATHROOM,
LIKE SINKS AND TOILETS.

THEY HELP YOU STAY CLEAN
AND FRESH.

WINDOWS

A WINDOW IS AN OPENING IN
A WALL THAT IS USUALLY
FILLED WITH GLASS.

IT LETS LIGHT INTO A ROOM
AND ALLOWS YOU TO SEE
OUTSIDE.

WINDOWS CAN BE OPENED
TO LET IN FRESH AIR AND
CLOSED TO KEEP THE
WEATHER OUT.
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SANITIZATION

SANITIZATION IS LIKE SUPER
CLEANING TO MAKE
EVERYTHING FREE FROM
GERMS.

IT KEEPS PLACES SAFE AND
HEALTHY.

BACTERIA AND
GERMS

BACTERIA AND GERMS ARE
TINY INVISIBLE BUGS.

KEEPING THINGS CLEAN
HELPS CHASE THEM AWAY.

BED
LINENS

BED LINENS ARE SPECIAL
CLOTHES FOR YOUR BED
WHICH ARE ALSO CALLED
SHEETS AND PILLOW CASES.

THEY MAKE SLEEPING
SPACES COMFORTABLE AND
WARM.

LAUNDRY
ROOM

A LAUNDRY ROOM IS A PLACE
FOR WASHING CLOTHES.

IT KEEPS EVERYTHING FRESH
AND CLEAN.

| [Coeeec 2
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LOBBY

A LOBBY IS A WELCOMING
SPACE WHEN YOU FIRST
ENTER A HOTEL.

IT HELPS GUESTS FEEL
HAPPY AND COMFORTABLE.

HOTEL
RECEPTION

A HOTEL RECEPTION IS A
FRIENDLY PLACE WHERE YOU
FIRST ARRIVE.

PEOPLE THERE HELP YOU
CHECK IN AND MAKE YOU
FEEL WELCOME.

ELEVATOR

AN ELEVATOR IS A LIFT THAT
TAKES YOU UP AND DOWN.

IT HELPS YOU MOVE
BETWEEN FLOORS WITHOUT
USING STAIRS.

HANDRAILS

HANDRAILS ARE HELPFUL
BARS ON STAIRS AND
WALKWAYS.

THEY KEEP YOU SAFE WHILE
WALKING.

Funded by
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PUBLIC PUBLIC RESTROOMS ARE LIKE
RESTROOMS SHARED BATHROOMS FOR
EVERYONE.
KEEPING THEM CLEAN, HELPS
EVERYONE FEEL
COMFORTABLE.
HAND HAND SANITIZER IS LIKE
SANITIZER MAGIC LOTION FOR YOUR
HANDS.
IT KEEPS THEM CLEAN WHEN \\
YOU CAN'T WASH WITH SOAP.
CUTTING A CUTTING BOARD IS A SAFE
BOARD PLACE FOR CHOPPING FOOD.
IT HELPS TO KEEP THE
KITCHEN NEAT AND
ORGANIZED.

Funded by
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COOKING
EQUIPMENT

COOKING EQUIPMENT IS
BASICALLY KITCHEN TOOLS
FOR MAKING DELICIOUS
FOQOD.

THEY HELP YOU PREPARE
YUMMY MEALS.

UTENSILS

UTENSILS ARE TOOLS FOR
EATING.

FORKS, SPOONS, AND KNIVES
HELP YOU ENJOY YOUR
FOOD.

n
.

=—

| kitchen utensis |

n
.

S

DISHWASHER

A DISHWASHER IS A MACHINE
FOR WASHING DISHES.

IT MAKES CLEANUP AFTER
MEALS EASY AND QUICK.

L RV AT
= =]
N —— R
|

{1

CUT-RESISTANT
GLOVES

THESE ARE SPECIAL GLOVES
THAT HELP PROTECT YOUR
HANDS FROM GETTING HURT
WHEN DEALING WITH SHARP
OR ROUGH OBJECTS.

Funded by
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THEY ARE MADE TO BE
STRONG AND PREVENT CUTS.

HEAVY
EQUIPMENT
GLOVES

THESE GLOVES ARE
DESIGNED TO KEEP YOUR
HANDS SAFE WHEN YOU'RE
WORKING WITH BIG, HEAVY
MACHINES OR TOOLS.

THEY PROVIDE EXTRA
PROTECTION AND MAKE IT
EASIER TO HANDLE HEAVY
OBJECTS.

HARD
HAT

A HARD HAT IS A STRONG
HELMET THAT YOU WEAR ON
YOUR HEAD TO KEEP IT SAFE
FROM FALLING OBJECTS OR
ACCIDENTAL BUMPS.

IT'S LIKE A HELMET FOR YOUR
HEAD.

SAFETY
GLASSES

SAFETY GLASSES ARE
SPECIAL GLASSES THAT YOU
WEAR TO PROTECT YOUR
EYES.

THEY KEEP THINGS LIKE
DUST, DEBRIS, OR LIQUIDS

Funded by
the European Union

18



JOBS s
4 ALL"S

YOUTH

AND LIFELONG
LEARNING
FOUNDATION

FROM GETTING INTO YOUR
EYES AND CAUSING HARM.

EAR
PROTECTION

EAR PROTECTION HELPS
KEEP YOUR EARS SAFE FROM
LOUD NOISES.

THEY CAN BE EARPLUGS OR
BIG EARMUFFS THAT YOU
WEAR OVER YOUR EARS TO
BLOCK OUT NOISE AND KEEP
YOUR HEARING SAFE.

REFLECTIVE
VEST

A REFLECTIVE VEST IS A
SPECIAL VEST THAT YOU
WEAR TO MAKE YOU MORE
VISIBLE, ESPECIALLY IN THE
DARK OR IN PLACES WITH
LOTS OF MOVING VEHICLES.

IT HAS BRIGHT, REFLECTIVE
MATERIAL THAT HELPS
OTHERS SEE YOU BETTER.

APRON

AN APRON IS A COVERING
THAT YOU WEAR OVER YOUR
CLOTHES TO PROTECT THEM
FROM GETTING DIRTY OR
DAMAGED, ESPECIALLY WHEN
YOU'RE COOKING, CLEANING,

Funded by
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OR DOING OTHER MESSY
TASKS.

INJURY

AN INJURY IS WHEN
SOMETHING HURTS YOUR
BODY, LIKE A CUT, BRUISE, OR
BROKEN BONE.

IT HAPPENS WHEN YOU GET
HIT, FALL, OR USE A PART OF
YOUR BODY TOO MUCH.

TO FEEL BETTER, YOU MIGHT
NEED REST OR HELP FROM A
DOCTOR.

PHYSICAL INJURY SET

ND R
IBHEGC
(J)ﬂim@ﬂ

ALLERGY

AN ALLERGY IS WHEN YOUR
BODY DOESN'T LIKE
SOMETHING HARMLESS, AND
IT REACTS BY MAKING YOU
FEEL SICK.

IT COULD BE CERTAIN FOODS,
PLANTS, OR ANIMALS.

IT MIGHT CAUSE SNEEZING,
ITCHING, OR RASHES.

TO STAY WELL, YOU AVOID
THOSE THINGS OR TAKE
MEDICINE TO FEEL BETTER.

Funded by
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ALLERGEN

AN ALLERGEN IS SOMETHING
THAT CAN CAUSE AN
ALLERGIC REACTION TO
SOME PEOPLE.

AVOIDING ALLERGENS IS
IMPORTANT FOR THOSE WITH
ALLERGIES TO STAY
HEALTHY.

IN A WORKPLACE, IT OFTEN
REFERS TO FOOD ALLERGENS
OR ENVIRONMENTAL
ALLERGENS.

FOOD ALLERGENS

W) (3%

ananan

AAAAAAAAAAA
NUTs o Aeodot - HOREYE - PORK. aUstRooMs

POISONING

POISONING HAPPENS WHEN
SOMEONE OR SOMETHING
TAKES IN A HARMFUL
SUBSTANCE THAT CAN CAUSE
ILLNESS OR INJURY.

IT COULD BE FROM EATING
OR DRINKING SOMETHING
DANGEROUS, INHALING TOXIC
FUMES, OR DRINKING
CHEMICALS.

SYMPTOMS CAN VARY BUT
MAY INCLUDE NAUSEA,

DANGER

\&/
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VOMITING, DIZZINESS, OR
MORE SEVERE REACTIONS.

FOOD FOOD LABELS ARE LIKE A
LABELS GUIDE ON THE PACKAGING OF
THE FOOD YOU BUY.

THEY TELL YOU WHAT'S
INSIDE.

LOOK FOR INFORMATION LIKE
INGREDIENTS, AND ALLERGEN
WARNINGS.

IT'S LIKE A LITTLE MAP THAT
HELPS YOU PICK FOODS THAT
ARE GOOD FOR YOU AND

SAFE TO EAT.
ALLERGY ALLERGY WARNING LABELS
WARNING ON FOOD PACKAGING ARE
LABELS IMPORTANT MESSAGES THAT

—

TELL YOU IF THE PRODUCT

MIGHT CONTAIN SOMETHING
THAT COULD MAKE YOU SICK
IF YOU HAVE ALLERGIES. @

PEANUT CORN EGC
FREE FREE FREE

SUCGAR GLUTEN
FREE FREE

THEY HELP YOU KNOW IF THE
FOOD HAS INGREDIENTS LIKE
NUTS, MILK, OR WHEAT,

Funded by 22
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WHICH SOME PEOPLE ARE
ALLERGIC TO.

ALWAYS CHECK THESE
LABELS TO MAKE SURE WHAT
YOU'RE EATING IS SAFE FOR
YOU.

IT'S LIKE A SIGNAL THAT SAYS,
WATCH OUT! THIS FOOD
MIGHT HAVE SOMETHING
THAT COULD CAUSE AN
ALLERGIC REACTION.

HANDLING HANDLING TECHNIQUES MEAN
TECHNIQUES HOW WE TOUCH, USE, OR
MOVE THINGS CAREFULLY.

IT'S LIKE DOING TASKS IN A
SAFE AND SMART WAY SO
NOTHING GETS BROKEN OR
GOES WRONG.

IT'S ASET OF SIMPLE RULES
TO KEEP THINGS IN GOOD
CONDITION AND MAKE SURE
EVERYTHING GOES
SMOOTHLY.

Funded by 23
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TIGHT SUPER-TIGHT LID THAT SEALS
COVER A CONTAINER REALLY WELL.
IT KEEPS AIR OUT, SO THINGS
INSIDE STAY FRESH FOR A
LONGER TIME.
IT'S LIKE A PROTECTIVE
SHIELD THAT HELPS
PRESERVE THE FRESHNESS
OF WHATEVER IS STORED.
CLING CLING WRAP IS A THIN, CLEAR
WRAP PLASTIC FILM YOU USE TO

COVER AND PROTECT FOOD.

IT STICKS TO SURFACES TO
KEEP AIR OUT, PRESERVING
FRESHNESS AND
PREVENTING SPILLS.

JUST PULL IT FROM THE ROLL,
WRAP YOUR FOOD, AND IT
HELPS KEEP THINGS FRESH
LONGER.

Funded by
the European Union
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FOOD FOOD INGREDIENTS ARE THE
INGREDIENTS SPECIFIC THINGS THAT MAKE
@ &
UP THE FOOD YOU EAT. 2 -
» S L5 & =
SO, FOOD INGREDIENTS ARE v @ i 9 6 1 &
® Y B
THE DIFFERENT PARTS THAT : P & L G
COME TOGETHER TO CREATE | & == “ = ¢ -

THE MEALS YOU ENJOY.

EXPIRATION THE EXPIRATION DATE IS LIKE
DATE A TAG ON FOOD OR OTHER
ITEMS THAT SHOWS WHEN
IT'S BEST TO USE THEM V 4
BEFORE THEY MAY NOT BE AS |

GOOD.
IT'S ADATE TO REMIND YOU E"';P:D"m':-'l?

TO ENJOY OR USE
SOMETHING BEFORE IT GETS
TOO OLD.

STACKING STACKING IS LIKE MAKING A
PILE OF THINGS, ONE ON TOP
OF THE OTHER.

IT'S PUTTING STUFF
TOGETHER IN AN ORGANIZED
WAY, SO IT TAKES UP LESS
SPACE AND IS EASY TO
MANAGE.

Funded by 25
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CLEANING
CHEMICALS

CLEANING CHEMICALS ARE
SPECIAL SUBSTANCES MADE
TO HELP CLEAN AND TIDY
THINGS UP.

THEY COME IN PRODUCTS
LIKE SOAPS, DETERGENTS,
AND SPRAYS.

THESE CHEMICALS CAN
REMOVE DIRT, GERMS AND
STAINS, MAKING SURFACES
AND OBJECTS CLEAN AND
HYGIENIC.

THEY ARE LIKE LITTLE
HELPERS THAT MAKE THINGS
SPARKLE, BUT YOU NEED TO
TREAT THEM WITH RESPECT.

CHEMICAL
STORAGE
LABELS

CHEMICAL STORAGE LABELS
ARE LIKE TAGS ON
CONTAINERS THAT HOLD
CHEMICALS.

THEY GIVE IMPORTANT
INFORMATION ABOUT WHAT IS
INSIDE AND HOW TO HANDLE
IT SAFELY.

Funded by
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THESE LABELS OFTEN HAVE
SYMBOLS AND WORDS TO
WARN ABOUT POTENTIAL
DANGERS AND PROVIDE
INSTRUCTIONS FOR
STORAGE.

IT'S LIKE A GUIDE TO HELP
PEOPLE USE AND STORE
CHEMICALS WITHOUT ANY
HARM.

VENTILATION VENTILATION IS LIKE GIVING A
BREATH OF FRESH AIR TO A
SPACE.

THIS IS OFTEN DONE

® ER &
THROUGH WINDOWS, DOORS, ',‘b = @’ i
OR MECHANICAL SYSTEMS %g%
LIKE FANS OR AIR -
NS

CONDITIONERS.

VENTILATION HELPS KEEP n—
THE AIR CLEAN AND MAKES
THE ENVIRONMENT MORE
COMFORTABLE.

Funded by 27
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HAZARD

A HAZARD IS SOMETHING
THAT COULD BE DANGEROUS
OR MIGHT CAUSE HARM.

IT'S LIKE A WARNING SIGN
FOR THINGS THAT YOU NEED
TO BE CAREFUL ABOUT TO
STAY SAFE.

IDENTIFYING HAZARDS HELPS
PEOPLE AVOID ACCIDENTS
AND MAKE SURE THEY'RE
PROTECTED FROM
POTENTIAL HARM.

WARNING SYMBOLS

A A A L
& L A O

EMERGENCY
EXIT

EMERGENCY EXIT IS LIKE A
SPECIAL DOOR YOU USE TO
QUICKLY LEAVE A BUILDING IN
CASE OF DANGER, LIKE A
FIRE.

IT'S YOUR FAST WAY OUT TO
STAY SAFE.

REMEMBER, WHEN YOU SEE
THE EXIT SIGN, FOLLOW IT TO
GET TO A SAFER PLACE.

IT'S LIKE A SECRET DOOR
THAT OPENS WHEN YOU
NEED IT MOST.

Funded by
the European Union
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HAZARDOUS MATERIAL
HAZARDOUS
LABELS ARE LIKE SPECIAL
MATERIAL
STICKERS ON DANGEROUS
LABELS
THINGS AT WORK.
THEY SHOW SYMBOLS AND
WORDS TO WARN ABOUT
POTENTIAL HARM.
THESE LABELS HELP
EVERYONE KNOW HOW TO
HANDLE AND STAY SAFE
AROUND THESE MATERIALS.
EVACUATION AN EVACUATION ROUTE IS
ROUTE LIKE A SPECIAL PATH TO

LEAVE A PLACE QUICKLY AND
SAFELY IN AN EMERGENCY,
SUCH AS A FIRE OR DANGER.

IT'S THE WAY TO GET TO A
SAFE SPOT.

WHEN YOU SEE SIGNS WITH
ARROWS POINTING TO THE
EXIT, FOLLOW THEM TO
REACH THE EVACUATION
ROUTE.

Funded by
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IT'S LIKE A MAP THAT SHOWS
THE FASTEST WAY TO LEAVE
WHEN YOU REALLY NEED TO.
FIRE

EXTINGUISHER

A FIRE EXTINGUISHER IS A
CANISTER WITH A SPRAY OR
FOAM INSIDE.

WHEN THERE IS A LITTLE
FIRE, YOU POINT THE
EXTINGUISHER AT IT AND
SQUEEZE THE HANDLE TO
RELEASE THE SPRAY AND IT
STOPS THE FLAMES.

PROTOCOL

IN AWORK SETTING, A
PROTOCOL IS A SET OF
RULES OR STEPS TO FOLLOW
TO STAY SAFE.

IT'S LIKE A MANUAL THAT
HELPS PEOPLE KNOW THE
CORRECT STEPS TO TAKE IN
DIFFERENT SITUATIONS AT
WORK.

FOLLOWING PROTOCOLS
ENSURES THAT TASKS ARE
DONE CORRECTLY AND THAT

Funded by
the European Union
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EVERYONE STAYS SAFE AND
ON THE SAME PAGE.

BAND AID

IT'S A STICKY STRIP WITH A
SOFT PART THAT COVERS
AND PROTECTS THE LITTLE
HURT AREA.

PUTTING A BAND-AID ON A
CUT CAN MAKE IT FEEL
BETTER AND KEEPS IT SAFE
WHILE IT HEALS.

FIRST AID KIT

A FIRST AID KIT IS LIKE A
HELPFUL BOX WITH THINGS
INSIDE TO FIX SMALL
INJURIES OR MAKE SOMEONE
FEEL BETTER.

IT HAS BANDAGES, MEDICINE,
AND OTHER TOOLS.

WHEN SOMEONE GETS A
LITTLE HURT, YOU CAN USE
THE FIRST AID KIT TO GIVE
THEM QUICK HELP.
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TOPIC 1: HYGIENE

INTRODUCTION

EMPLOYEES SHOULD SHOW UP AT WORK,

CLEAN AND WELL GROOMED.

THIS MEANS HAVING BATHED, BRUSHED THEIR TEETH,
WELL GROOMED HAIR AND FACIAL HAIR AND

WEARING CLEAN CLOTHES.

IT IS IMPORTANT TO MAINTAIN HYGIENE WHILE AT WORK
BY WASHING OUR HANDS REGULARLY AND

WEARING PERSONAL HYGIENE PROTECTIVE EQUIPMENT,
ACCORDING TO THE NEEDS OF EACH JOB.

A WORK SETTING SHOULD BE CLEAN AND TIDY.

IN ADDITION TO PERSONAL HYGIENE,

KEEPING YOUR WORK AREA CLEAN AND ORGANIZED

IS ALSO VERY IMPORTANT.

THIS INCLUDES REGULARLY CLEANING YOUR
WORKSPACE, TOOLS, AND EQUIPMENT.

MAKE SURE TO FOLLOW THE CLEANING SCHEDULES AND
USE THE RIGHT CLEANING PRODUCTS

PROVIDED BY YOUR WORKPLACE.
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TASKS

NOW LET US SHOW YOU STEP BY STEP

HOW TO DO THE SIMPLE TASKS WHICH YOU NEED TO KNOW
AND PERFORM AT YOUR JOB IN ORDER TO

ENSURE PERSONAL AS WELL AS WORK SETTING HYGIENE.
DON'T WORRY IF YOU DON'T UNDERSTAND SOMETHING.
ASK FOR HELP WHEN YOU NEED IT.

GOOD LUCK!
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BEGINNER LEVEL

IT IS IMPORTANT TO MAINTAIN GOOD PERSONAL HYGIENE AND
A CLEAN WORK SETTING AND

PRESENT A PROFESSIONAL APPEARANCE WHILE ON DUTY
FOR THE FOLLOWING REASONS:

GENERAL

TO APPEAR MORE PROFESSIONAL AND COMFORTABLE
IN FRONT OF OTHER COLLEAGUES AND CUSTOMERS.

TO CREATE TEAM CONFIDENCE AND POSITIVITY.
OVERALL HEALTH AND WELL-BEING.

TO IMPRESS AND SATISFY CUSTOMERS, EMPLOYERS AND
CO-WORKERS.

HOTEL SERVICE ASSISTANT

TO ENSURE THAT VISITORS HAVE A PLEASURABLE AND
COMFORTABLE STAY.

TO APPEAR MORE PROFESSIONAL AND WILLING TO ASSIST.
CATERING ASSISTANT
FOR SAFE FOOD HANDLING.

TO MAKE CUSTOMERS FEEL THAT THE FOOD IS SAFE TO
EAT.

WAREHOUSE ASSISTANT

TO KEEP THE WAREHOUSE CLEAN.

Funded by 34
the European Union




JOBS s ’??
4ALL"F™ ey
AVOID PRODUCTS CONTAMINATION.
IN THIS SECTION, WE WILL DISCUSS
SOME BASIC WAYS ON
HOW TO MAINTAIN GOOD PERSONAL HYGIENE AND
A CLEAN WORK SETTING AND

PRESENT A PROFESSIONAL APPEARANCE WHILE ON DUTY.

WASH HANDS

1. FIND THE SINK
IN THE BATHROOM

2. APPLY SOME
HANDSOAP TO
YOUR HANDS
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3. TURN THE TAP ON

4.RUB YOUR HANDS
TOGETHER TO
SPREAD THE
HANDSOAP

5. RINSE YOUR HANDS
THOROUGHLY UNDER
THE RUNNING WATER
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6. TURN THE TAP OFF

7.USE A CLEAN TOWEL
TO DRY YOUR HANDS
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BRUSH TEETH

1. FIND THE TAP-SINK
IN THE BATHROOM

2. IDENTIFY YOUR
OWN TOOTHBRUSH
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3. APPLY SOME
TOOTHPASTE ON
YOUR TOOTHBRUSH

4. GENTLY START
BRUSHING YOUR
TEETH IN CIRCULAR
MOVEMENTS

5. TURN THE TAP ON
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6. RINSE YOUR
TOOTHBRUSH
THOROUGHLY UNDER
THE RUNNING WATER

7.RINSE YOUR MOUTH
THOROUGHLY FROM
THE TOOTHPASTE

8. TURN THE TAP OFF
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9. USE A CLEAN TOWEL
TO DRY YOUR MOUTH
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WEAR CLEAN AND APPROPRIATE CLOTHING (WORK UNIFORM)

HOTEL SERVICE
ASSISTANT

CATERING
ASSISTANT
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WAREHOUSE
ASSISTANT
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WEAR PERSONAL HYGIENE PROTECTIVE EQUIPMENT

HOTEL SERVICE

REUSABLE ASSISTANT
GLOVES
- CATERING
o ASSISTANT
HOTEL SERVICE
DISPOSABLE ASSISTANT
GLOVES CATERING
ASSISTANT
CUT-RESISTANT CATERING
GLOVES ASSISTANT
HEAVY
EQUIPMENT WAREHOUSE
ASSISTANT

GLOVES
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PROTECTIVE
MASK

HAIRNET

HARD HAT
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HOTEL SERVICE
ASSISTANT

CATERING
ASSISTANT

WAREHOUSE
ASSISTANT

HOTEL SERVICE
ASSISTANT

CATERING
ASSISTANT

WAREHOUSE
ASSISTANT
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CATERING
SAFETY ASSISTANT
GLASSES
WAREHOUSE
ASSISTANT
EAR WAREHOUSE
PROTECTION ASSISTANT
REELECTIVE
WAREHOUSE
VEST ASSISTANT
HOTEL SERVICE
ASSISTANT
APRON
CATERING

ASSISTANT
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REGULAR CLEANING AND TIDYING UP OF WORK SETTING
IN ORDER TO ACHIEVE A CLEAN AND TIDY WORK SETTING
WE NEED TO USE SOME BASIC CLEANING AGENTS, TOOLS AND

EQUIPMENT, AS FOLLOWS:

CLEANING AGENTS

ALL-PURPOSE
CLEANER

GLASS CLEANER

WOOD CLEANER
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DISINFECTANT
SOLUTION

DISHWASHING LIQUID
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CLEANING TOOLS

BROOM AND
DUSTPAN

MOP AND
BUCKET

SPONGE AND
SCRUB BRUSH
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MICROFIBER
CLOTH

DUSTER
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CLEANING EQUIPMENT

VACUUM CLEANER
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REGULAR DISPOSAL OF WASTE

1. LOCATE THE
TRASH BIN IN
THE ROOM

2. REMOVE THE
TRASH AND
RECYCLING BAG
FROM THE BIN

3. TIE THE TRASH
BAG SECURELY
SO THAT THE
TRASH DOESN'T
FALL OUT
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4. TAKE THE
RECYCLE BAG
WITH ALL THE
RECYCLED ITEMS
(GLASS,
ALUMINIUM,
PAPER)

5. TAKE THE TRASH
OUT AND DISPOSE
ITINTHE
EXTERNAL BIN
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Ahig
6. DISPOSE OF THE
RECYCLED if
MATERIALS IN THE GLASS PLASTIC ORGANIC
DESIGNATED

RECYCLING BINS

METAL PAPER BATTERIES

* TIP:

WHEN DISPOSING OF WASTE,
IT IS ADVISABLE TO WEAR GLOVES.
OTHERWISE WASH YOUR HANDS WELL AFTERWARDS.
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INTERMEDIATE LEVEL

IT IS IMPORTANT TO FOLLOW

PROPER SANITATION PROCEDURES PERSONALLY AND
IN OUR WORK ENVIRONMENT,

BY RESPECTING THE RULES AND CLEANING SCHEDULES.
IN THIS SECTION, WE WILL DISCUSS

SOME MORE ADVANCED WAYS ON

HOW TO MAINTAIN GOOD PERSONAL HYGIENE AND

A CLEAN WORK SETTING AND

PRESENT A PROFESSIONAL APPEARANCE WHILE ON DUTY.

HAIR GROOMING

1. FIND A COMB
OR BRUSH
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2. FIND A MIRROR

3. PLACE THE COMB :

# ¢ /|

OR BRUSH 4 |
ON THE ROOTS g
OF YOUR HAIR

2

A

4. GENTLY COMB OR
BRUSH YOUR HAIR
WITH REPEATED
MOTIONS STARTING
FROM THE ROOTS
AND WORK YOUR
WAY TO THE TIPS
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5. CHECK YOUR
PROGRESS IN THE
MIRROR

6. REPEAT THE
PROCESS UNTIL YOU
ARE HAPPY WITH THE
RESULT IN THE
MIRROR
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USE PERSONAL PROTECTIVE EQUIPMENT

REUSABLE AND DISPOSABLE GLOVES

1. CHOOSE THE
RIGHT SIZE OF
GLOVES

2. HOLD ONE GLOVE
BY THE WRIST
OPENING

3. USE YOUR OTHER
HAND TO GENTLY
OPEN THE GLOVE
BY SPREADING
YOUR FINGERS
APART

Funded by 58
the European Union




JOBS s ®
4 ALL"S

YOUTH

AND LIFELONG
LEARNING
FOUNDATION

4. SLIDE YOUR HAND
INTO THE OPEN
GLOVE BY
INSERTING YOUR
FINGERS FIRST
AND GRADUALLY
PUSHING THEM IN

5. ADJUST EACH
FINGER OF THE
GLOVE SO THAT
THEY FIT OVER
YOUR OWN
FINGERS
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6. PULL THE WRIST
CUFF OF THE
GLOVE UP YOUR
WRIST TO COVER
YOUR SKIN

7. CHECK THAT THE
FIT IS CORRECT
AND
COMFORTABLE
AND COVERS
YOUR HAND
COMPLETELY

8. REPEAT THE
ABOVE PROCESS
FOR THE OTHER
HAND.
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PROTECTIVE MASK

1. IDENTIFY THE
INSIDE AND OUTSIDE
PART OF THE MASK

2. HOLD THE MASK
BY THE EAR LOOPS
AND MAKE SURE YOU
DONGT TOUCH
INSIDE PART WHICH
WILL TOUCH YOUR
FACE

3. IDENTIFY THE TOP
AND BOTTOM OF
THE MASK
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4. PLACE THE MASK
OVER YOUR NOSE
AND MOUTH

5. SECURE g¢ A& E
LOOPS AROUND
YOUR EARS

6. ADJUST THE METAL
STRIP OF THE MASK
TO FIT THE SHAPE OF
YOUR NOSE

7. MAKE FINAL 0

ADJUSTMENTS FOR
COMFORT, BUT
MAKING SURE IT IS
NEITHER TOO TIGHT
NOR TOO LOOSE
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* TIP:

AVOID TOUCHING THE MASK AS MUCH AS POSSIBLE
TO PREVENT CONTAMINATION

HAIRNET

1. IF YOUR HAIR IS LONG
GATHER IT TOGETHER
AT THE BACK OF YOUR
HEAD WITH A HAIR TIE

2. HOLD THE HAIRNET BY
THE OPENING WITH
BOTH HANDS

3. PLACE THE HAIRNET
OVER YOUR HEAD
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4. PULL THE HAIRNET
DOWN COVERING
YOUR HAIR
COMPLETELY

* TIPS:

17 MAKE THE NECESSARY ADJUSTMENTS FOR COMFORT

1 (OPTIONAL) USE A MIRROR TO CHECK THAT THE HAIRNET
IS COVERING YOUR HAIR PROPERLY

1 PRACTICE REGULARLY AND ASK FOR HELP IF NEEDED.
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CLEAN WORK SETTING

THE FOLLOWING LIST PRESENTS

THE DIFFERENT SURFACES AND AREAS

WITHIN THE 3 JOB SETTINGS AND

THE APPROPRIATE CLEANING AGENTS, TOOLS AND EQUIPMENT:

BROOM AND DUSTPAN OR

FLOOR VACUUM CLEANER,
(ANY FLOOR, EXCEPT MOP AND BUCKET,
WOODEN FLOOR) ALL-PURPOSE CLEANER,

DISINFECTANT SOLUTION

BROOM AND DUSTPAN OR
VACUUM CLEANER,

MOP AND BUCKET,

WOOD CLEANER

WOODEN FLOOR
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CARPET VACUUM CLEANER

ALL-PURPOSE CLEANER
DISINFECTANT,
SPONGE

ALUMINIUM KITCHEN
SINK AND COUNTER

SPONGE,
SANITARY WARE DISINFECTANT SOLUTION,
ALL-PURPOSE CLEANER
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WINDOWS,
MIRRORS AND ANY GLASS CLEANER,
OTHER GLASS MICROFIBER CLOTH
SURFACE

OTHER SURFACES
(SHELVES, BEDSIDE
TABLES, ANY OTHER
FURNITURE)

DUSTER,
MICROFIBER CLOTH,
WOOD CLEANER

* TIP:

LIQUID CLEANING AGENTS AND ESPECIALLY

DISINFECTANT SOLUTIONS ARE CHEMICAL PRODUCTS AND
SHOULD BE USED CAREFULLY AND WITH CAUTION

IN ORDER TO AVOID CONTACT WITH EYES, MOUTH AND SKIN.
CHECK THE ADVANCED LEVEL FOR INFORMATION

ON HOW TO SAFELY HANDLE THEM AND

ASK FOR INSTRUCTIONS ON HOW TO USE THEM SAFELY.
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ADVANCED LEVEL

IT IS IMPORTANT TO UNDERSTAND THAT CLEANING

IN SOME CASES, IS NOT ENOUGH

ESPECIALLY IN SENSITIVE AREAS AND SURFACES,

SUCH AS KITCHENS AND BATHROOMS.

SANITIZATION IS CRUCIAL IN SOME CASES

IN ORDER TO ENSURE A SAFE AND HYGIENIC ENVIRONMENT.
THE KITCHEN IS ASSOCIATED WITH FOOD AND

THE BATHROOM WITH PERSONAL HYGIENE,

SO, IT IS IMPERATIVE THAT WE TAKE

ALL NECESSARY MEASURES TO

REMOVE AND DESTROY HARMFUL BACTERIA AND GERMS.
TO THAT END, WE SHOULD FREQUENTLY AND
CONSISTENTLY SANITIZE THESE SENSITIVE AREAS AND
SURFACES AND ALWAYS COMPLY WITH

THE CORRESPONDING REGULATIONS AND PROTOCOLS.
SANITIZATION IS IMPORTANT BECAUSE

IT PREVENTS ILLNESSES, ENSURES SAFETY

FOR BOTH EMPLOYEES AND GUESTS, CUSTOMERS AND
MAINTAINS FOOD QUALITY.

IN ORDER TO MAINTAIN A CLEAN WORK SETTING,
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WE NEED TO USE VARIOUS CLEANING AGENTS,

TOOLS AND EQUIPMENT.

LIQUID CLEANING AGENTS AND ESPECIALLY
DISINFECTANT SOLUTIONS ARE CHEMICAL PRODUCTS AND
SHOULD BE USED CAREFULLY AND

WITH CAUTION IN ORDER

TO AVOID CONTACT WITH EYES, MOUTH AND SKIN.

IN THIS SECTION, WE WILL DISCUSS

SOME ADVANCED WAYS ON

HOW TO MAINTAIN A CLEAN WORK SETTING.
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HOW TO USE CLEANING AGENTS AND ESPECIALLY A
DISINFECTANT SOLUTION

1. MAKE SURE THE
ROOM IS EITHER
VENTILATED OR
A WINDOW OR
DOOR IS OPEN

2. PUT REUSABLE
GLOVES ON

3. (OPTIONAL)
PUT A MASK ON
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4. GRAB THE
DISINFECTANT
SOLUTION BOTTLE
(OR ANY OTHER
LIQUID CLEANING
AGENT)

5. POUR SOME WATER
IN A BUCKET

6. OPEN THE
DISINFECTANT
SOLUTION BOTTLE
CAREFULLY
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7. POUR THE AMOUNT
OF DISINFECTANT
SOLUTION YOU NEED
VERY SLOWLY TO THE
BUCKET OF WATER TO
DILUTE IT, MAKING
SURE IT DOES NOT
MAKE CONTACT WITH
YOUR SKIN, MOUTH
OR EYES

8. MAKE SURE TO CLOSE
THE DISINFECTANT
SOLUTION BOTTLE
SECURELY

9. GRAB A SPONGE AND
STIRIT IN THE BUCKET
WHICH NOW CONTAINS
WATER AND THE
DISINFECTANT
SOLUTION
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10. SQUEEZE THE
SPONGE IN THE
BUCKET

11. CLEAN THE SURFACE
WITH THE SPONGE

12. RINSE THE AREA
WHERE YOU USED
THE DISINFECTANT
SOLUTION
THOROUGHLY WITH
WATER, ESPECIALLY
SURFACES THAT
COME INTO CONTACT |
WITH FOOD ” o

Funded by 73
the European Union




JOBS } «
4ALLTF" e

FOUNDATION

13. DISPOSE OF THE
REMAINING DILUTED
DISINFECTANT
SOLUTION IN THE
BUCKET SAFELY OR
ASK SOMEONE ELSE
TO DO IT FOR YOU IF
YOUR ARE UNSURE OF
HOW TO DO IT

14. TAKE REUSABLE
GLOVES OFF

15. WASH YOUR HANDS
THOROUGHLY
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HOTEL ROOMS CLEANING AND SANITIZATION

1. DUST SURFACES

2. VACUUM
CARPET FLOOR

3. CHANGE BED
LINENS
ACCORDING TO
HOTEL SCHEDULE
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4. TRANSPORT BED
LINENS TO THE
LAUNDRY ROOM

5. CLEAN
SURFACES

6. SANITIZE
SENSITIVE
SURFACES
(DOORKNOBS,
LIGHT SWITCHES,
REMOTE
CONTROLS AND
PHONES)
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7. CLEAN AND
SANITIZE
BATHROOM
SURFACES

8. CLEAN AND
SANITIZE
BATHROOM
FLOOR

9. CHANGE TOWELS
ACCORDING TO
HOTEL SCHEDULE
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10.TRANSPORT
TOWELS TO THE
LAUNDRY ROOM
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HOTEL PUBLIC AREAS CLEANING AND SANITIZATION

1. FREQUENTLY
CLEAN AND
SANITIZE LOBBY,
RECEPTION,
ELEVATOR,
HANDRAILS AND
COMMON AREAS
SURFACES

2. FREQUENTLY
CLEAN AND
SANITIZE PUBLIC
RESTROOMS

3. ENSURE AN
ADEQUATE
SUPPLY OF
SOAP AND HAND
SANITIZER
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4. FREQUENTLY
CLEAN AND
SANITIZE FLOORS
IN PUBLIC AREAS
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CATERING KITCHEN AREA CLEANING AND SANITIZATION

1. CLEAN AND
SANITIZE ALL
FOOD
PREPARATION
SURFACES

2. USE SEPARATE
CUTTING BOARDS
FOR RAW AND
COOKED FOODS
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3. REGULARLY
CLEAN AND
SANITIZE COOKING
EQUIPMENT

4. WASH UTENSILS,
PLATES, AND
GLASSES

5. USE HIGH-
TEMPERATURE
DISHWASHERS TO

SANITIZE 2 RO RARY Y
UTENSILS, T

¥
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PLATES, AND
GLASSES

6. CLEAN AND
SANITIZE ALL
FOOD
PREPARATION
SURFACES

7. CLEAN AND
MOP ALL FLOORS
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