A Health and Safety Guideline for Your Workplace

|Housekeeping at Work

What is housekeeping?

When we think of “housekeeping” we tend to think
of the common phrase: “A place for everything and
everything inits place.” But housekeeping means
more than this. Good housekeeping means having no
unnecessary items about and keeping all necessary
itemsin their proper places.

What's so important about
housekeeping?

Think about what could happen if abunch of oily
rags suddenly caught fire one night, or if, in an
emergency, employees couldn’t get out of the work
area safely because aisles were cluttered. Imagine
those same employees unable to get out altogether
because of a blocked exit.

Experience has shown that good housekeeping is an
essential part of your company’s health and safety
program.

What are the befits of good
housekeeping at work?

Good housekeeping at work befits both employers
and employees alike. Good housekeeping can:

1 eliminate clutter which is a common cause of
accidents, such as dlips, trips, and fals, and
fires and explosions;

reduce the chances of harmful materials entering
the body (e.g., dusts, vapours);

improve productivity (the right tools and
materials for the job will be easy to find);
improve your company’simage (good
housekeeping reflects awell-run business. An
orderly workplace will impress all who enter it —
employees, visitors, customers, etc.);

help your company to keep itsinventory to a
minimum (good housekeeping makes it easier to
keep an accurate count of inventories);

help your company to make the best use of its
space;

make the workplace neat, comfortable, and
pleasant — not a dangerous eyesore.

can help make work safer, healthier, and
easier




What are some signs of poor
housekeeping?
There are many signs of poor housekeeping. Y ou

may recognize some of these in your own
workplace:

cluttered and poorly arranged work areas;

untidy or dangerous storage of materials (for
example, materials stuffed in corners;
overcrowded shelves);

dusty, dirty floors and work surfaces;
items that are in excess or no longer needed;
blocked or cluttered aisles and exits;

tools and equipment left in work areas instead of
being returned to proper storage places;

broken containers and damaged materials;
overflowing waste bins and containers,

spillsand leaks.

How to improve housekeeping in
your workplace

Good housekeeping requires effort and teamwork,
but it’sworth it. Here are some general pointers:

I Set housekeeping standards. Make sure they are
clear, objective, and attainable. Standards should
make work easier, safer, hedthier. It is best to
involve employees when setting standards.

Measure how well the standards are met.
(Remember: what gets measures gets done.)

Use checklists to help you to systematically
measure housekeeping. (See page 3, for a
sample checklist.)
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Provide positive feedback. L et employees know
how well they are doing and how to improve.

Encourage housekeeping as away of life — not
just a special activity when visitors are coming.

Whether your workplace is an office, plant, store, or
warehouse, here are some recommended
housekeeping practices:

1 Follow safe work procedures and the
reguirements of the law.

Keep work areas clean.

Keep aisles clear.

Keep exits and entrances clear.

Keep floors clean, dry, and in good condition.
Vacuum or wet sweep dusty areas frequently.
Stack and store items safely.

Store al work materials (for example, paper
products, flammable liquids, etc.) in approved,
clearly labelled containers in designated storage
areas only.

Use proper waste containers.

Keep sprinklers, fire alarms, and fire
extinguishers clear.

Clean up spills and leaks of any type quickly and
properly.

Clean and store tools, items, and equipment
properly.

Fix or report broken or damaged tools,
equipment, etc.

Keep lighting sources clean and clear.

Follow maintenance requirements.
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What the Law Says © THE INDUSTRIAL ACCIDENT PREVENTION

] ] ASSOCIATION, 2000
Occupational Health and Safety Act of Ontario ) , o
All rights reserved. No part of this publication may be

The Regulation for Industrial Establishments reproduced, stored in aretrieval system, or
(R.R.0."851/90) has a number of sections that apply to transmitted in any form or by any means, electronic,
housekeeping. They are: mechanical, photocopied, recorded or otherwise,

I S 11: Floor conditions; without the prior written permission of the Industrial

L Accident Prevention Association.
1 S 21: Lighting;
1 S 22: Storage of flammable liquids; Theinformation contained in this reference materia is
distributed as aguide only; it is generally current to
the best of our knowledge as to the revision date,
S. 48: Storage of barrels; having been compiled from sources believed to be
S. 123: Fire extinguishers, aisles, exits, etc. reliable and to represent the best current opinion on
the subject. No warranty, guarantee, or
representation is made by the IAPA asto the
absolute correctness or sufficiency of any
representation contained in this reference material
and |APA assumes no responsibility in connection

S. 47: Storage of cylinder-shaped objects;

"Revised Regulation of Ontario

The Workplace Hazardous Materials Information System

(WHMIS) Regulation (R.R.O. 860/90): therewith; nor can it be assumed that all acceptable
1 SS. 8-16: Identification and labelling of hazardous safety and health measures are contained in this
materials in the workplace. reference material, or that other or additional

measures may not be required in particular or

Housekeeping at Work is onein aseries of guidelines ~ €<¢eptional conditions or circumstances.

designed to help you make your workplace safer and

. s : While IAPA d t undertake t id isi
healthier. Other guidelinesinclude: e oes ot undertake fo provide arevision

service or guarantee accuracy, we shall be pleased to
1 Ladders respond to your individual requests for information at

1 Walking & Working Surfaces. any time.

For more information about these guidelinesor to order, 5. i1 canada
call 1 (800) 406-1APA (4272). April 1992 ISBN 1-55127-069-2

Industrial Accident Prevention Association
250 Y onge Street, 28th Floor

Toronto, Ontario M5B 2N4

Telephone: (416) 506-8888

Toll-free: 1-800-406-1APA (4272)

@ Fax: (416) 506-8880
LPAA7149504 Recycled Paper



