	Safe Work Method Statement

	Organisation: 

	Task: Vacuuming

	Task objective:  Safely vacuum floor of residence

	Risks:

Muscle strain through any of the following; 

· repetitive or forceful movement,
· poor postures (over-reaching, twisting, bending)
· carrying heavy vacuum cleaner up and down stairs,
· vacuuming stairs, 

· moving heavy furniture and large rugs, 
· holding furniture in one hand while vacuuming under/around it (e.g. dining chair)

· vacuum wand too short


Electrocution from faulty wiring in residence

Slip/trip/fall
Dust and contaminant exposure when emptying bag-less vacuum cleaner

	Tools and PPE:

Lightweight vacuum with height adjustable wand
Safety switch if warranted by risk assessment                                                             Enclosed footwear with non-slip sole
Rubber gloves and dust mask for emptying vacuum cleaner

	Training and instruction:

Induction training





Manual handling / back care training

	Steps

	Prior to procedure:

· Clear floor to be vacuumed of tripping hazards.  Do not move heavy objects or furniture.
· Slide vacuum cleaner out of cupboard using half kneel or forward/backward lunge.  Prop your free hand on your thigh for added stability if needed.
· Check vacuum cleaner is in good working order and bag is not full.  Use dust mask and gloves if emptying vacuum cleaner bag/barrel.
· When plugging/unplugging safety switch and vacuum cleaner cord, adopt any of the following postures:
· semi-squat

· forward/backward lunge

· half-kneel

· propping on a stable surface
· Extend electrical cord fully and plug into closest socket and turn the power on.
· Ensure height of wand is adjusted so the top of the wand can be held at hip height.
· Adjust suction strength and attachments to suit the floor surface being vacuumed. 

	During procedure:
· Involve both arms in supporting the vacuum wand and hose to keep your trunk straight and facing the task.  Adopt either of the following techniques to achieve this;
· Wrap the hose around your back, holding the hose in one hand and the wand in the other, or 
· Hold the hose in one hand and the wand in the other across the front of your body.
· Keep an upright posture, maintaining the natural curves of your spine.
· Transfer your weight from foot to foot, using a forward/backward lunge as you vacuum.  This keeps the action in your lower body rather than your arms and back.
· Keep your arms close to your body and your shoulders relaxed.  Use small, smooth, forwards and backwards arms movements in line with your leg lunging.
· Maintain your wrist in a relaxed and neutral position.  This is the thumb being positioned on top – as when shaking hands.
· When vacuuming under furniture, use a half kneel or a forward lunge action and only vacuum as far as you can safely reach.
· Vacuum around heavy furniture and over large floor rugs.  
· Keep the vacuum barrel behind you and away from your feet.
· Reposition plug frequently to prevent cord from extending over doorways or passageways
· Use the wand and attachments to vacuum skirting boards to avoid repetitive or sustained bending and over-reaching.
· Look for ways to attach the wand to the barrel in an upright position in between vacuuming tasks.  This will avoid repetitive reaching to floor to pick the wand up.
Vacuuming stairs
· Use a risk management approach to determine if it is safe to vacuum the stairs (e.g. may not be able to vacuum if staircase is awkward, narrow and stairs not deep enough to sit vacuum on).  This may require use of an alternative vacuum (e.g. dust buster, stick vacuum, carpet sweeper)
· Walk up the stairs as you vacuum, keeping barrel on a stair below you.
· Use a dust buster, stick vacuum or broom on non-carpeted stairs.
· When transporting a vacuum upstairs, carry the vacuum barrel and wand separately in two trips to decrease the weight and allow use of the handrail for stability.

	Post procedure:
· Empty vacuum barrel if required.
· Put vacuum barrel, wand and attachments away.
· Wash and dry hands

	Precautions:

· DO NOT USE VACUUM IF WAND IS TOO SHORT AND NOT ADJUSTABLE
· Avoid lifting furniture or equipment.  Vacuum around this furniture.

· Avoid vacuuming for long periods.  Break up tasks requiring similar actions (i.e. sweeping, mopping and vacuuming).  Use smooth arm movements, keeping them close to the body.  The action should be coming from your lower body, rather than your arms and back.
· Wear dust mask and gloves if emptying a bag-less vacuum barrel.
· Follow correct manual handling techniques
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