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General Housekeeping Procedures

_ _ _ Agenda
Icons Used in This Guide : — _
_ o o Topic No. Topic Title Duration
Throughout the Instructor’s Guide, the following icons indicate the
type of content being presented. 1 Introduction 5 minutes
Refer To |’ PowerPoint 2 Safety Equipment 20 minutes
e Fire Extinguishers
e Barricade
Multimedia @ Web baSEd e Personal protective Equipment
Training
3 Prints and Maintenance Records 10 minutes
Write Ask 4 Automatic Lubrication Systems 15 minutes
| ]
5 Cleaning 30 minutes
Machine Room
Individual Activity Smgl! Group * _
Activity e Equipment
e Truss
Cla_ss_room Duration e Drive
Activity -
6 Materials Safety Data Sheets 15 minutes
7 Oily Rag Can 10 minutes
8 Summary 5 minutes
Total Time: | 1.8 hours
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General Housekeeping Procedures

Overview
Purpose The purpose of this module is to:

. Review sound housekeeping procedures
and reinforce the benefits of maintaining
a clean, orderly work area

Objectives At the end of this chapter, the learner will be

able to:

° Perform proper cleaning of a transit
escalator

° Perform visual inspection

o Identify appropriate and required signage
and safety equipment

o Inspection fire extinguishers for code
compliance

. Demonstrate ability to use correct
cleaning agents

. Use correct Personal Protective
Equipment (PPE)

. Complete the proper documentation

Materials Make sure you have the following:

. Laptop (one for leader)

. Participant Guides

. PowerPoint slide deck

. LCD projector

o Al17.1 Safety Code for Elevators and
Escalators

. Al17.2 Guide for Inspection of Elevators,

Escalators and Moving Sidewalks

) Transit Elevator/Escalator Consortium

. A17.3 Safety Code for Existing
Elevators and Escalators
. Heavy Duty Transportation System

Escalator Design Guidelines (APTA RT-
RP-FS 007-02)

. Field Employees’ Safety Handbook
. Transit Agency Handbook
Preparation PREPARE flip charts with the following titles:

. Class Expectations
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Instructor’s Notes

Outline
General Housekeeping Procedures « Perform proper cleaning of a transit escalator.

* Perform visual inspection.

« Identify appropriate and required signage and safety
equipment.

 Inspection fire extinguishers for code compliance.

« Demonstrate ability to use correct cleaning agents.

* Use correct Personal Protective Equipment (PPE).

* Complete the proper documentation.

)M Transit Elevator/Escalator Consortium

) Transit Elevator/Escalator Consortium

Slide 1 Slide 2

GAIN audience attention by introducing yourself.

WELCOME the patrticipants to the general
housekeeping procedures module.

ASK what are the advantages to maintain proper
housekeeping?

DIRECT participants to the objectives on slide 2.

REVIEW the objectives on Slide 2.

Y Transit Elevator/Escalator Consortium

Introduction

Welcome to the general housekeeping procedures module.

What are the advantages to maintaining proper housekeeping?
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Instructor’s Notes

General Houscheeping Procedures
Introduction

= A neat and properly cleaned unit has less dirt and debeis
making it run smocther and run kenger dus to reduced
abrasion.

» Safeby equipment Is more likely to work properly when i is
free af ail and dirt and when trash or other objects do net
obstruct their operation,

+ Ingeneral, the wark site is safer when tripping hazards are

remowed and dangerous compounds ane properly stored

Y- Transit Elevator/Escalator Consortium

Slide 3

REVIEW general housekeeping procedures.

(Ee]

ASK why a clean unit is easier to inspect?
L]

Y Transit Elevator/Escalator Consortium

General Introduction

Why is a clean unit easier to inspect?
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Instructor’s Notes

Safety Equipment Safety Equipment

Fire Extinguisher: Fire Extinguisher (continued):
+ ARC chyzs Fire evtinguishers are required by ASME AL7.1. code (Amencan o A monthly inspection is intended to give
5 4l Engneans), assurance that the fire extinguisher & fully

charged and operable

o When the manual inspection & conducted
the date of the Inspection and the mitial of
the person performing the inspection shall
be recorded an a tag attached to the fire
extinquisher

o The annual inspections or those of longer
timeframe must be carried out by specially
trained personnel and generally will not be

daone by an escalator technician

- Iz accessbls (must ke able t be reached without any problems]

Y Transit Elevator/Escalator Consortium - Transit / | Col ium 5

Slide 4 Slide 5

|| REVIEW slides 4 and 5 on fire extinguishers.
JJ Discuss the NFPA 1.5.10 regulation in detail.

9 ASK: how often should fire extinguishers be
8 inspected?
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Fire Extinguisher

How often should fire extinguishers be inspected?
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Instructor’s Notes

General Housekeeping Procedures

Safety Equipment

) Transit Elevator/Escalator Consortium

Barricade:
« Barrikades are neaded when taking a unit
out of 5 .

Slide 6

|| REVIEW slide 6 and discuss how to inspect
JJ barricades.

ASK what is the purpose of a barricade?
L]

Y Transit Elevator/Escalator Consortium

What is the purpose of a barricade?

Barricade
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Instructor’s Notes

General Houscheeping Procedures

Personal Protective Equipment (PPE)

« Proger clathing, eye and Face pratection, respiratary
equipmert and other PPE may be needed in perfonming tasks
specified in Inspection and Basic Maintznance

+ Please refer bo safety training already covered in prior
Courses,

+ See also the Sevator Industry Feld Employess Safety

Handbook

Y- Transit Elevator/Escalator Consortium

Slide 7

REVIEW slide 7 and discuss some general safety
precautions.

CONTENT: Direct participants to describe in their
own words how to inspect fire extinguishers and
barricades before use.

APPLICATION FEEDBACK: now that we have
discussed a little about safety equipment, have the
participants answer the following question.

ASK: participants to describe what comprises PPE.

Y Transit Elevator/Escalator Consortium

Personal Protective Equipment

Describe what comprises PPE.
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Instructor’s Notes Prints and Maintenance Records

_ i Lt What code mandates that a data plate be permanently attached to
Prints and Maintenance Records the controller or mainline disconnect?

« ASME Code requires that a written maintenance control
program detailing the procedures necessary o mairtain the
escalator or elevatar be provided and maintained st the
machine room location

= DEM manuals and assoclabed materials should be stored ina
central lacation that is identified an the contral board,

* ASME code A17.1 also requires a Data plate which is

[perTrEnen iy attsched to the contreller or mainline discannect.

This Data plate needs to be etched or stamped with the code

under which the machine was Installed.

Y- Transit Elevator/Escalator Consortium

Slide 8

REVIEW slide 8 and review the protocol for
maintaining proper maintenance records.

CONTENT: Direct participants to describe in their
own words the process for retaining records of
maintenance.

APPLICATION FEEDBACK: now that we have
discussed a little about prints and maintenance
records, have the participants answer the following
guestion.

ASK: what code mandates that a data plate be
permanently attached to the controller or mainline
disconnect?
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Instructor’s Notes

General Houscheeping Procedures

Automatic Lubrication System
« A& salf-contained lubrication system provides lubrication from a
refillabbe reservoir and hiydraulically pumped to the various

companents of the escalator at adjustable intervals,

= Wisual inspection of the oil line and the application brushes
are reguired to insure delivery and proper lubrication of the
companents,

« Ifthe automatic lubrication system is not functioning, the oil
can be manisally applied with & paint brush on a cantainer of

oil

Y- Transit Elevator/Escalator Consortium

Slide 9

REVIEW slide 9 and discuss how the automatic
lubrication system.

CONTENT: Direct participants to describe in their
own words the how the automatic lubrication
system operates.

APPLICATION FEEDBACK: now that we have
discussed a little about the automatic lubrication
system, have the participants answer the following
guestions.

ASK if the automatic lubrication system does not
function, how should oil be applied?

Y Transit Elevator/Escalator Consortium

Automatic Lubrication System

If the automatic lubrication system does not function, how should oll

be applied?
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Instructor’s Notes

General Houscheeping Procedures

Cleaning
*Cleaning of equipment is conducted on a regularly
scheduled basis, such as month, quarterly and

annual.

Machine Room:

= Supphes mast be propery stored and the fioor kept as clean as
[passible.

= Praperstorage of materiaks will be in accordance with the rules of
the department.

= Saine malerial storage is determined by the nature aof the substance

and its storage ks addressed in the Material Safety Data Sheets,

Y- Transit Elevator/Escalator Consortium

Slide 10

REVIEW slides 10 and discuss the importance of
keeping the machine room clean.

ASK who regulates the proper storage of
materials?

=

Y Transit Elevator/Escalator Consortium

Who regulates the proper storage of materials?

Machine Room
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Instructor’s Notes

Cleaning Cleaning

Equipment: Equipment (continued):
= Abways remeniber to review the logbook for past maintenande * Look for obwious hazards, Prior to

performed on the escalatar. performing maintenance, make the unk
= Barricade bath ends of the wnit where work will be perfarmed, safe for maintenance by performing
+ Visusaly check the unit ioking for any unusial buidup of dirt, lockeutRagout.

grease, metal shavings, handrail sorapings or other residue that « Ifpanel ks ~'~1!nppv|ﬂ with dghting,

could indicate a problem with the operation of the unit. disconmect wiring harmess before removing cem——

panel e

= Mext, remove an adequate number of steps ta gain acoess to the
Inmer components of the eccalatar, = Starting at the top of the escalator wipe
dowin as much of the truss assambly as

passible ta remove Ioose debris,

« As you clean, inspect the unit for cracks,
buckiing of the metal, missing fasteners
and corrosion

18- Transit Elevator/Escalator Consartium ) Transit Elevator/Escalator Consortium

Slide 11 Slide 12

REVIEW slides 11 and 12 and review how to
’E} properly check and inspect equipment prior to
beginning work.

should be checked to determine the past

9 ASK Prior to beginning maintenance, what article
L] maintenance on the escalator?

Y Transit Elevator/Escalator Consortium

Equipment

determine the past maintenance on the escalator?

Prior to beginning maintenance, what article should be checked to
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Instructor’s Notes

General Housekeeping Procedures

Cleaning

remove the fleorpl
landing to gain acc
area

) Transit Elevator/Escalator Consortium

Slide 13

REVIEW slides 13 and review how to properly
clean the truss section.

ASK participants to describe in what direction the
truss is cleaned.

=

Y Transit Elevator/Escalator Consortium

Describe in what direction the truss is cleaned.

Truss
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Instructor’s Notes

Cleaning Cleaning

Drive: Drive (continued):
« Using the proper tooks, rem

11111

i propes lubrication
- Warning: Do nct overfill gsarbos/reducer o When the area is ¢ letely cleaned and
serviced and any potentially flammable
vapors have been vented, perform a
functional check of the escalator.

) Transit Elevator/Escalator Consortium
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Slide 14 Slide 15

REVIEW slides 14 and 15 and review how to

’E} properly clean and lubricate the drive and drive

components.

CONTENT: Direct participants to describe in their
own words how to properly clean the truss and
drive of an escalator.

APPLICATION FEEDBACK: now that we have
discussed a little about cleaning procedures, have
the participants answer the following question.

ASK how much lubricant is to be applied to the
drive chains?

Y Transit Elevator/Escalator Consortium

How much lubricant is to be applied to the drive chains?

Drive
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Instructor’s Notes Materials Safety Data Sheet

e Where are the requirements for MSDSs found?
Materials Safety Data Sheets (MSDS)

o If materiaks are stared in the eguipment room, an MEDS must
be available and should be visible
« Materials that are repackaged for use must be properdy
labeled and an M5DS must be available
» The MSDS i required ko be available and displayed
prominsntly in the warkplace, Additicnally, it must be writtsn
in English and contain:
Tha names of tha chamical (labak

te ingradizsks that are known cartinogens
redienks th esent other known hazands
ic Bazards o ance
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Slide 16

REVIEW slide 16 and discuss what the MSDS is
and where they are applicable.

CONTENT: Direct participants to describe in their
own words where they can locate the MSDS.

APPLICATION FEEDBACK: now that we have
discussed a little about the materials safety data
sheets, have the participants answer the following
guestions.

ASK where are the requirements for the Materials
Safety Data Sheets found?
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Instructor’s Notes

General Houscheeping Procedures

Oily Rag Can
= A container must be provided for disposal of dirty rags
that have been wsed to clean o, grease or ather

materials from the escalator,
= This container must be emptied after every shift,

Y- Transit Elevator/Escalator Consortium

Slide 17

REVIEW slide 17 and discuss the disposal of dirty
rags.

CONTENT: Direct participants to describe in their
own words where they can dispose of oily rags.

APPLICATION FEEDBACK: now that we have
discussed details of what items are placed in the
oily rag cans, have the participants answer the
following question.

ASK How often must these containers be emptied?

Y Transit Elevator/Escalator Consortium

How often must these containers be emptied?

Oily Rag Can
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Instructor’s Notes

General Houscheeping Procedures

Y- Transit Elevator/Escalator Consortium

Slide 18

E} REVIEW slide 18 and summarize the module.

EVALUATION and CLOSURE: Recap the main
points of the module before moving on to the next
topic within this course.

ASK the participants if they have any outstanding
L]

guestions on what was presented.

Y Transit Elevator/Escalator Consortium

Summary
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