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1. Tam quan trong cla cac quy tac rng x&¢

Vé sinh don dep duoc phan loai thudc mét trong nhitng nganh nghé dich vu, va tiéu chuin dé& danh gid nganh nghé nay

l& mirc d6 hai long clia khach hang. Khong dwoc quén rang nguoi dua ra s danh gia khong phai ban than ching ta ma la
bén phia ngudi sir dung hay 1a khach hang. Va tat ca nhirng viéc lam, cdch cu x& c6 lién quan dén nhitng danh gid d6 duoc
goi la quy tac rng xtr. JP:Sabisugyou

Moi nguoi ct hiu [am rang cac quy tac |& nghia khi d&t ra chi 13 don gidn 1a 1 th& hinh thire bat budc, bat moi ngudi phai
c6 nghta vu tuan theo, do d6 khi thuc hién né néu chi don gian nght la dang thuc hién theo quy tic, lam cho c6 1é thi that sy
khoéng bao gir cé thé truyén tai dugc tdm huyét, tinh cdm cla minh t&i d6i phuong.

Moi ngudi cling thudng hay hiéu nham gitra hai van dé hiu dugc va lam dugc . Van dé hiéu duwoc khéng cé nghia 13 sé
ldm duwoc ding. Lam dugc & day chinh 13 1am thé nao dé chuyén tai dwoc nhitng tdm tw, tinh cam, nhiét huyét cia minh
théng qua nhitng hanh déng thyc tién ctia minh lam. Vi vay ching ta phai c6 gang luyén tap lam sao ngay ca khi trong ltc vo
thirc, khéng chd dinh thi v&i nhirng hanh dong I&p di 13p lai d&n quen thudc hang ngay cua ching ta cling du biéu dat dwoc
con tim, su tdm huyét cda minh dén d6i phuong.

NS lyc trong viéc nang cao hiéu biét vé quy tac, & nghia la mat viéc hét sirc cd y nghia. Khong chi cé ¥ nghia nang cao
trinh d6 hiéu biét gitip ban than minh ty tin hon ma con cé y nghia gitip hinh dnh cla cong ty ngay mot tét dep hon.

Nhan co hoi nay, cac ban hay c6 géng trau doi kién thirc, nang cao tam hiéu biét clia minh vé cac quy tac |& nghta, hanh vi

irng xtr, thai d6 trong céng viéc cha minh nhé.



2. Nang cao &rng x&r

(1 ) An mac chinh té va quy té’C lfl’ng X JP:Midashinami

Phai tuan thi nghiém ngat cac quy dinh, quy tic (ng x(r d8i véi nhan vién, ngay tir clra vao. 1 JP:Kisoku 2 JP:Juujishas
Nho vao viéc tuan thd quy dinh cdng ty ma tranh gép phai nhitng hanh déng ca nhan [dé gay roi rac ndi bo] va [lien két moi
ngudi lai hudng vé muc tiéu chung], hon nita con khién cdng viéc tré nén an toan va tinh trang lam viéc nhém ciing t6t hon.

Vi vy, tudn tha quy dinh cdng ty cling 1a m6t viéc vo cung quan trong dé nang cao trinh do ng x(r.

*Di lamsémhonchit m D& co thé bit dau cong viéc theo diing gio quy dinh p - 5y kKin

*Khi dén noi lam viéc chao hoi bing giong to khée ~ m  chao.budisang p - Ohayou gozai masu

1) An mdc sach sé chinh té

<

~

(D Méc ddng phuc theo ding quy dinh Jp : Yunihomu

(2) bong phuc phai vira vidn véi co thé, sach s&, khong buc rach Jp : Seiketsu

(3) bong phuc phai duorc cai cuc, kéo khda can than, treo bang tén dung cach. Jp: Nafuda
(@) Khong deo tat c6 mau sac sdc s& hay di xang dan khong chac chan.

(5) Khong deo tat ngan hoac tat dai bj rach, bi ban.

() Téc phai dugc goi sach budc gon & phia sau,hodc cat kiéu téc gon gang

(@ Khong trang diém dam, son méng tay méng chan hay deo db trang src Jp : Akusesari

Mong tay moéng chan phai duoc cit ngén, ludn gilt tay sach s&

(1) Mic dong phuc theo ding quy dinh

@ Dong phuc phai vira van véi co thé, sach dep, khoéng buc rach

(3) bong phuc phai duorc cai cuc, kéo khda can than, treo bang tén dung céch

(4) Khong deo tat bi rach hay bj ban.

(®) Giay phai duoc gidt sach sé deo giay dung cach khong giang kéo giay.

(B) Téc phai duoc cat, chai mot cach gon gang sach sé.

(@) Chay cao rdu, va cat long mdii, néu thdy moc dai 1 JP : Hanage 2 JP : Bushouhige

Mong tay méng chan phai duoc cit ngdn, ludn gilt tay sach sé

\FLENEN  « Trénh nhudm mau tdc sdc s& (nhu téc vang...) « Tranh st dung nudc hoa c6 mui néng ndc

JP : Kousui @




Hwéng dan lam sach

2) Quy tac rng xt khi lam viéc

(1) bi dirng dlng tu thé, wdn nguc vé phia trwdc, thang nguoi

Pac biét cha y khi mang dung cu vé sinh. JP : Seisouyougu

(@ Khi di qua 18i di,, hanh lang,, can

di vao mép tuwdng dé tao khoang
tréng & trung tdm 1 JP : Tsuuro

2 JP : Rouka

Suguy Sueoyy

(® Khi di nguwoc chiéu lai véi khach
hang di nép vao phia trong
nhudng 18i cho khéach di, hoi
mim cu®i, dau cli xuéng thé
hién thai do ton trong.

JP : Okyakusama

(@ Khi dén nhitng doan hanh lang ré,
goc khuat hay cdu thang bd can phai
chu y quan sat ky trdnh nhitrng nguy

hiém cd thé xay ra. JP:Kaidan

(5) Khong thé hién trang thai mét mai
ué 0di nhu tua vao ghé hay dya

vao dung cu vé sinh, tuong,, cot,

1 JP:Kabe
2 JP:Hashira

(8) Khong kéo 1& dung cu vé sinh nhu

chéi lau khi di chuyén trén 18i di lai.

() Khong bd dung cu & gitta 16i di hanh
lang hay dua dung cu vao mat tuong,
gdc ré 16i di.

(Khach hang cé thé bj virdng chan vao
dung cu dan dén truong hop bi l&n ngi.)

JP:Tentou

Tranh budn chuyén véi déng nghiép

khi dang lam viéc. JP: zatsudan

(9) Khi dang don dep trong nha vé sinh
néu thay khach cé y muén st dung
nha vé sinh thi phai tao diéu kién
cho khach sir dung, khéng duoc
tri tré 1am khach phai doi lau. Phai
luén khach hang la sy wu tién hang

dau.

Khach hang la wu
tién hang dau




3) Cach cii chao

Cui chao 13 dong tac quan trong thé hién thanh y kinh trong d6i véi d6i phuong. Cach cui chao chi sir dung phan c6 gan

day thudng duoc si dung, tuy nhién cach nay khéng chi khong thé hién sy kinh trong ma con cé thé gay an twong xau véi

phia khach hang. Cach cti chao ding dan sé thé hién dwoc su kinh trong d6i véi déi phuong.

Cach cti chao

Cach cti chao

N [ )
(@ Cui chao @ Kinh 1& (® Cui dau kinh 18
Khéng chi
gat dau
CUi gap nguoi
Kéo dai lung,
tay, dau géi
N ) 5 >
g & | khoang 15 do khoang 30 d6 khoang 45 d6
N&i long vai hai tay o3
ol chin ke g g, £ | nhin vé phia trudc | nhin vé phia trud
xudng nhe nhang &- | hnin ve phia trro'c | nhin ve phia truroc . x A
@ | khoang 2 mét tinh | khodng 1 mét tinh nmhllnnhxuong chén
I NS ST,
@ Vi tri cla tay trong trudng hop la nam gidi, tay dé theo dudng chi g | tu chan dirng tlr chan dung
quan khi cti gdp ngudi xudng, trong trudng hop la nit gidi, hai bén
ngon tay chdng 18n nhau dét phia trudc ngudi roi cui xudng. = ) R - Khi d&n cong ty+Khi R .
@Khi ctii d3u thi nhanh hon mot chit, khi ngang dau 1&n thi cham ri 3 |- Diquanhautaihanh | i gng vy - Khi cam.on sau sac
trdn. 3 ang A - Khi c6 chi thi chacap trén | o X110}
@Dung thing ngudi ndi to rd rang khi chao hdi rdi cli gap ngudi 2 |- Khiduatra - Khi gip khich hz‘angp + Khinho'va quan trong
xudng khi phat am xong. )
\ e e & U \C J

4) Piéu chinh dnh mat khi néi chuyén

Khi néi chuyén viéc diéu chinh anh mat 1a vd cling quan trong, b&i vay ca dao tuc nglt méi ¢ cau = Anh mit cé thé néi

|én moi diéu nhw cai miéng * hay = Anh mét 13 tdm guong phan chiéu tam hon ™.

(D Thoéng thudng khi tro chuyén mat ching ta nhin thang vao déi phuong, khi d6 t6t nhat |a nén

gitr 4nh nhin clia mét tap trung vao khodng khong gian giita hai mét clia d6i phuong.

(@ Phai ludn chi y quan sat d&n dong tac va cau chuyén cta déi phuong.

(3 Khéng liéc lwom, ngudce nhin hay nhin quanh d&i phuong

B5) Céch st dung tir ngir

Khong dwoc quén rang viéc sir dung tir ngtt c6 chinh xac hay khéng sé& lam thay d6i cdch danh

giad va an tuong déi véi ngudi khac.

Vi du, [sumimasen] va [moushiwake gozaimasen] déu cé y nghta 1a xin 18i, tuy nhién cach néi

phia sau mang lai cdm gidc lich sy va chan thanh hon.

Cach slr dung tir ngir d6i vai khach hang, déng nghiép hay cap dudi la khac nhau, vi vay can

xem xét d&i tuong va dia diém dé sir dung tir ngtt mot cach ding dan va chinh xac.

(D St dung tir nglt rd rang dé hiéu vdi moi nguoi.

(@ St dung duing kinh ngi? (ton kinh ngtt, khiém nhwong ngtr) phi hop véi ddi tuong va dia diém.

Moushiwake
gozaimasen

Sumimasen

Cac quy tac ng x(



Hwéng dan lam sach

6) Cach néi chuyén
Hoi thoai chinh 13 1 cong cu giao ti€p dé thé hién y chi, suy nghi vd mong muén ctia minh dén véi doi
phuong, d8i phuong cé ly gidi va thau hiéu duogc tinh hinh hay khéng tat cd déu nh& vao céch néi, cach

truyén dat ciia minh.

@ NG6i chuyén mot cach cham rdi, véi am lugng am thanh thich hgp, khong gao to hay
noi Ién gay chdi tai.

@ N6i chuy&n ngan gon, trong tam, vira ndi vira xem xét cdm nhan tinh cdm suy nghi cta
déi phuong

(3) Khi tra |oi cau hdi ctia d6i phuong, can néi chuyén cho dén khi d6i phuong hiéu va ly
giai duoc.

7) Céch héi chuyén

Nguoi néi chuyén vdi minh cé6 mé rong tdm long va thanh y ndi chuyén véi minh hay khong tat ca phu thuéc

vao cach naéi chuyén va cach hoi chuyén clia minh.

(D Quan tam nghiém tic t&i cdu chuyén cta d6i phuong, nghe véi thai do cé hidu biét.
(@ Khi d6i phuong dang néi chuyén khéng dugc phép ndi chen ngang, phai chi y lang

nghe hét cau.

(3) Khi khong hiéu rd cau chuyén clia ddi phuong, thang than, lich sy hai lai dé nghe lai.

(@) Hiéu rd y nghta cau chuyén clia d6i phuong dé phan dodn mot cach ding dén, chinh xac.

(2) Tuan thﬁ g! dinh JP: Ruru

Tuan thd quy dinh 13 hanh dong thuwc hién nhirng sy viéc theo nhitng quy dinh dd duoc xac dinh tir trudce, va cé lién

quan dén viéc tao méi quan hé t&t véi moi ngudi, cé thé |am viéc theo nhdm hay thuc hién t6t cong viéc.

1) Khéng lién quan dén nhirng cdu chuyén néi xau hay tin dén

Clr chd nao tap trung nhidu ngudi &t han 13 s& xuat hién 161 néi xau hay nhitng tin don. Viéc ndi xau ngudi khac, 1ay
nhirng bat hanh cla ngudi khac d€ 1am thd vui 1a mot trong nhirng théi xau cla con ngudi, va 13 nguyén nhan gy ra
nhitng rdc r8i trong cdc méi quan hé. Buong nhién |3 ban than khong duoc phép 1a ngwdi néi xau hay dua chuyén, 18 khi
gip nhi*ng ngudi dang ndi xau hay tung tin ddn thi ¢ gang tranh lién quan dén sy viéc bang cach phét 1 hay td thai do

khéng quan tam.

2) Nham lan gilra cong va tu sé gay ra rac roi

Tai noi lam viéc, phai cdm nhan rd duoc it nhiéu viéc [cong tw phan minh] 1a twong d&i khat khe. Can phai y thirc rang
viéc nham |3n gitta cong va tu dé trd thanh coi sting gay tén thuong dén su tin nhiém cla cong ty hay pha héng mdi quan hé

v&i moi nguoi.



Cac quy tac ng x(

3) T thai d6 hoi ho't dan dén nhivng sai [am lon

Tai noi lam viéc, cé rat nhiéu dung cu thiét bj nhu d6 dung van phong hay hang tiéu dung. Cam vé nha véi thai hd hoi hot
[cai nay thi cha dang |a bao] khong chi vi pham quy tac (ng xir ma day con 1a hanh ddng pham phép.
Chi 1 cai khan hay 1 cudn gidy khong cé gid tri qua Ién nhung day van 13 tai san quan

trong ma cong ty da bd tién ra dé mua.

N

@ Trong khi lam viéc khéng duoc roi khéi vi tri lam viéc d3 dwoc quy dinh ma

khong xin phép.(Viéc riéng chi thyc hién bén ngoai gio lam viéc...)

(@) Viéc gip g& trao dbi chi dugc thyc hién trong gi® gidi lao. Trong trwong hop cd
nguwdi nha hodc ngudi quen dén tham tai noi lam viéc ma khdng béo trudce, can phai bdo cdo va nhan chi thj
tlr nguwai cé trach nhiém.

(3) Pong phuc, giay, khan va mot s& d6 dung khac muon tlir cong ty can duoc gilt gin sach sé va s dung can
than, trong trwong hop déi lay d6 méi hay nghi viéc, can sap xp can than cac vat dung roi dem tra.

@ Khéng st dung dién thoai cong ty, dién thoai di d6ng, may fax, mdy tinh, méy photo... cho muc dich ca nhén.

4) Quy dinh vé viéc di lam, giai lao hay nghi lam

(MPi lam yp : shukkin

hio bus Tir ldc di lam dén lGc bat dau céng viéc, can du ra thoi gian khodng 10 phut, dén chd
ao buol

lam vé&i thai do tw thé thodi mai, twoi tdn. Khi bat dau cong viéc can chao hdi mot cach
twoi vui khde khoan, khi d&n hién tredng lam viéc can bao cdo to rd rang [Toi dén....day],

va lam viéc vdi thai dé hang hai.

@ Khong quén cé thai d6 chirng muc ludn gitk gin quy dinh ngay ca trong gio giai lao nhu

E:?gﬂet?,;ﬁfh chi nghi ngoi & nhitng dia diém va thoi gian quy dinh.

@ Trong trudng hop nghi gidi lao & dia diém lam viéc, vdi tu cach 1a nhan vién mét cong
ty can hanh déng va cé thai d6 chirng muc, khéng quén dé y xung quanh.

@ Don dep sach s&, can than tat cd nhitng d6 vat str dung tai dia diém nghi ngoi nhu binh

tra hay gat tan thudc...



Hwéng dan lam sach

(®Nghi lam Jp: Taikin

@ Kiém tra lai cong viéc d3 hoan thanh trong mdt ngay, bao cdo 1én ngudi phu trach roi
c6 thé vé nghi ngoi.

@ Lam sach s&, don dep cac dung cu thiét bj d3 st dung theo quy dinh, kiém tra tinh
trang, néu thdy bat thuwong thi can ngay lap tirc bdo cho ngudi phu trach.

@ Khong quén chao héi khi k&t thic mot ngay Iam viéc [Otsukaresamdesushita -H6m nay

moi nguwdi da vat va roi] hay [osakini shitsurei itashimasu- T6i xin phép vé trudc].

(®Pi muén,, vé sém,,

nhi viéc, Trong trwdng hop bi bénh hay cé viéc gdp phai di mudn, vé sém hay nghi lam, can phai

lién lac bdo cdo va nép don xin nghi. Néu khéng dwoc cho phép, viéc nay sé gay ra nhitng

;jﬁzzmzru phién ha rac ro6i 1&n, 1am xdo tron tién trinh cong viéc cta khach hang va nhitng nguoi

3 JP:kekkin dong nghiép 1am cling. Can cé sy quan tdm va chi y dén ngudi phu trach va déng nghiép.
JP: Renraku

Ly do Xin 13i @ Khi di muodn can nhanh nhat cé thé goi dién thoai cho ngudi phu trach dé bao cao. Khi

d6, dau tién la xin 16i vi di mudn, sau dé trinh bay Iy do di mudn va bao cdo thoi gian
du dinh c6 thé dén noi lam viéc.

@ Khi biét trudc rang s& mudn 1am, can nhanh chéng bdo céo ndi dung dé va cho sw cho

phép tlr nguoi phu trach.
@ Sau khi d&n noi 1dm muon, bdo cdo cho ngwdi phu trach va doi 1énh nhan chi thi, nhanh
chéng bat dau cong viéc. Khi dé ciing khéng quén xin 16i khi dd gay rac réi cho dong

Ly do-thoi
gian mudn,

nghiép.

@ Gri don cho ngudi phu trach vé ly do xin vé sém, thoi gian du kién vé va dgi nhan su

cho phép. Trao d&i vé trinh ty cdng viéc cho dén lic vé, chuyén giao cdng viéc sau khi

vé dé cong viéc khong bi bo dé giita chirng.
@ Khi dén gid xin vé, can bao cdo tinh trang tién dé cdng viéc cho ngudi phu trach, trong

truong hop can thiét, c6 thé phai sdp xép cong viéc, don dep réi mdi ra vé.

@ Trong trudng hop biét triede s& phai nghi lam, can nép don cho ngudi phu trach theo

Lién lac khi nghi lam quy dinh clia cong ty.
@ Trong truong hop nghi dét xuat trong ngay, can nhanh chéng sém nhat cé thé dién

thoai bdo cho ngudi phu trach va sau dé nép don theo quy dinh cta cong ty.



Cac quy tac ng x(

(3) Tao méi quan hé véi moi ngudi & noi lam viéc

Dé& lam t6t moi cong viéc thi van dé tao mdi quan hé t&t dep vdi nhitng dong nghiép 1am cung 13 v6 clung quan trong,

dudi day sé liét ké nhirng cach ma cac ban can phai ghi nhé va hoc tap.

1) Céch lam quen can sy hiéu rd vé 1ap trudng cla tirng ngudi

D3i véi nguwdi phu trach =
@ Nguoi phu trach dirng trén 1ap trwdng giam sat téng thé moi cdng viéc tai hién
trudng lam viéc, la ngwdi chiu trach nhiém rat I&n. Can phai hgp tac vdi thai d6 ton
trong, cd suy nghi tich cyc trong qua trinh lam viéc theo nhom.
(Viéc ngudi phu trach cling ti€p can ludn quan tdm va tén trong d8i vdi nhan vién 13
rat quan trong. )
DA4i véi tién boi =
@ \hitng ngudi lam viéc tai cong ty lau ndm cho du kém tudi thi cling duoc coi la tién
b6i hay ngudi di trwdc. Tién béi d3 trau doéi dwoc kinh nghiém nén s& cé nhiéu wu
diém can hoc hdi trong linh virc cdng viéc. B&i vay thong thudng s& dugc ding & vi
tri la nguoi di trwdce.
DU |a nhitng cau tir cd phan nghiém khac nhung d&i véi ban than thi né thuc su 1a
nhitng 1&i khuyén. Can phai cé thai do thanh that khi hdi han va xin chi bao.
Dai v&i dong nghiép =
@ Dai v6i dong nghiép, du 13 nguwdi ma ban da biét rd tinh tinh nhu thé nao thi cling
khéng duorc ich ky, lam viéc theo cdm tinh, ma lic nao ciling phai tén trong y kién
cta nhau, cing nhau I&n k& hoach nang cao chat luvgng cong viéc.
D4i véi hau boi =
@ DGi v6i hau bdi hay ngudi dén sau can cé thai d6 ~ nudi dudng bing tinh yéu ™.
Khong bat hau boi lam nhitng viéc ma ngay trudce ban than ghét bd. Hon nita can cé
thai d6 c&i m& chan thanh thinh thodng trao déi, dua ra 1&i khuyén hay hop tac gitp
do.

a N

@ Hiéu cho cdm gidc clia d68i phwong, thanh that nhan 161 nhic nhé va ghi nhé trong dau
nguyén nhan 1a do ban than con thiéu kinh nghiém.
@ Diu tién can phai ndi 1oi xin 16i, 1a [Moushiwake gozaimasendeshita. Korekara ki wo
’/, tsukemasu]=[tdi rat xin 16i., Tl nay t6i s& can than hon],. Trong trudng hgp mudn ngudi
nghe ti€p nhan, can phai truyén dat vdi tat ca thanh y cla ban than.

Vé”e./

@ Viéc vien Iy do nay ly do khéc, d6 16i cho nguoi khac déu sé lam mat di su tin twdng va tin
nhiém cla ban than.

@ Trong truong hop can phai xt ly sau d6 thi can chju trach nhiém trong kha nang nd luc
cta ban than.

Chu y dé khong dé xay ra cung mot 16i dén lan thi hai.

P: Okyakusama
P: Owabi
P: Moushiwake gozaimasendeshita.

J
J
J
JP: Korekara ki wo tsukemasu.

]
2
3
4



3. Nhiing diéu can biét dé trd thanh mdt nhan vién don dep vé sinh chuyén nghiép

(1) DPé hoan thanh cdng viéc mdt cach hoan chinh

P& cong viéc hang ngay tién duogc tién trién thuan loi theo ding k& hoach thi viéc tap hop strc lwc cla ca nhém lai, lam
viéc theo nhém trong dé ngudi quan ly 1a nhan vat chd chét chinh 13 viéc rat quan trong va can thiét. D& phat huy duoc tot

kha ndng lam viéc theo nhdm thi sau day s& néu ra 6 cdc hang muc ma moi ngudi can phai lam theo.

1) Céch nhan chi thi,, ménh l&nh, 1 e: shiji, 2 Jp:Meirei

< Nhac lai, 13p lai

(D Céch nhan chi thi, ménh lénh

> @Hiéu mét cach chinh xéac rd rang ndi dung chi thi [Khi ndo, & dau, lam gi,
oQ (@) y
< 5 lam nhu thé nao]
S- !:',_" @5uy nghi vé céch thirc dé dem lai hiéu qua va ndng suat tot nhat
e = , S . A ‘A
=5 —} - _} @ Nhanh chéng bat dau cong viéc
[ =
ﬁ 3
“ .m> Vé ~ ? . ~ ~
Q- S (@ Cach nhan chi thi, ménh Iénh
n : . . . .
=3 —
> N e _—
=} Trwong hgp khong hiéu ndi dung chi thi
=5

Hai lai cho dén khi hiéu rd, khong bat dau cong viéc khi méi chi
hiéu ntra chirng

2) Thuec hién trinh tu (Bao cdo) (Lién lac) (Trao d6i)

B4o cdo-Lién lac-Trao ddi la cac y&u t& vo cling can thiét khi tién hanh cdng viéc theo nhém (tap thé cé t6 chirc vdi s6 lwong

nhiéu ngwdi hwdng téi cing modt muc tiéu)

Nguoi phu trach

I 1

?

B40 cd0 Jr: Houkoku (l Lién lac Jp: Renraku Trao d6i Jp: soudan
=
@Bi0 cdo két qua hoan thanh chi = @Théng tin va céc van @Trao dbi vé nhitng khé
. A A 3 .
thi, ménh lénh . =y de khan, hay nhirng viéc
@Bio cio tinh hinh l1am viéc hang =
N (D> n . A N
ngay = khéng biét lam...

f

il T




3) Y thirc doan két twong tro’ 1an nhau clia cac nhan vién

(1Can ban dé Iam viéc theo nhém = Thuyc hién quan tam gilp d& ban bé déng nghiép cling chi huéng

Hoan thién vai
trd cda ban than!

(2Khang néi xau sau lwng hay bat nat ban bé dong nghiép

Dirng lai !




Hwéng dan lam sach

4) Cach tién hanh cong viéc nang cao hiéu qua

Viéc hang ngay luyén tap, l3p di |3p lai cac thao tac cong viéc s& gitp cho tinh than va thé chat co thé cdm thay
thoai mai, khong bi hdi hdp; néu khong luyén tap hang ngay, hiéu suat lao dong khong nhirng khéng nang cao ma
chinh ban than ciing khéng thé trudng thanh phat trién duoc.

Hanh déng nang cao hiéu suat va ning cao an toan

Suy nghi va hanh dong thuo'ng xuyén Lap ké hoach hoat dong trong 1 ngay Chuyén k& hoach thanh hanh déng

@C6 con phuong phap nao tdt hon
hay khong?

@Cin 1am gi dé két thuc cong viéc
trong thoi gian quy dinh (khong

@ Thuc hién cong viéc
theo ban k& hoach
hoat dong trong 1

@Cong viéc 1én ké hoach theo
tirng budc 8 phan. K& hoach
trong 1 ngay can duoc lap ra

: Ny R nea
lam qua kha ning, ling phi, that mot cach chi tiét, cdn ké. gy
thuong)? — @L4p ké hoach véi suy nghi thoi —) .C.a':‘ pf:an t'c’h danh
@Lam thé nao dé tién hanh cong viéc gian 1a quan trong hang dau. gia két qua hoat

déng, kiém diém ban
than dé déi chiéu
véi nhitng hoat dong
ti€p sau do

mot cach an toan?

@N&u xay ra 16i gay thuwong tich, can
diéu tra va xem xét lai nguyén nhan dé
phong tranh viéc tai phat [an nira.

F'y

% K& hoach theo tirng buwdc 8 phan

@ L3p k& hoach quyét dinh thir tu vi
tri wu tién nhu tdm quan trong,
d6 khan cip hay tinh can thiét...

Phan hoi

- Trong qué trinh tién hanh cong viéc, viéc st dung nhitng cau tir thé hién mirc d6 quan trong hay thao tac can phai chuan bij
trude - viéc suy nght ki ké hoach tirng bude trude khi lam viéc hay trinh tu lam viéc 1a v cing quan trong.

5) Quan ly sitc khde mot cach nghiém chinh p: kenkou

Tinh trang strc khoe t6t hay x4u s& anh hwédng vé cung nghiém trong dén qua trinh thyc hién cdng viéc. Tinh trang sirc
khoe xau khong chi gay trd ngai cho cong viéc ma tly theo tirng trudng hop cé thé dan dén tai nan lao ddng, vi vay can phai

chiy c8n than vé van d@ quan ly sirc khoe.

Muc kiém tra

(1) Hang ngay c6 an sang day di khong? []

(2 C6 &n udng nhidu qua khong?

(3 Théng thuong cé ngl it nhat 13 6 tiéng khong?

(@) C6 bj tao bon khong?

(5) Sac mét c6 t6t khong?

(8) C6 thuong xuyén dung cac bai tap dé nang cao thé lyc khong?

(D) C6 hay bi hodi hop, hut hoi hay chéng mat khong?

Huyét ap c6 8n khong?

Ooo o oo oot

(9) C6 hay bi chan &n, co thé ué oai, khong con tinh than lam
viéc hay khoéng?

JP : Kenkou




Cac quy tac ng x(

6) Tranh nhirng I&i phan nan, va rac rdi, 1 Jp: kursmu, 2 JP:toraburu

Vi tap trung vao cdng viéc, ching ta thudng cé thién hudng quén mat sy quan tdm, chd y dén nhitng thit xung quanh.

Dic biét can phai chi y dén viéc x(r ly, sdp x&p vdi trang sirc, dung cu hay nhitng d6 vat ma khach hang dang st dung.

(DDPE& y khi don dep

@Trong khi don dep, néu gip nhitng khach hang dang l1am viéc thi can phai chao hdi T8 phéP"
[shitsurei itashimasu]=[t6i xin phép], sau khi két thuc viéc don dep thi ndi [shitsurei s

itashimashita]=[t&i xin phép d3 lam phién].
@Khong dong cham dén nhitng d6 vat cé trén mat ban nhu tai liéu, chudt hay ban phim may
tinh.

@Prhai dua nhitng d6 vat bi di chuyén trong qué trinh don dep vé chd cil.

@5au khi két thic cong viéc don dep, khdng quén khoa clra hay, sir dung thiét bj ddm bdo an toan. Jp: Kagi

(2)Can trong khi tiép xtc v&i nhirng d6 quy gia hay do that lac

Béo céo!

@ Dic biét chu y khi tiép xic v&i d6 quy gia hay do vat cé gid tri d& & phong khach, tranh gay
hiéu [am.

@ Trong trudong hop phat hién tien mat, d6 quy gid hay nhitng d6 vat khac bi roi, ngay lap
tlrc bao cao roi dwa do vat lai cho khach.

(3)Phan biét rach roi giira cdng va tw (viéc cdng va viéc tw) Jp: kejime

@ Theo logic du la biét nhung van dé mang lai suy nght hanh déng xao trén chinh 1a viéc can
phan biét rach roi. Trong khi lam viéc phai tranh ty y nghi ngoi ndi chuyén phiém hay st
dung cac thiét bi d6 dung dién thoai cla cong ty vao viéc riéng véi muc dich ca nhan. Va

cling phai tranh st dung dién thoai di ddng v&i muc dich riéng trong gio lam.

@Khong 13y nhitng d6 vat bo di, dé trong kho chira rac, (Phong x{ Iy rac) mang vé nha. 1 Jp:Haikibutsu, 2 JP: Gomiokiba

(®Phong tranh viéc 1dy nham rac .e: Gohaiki

@ Trong nghiép vu don dep thi thu hoi rac 1a cdng doan rat quan trong. Tuy nhién, ngudi sit dung tda nha va ngudi don
dep & trong diéu kién khac nhau, nén khi don dep thudng xuyén, cling c¢é trudng hop nhan vién ty y phan dodn do vat
tai lieu clia khach ™ day chéc 1a rac ™ ma vt di.

Nguyén nhan dé xay ra su c¢6 nay duwoc dua ra 1a do cdc phan dodn ca nhan khi thay [cac hdp cac tdng dat & xung quanh

khu vic thung dé rac] hay [tai liéu va tai gidy duwoc dit trén thing dung rac]. Vi vay chd y tranh hiéu [am nhitng vat

dung, d6 dung cta khach hang 13 rdc ma dé di. o
ha y

€4n thin

Céc diém luu y
+ V& co ban s& chi virt cac thir c6 trong thung rac.
+ Khéng ty y phdn doan theo suy nghi ca nhan. (nhitng vat khéng biét thi khong duorc

virt. Ngay |ap tirc bdo cdo theo quy dinh réi nhan chi thij)
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(2) Cach sty dung kinh ngir

@ JP:
@ JP:
® JP:
@ JP .
® JP:
® JP:

@ JP :

7 cau noi thong dung trong kinh doanh

Ohayou gozaimasu VN
Arigatou gozaimashita w:
Kashikomarimashita VN
Moushiwakegozaimasen w:
Osoreirimasu VN
Omatase itashimashita w:

Shitsurei itashimasu N :

Chao busi sang

Xin cam on

Toi da hiéu roi a

T6i thanh that xin 16i.

xin 1i lam on---/cam on nhieu

xin 16i vi da lam 6ng/ ba phai dei che.

Toi xin phép.




Cac quy tac ng x(

Phan luyén tap

4 M

N

Nao, hay cung nhau luyén tap thoi!

Tap trung cdm xuc va hdy thir néi moét cach thodi mai nao.

1. JP : Ohayou gozaimasu VN:Chao busi sang
2. JP : Arigatou gozaimashita VN:Xin cam on
3. JP : Kashikomarimashita VN:Tbi da higu rai a
4. JP : Moushiwake gozaimasen VN:T6i thanh that xin 3i.
5. JP : Osoreirimasu VN:xin 15i 1am on--/cam on nhieu
6. JP : Omatase itashimashita VN:xin 151 vi a 1am 6ng/ ba phai doi cho.
7. JP : Shitsurei itashimasu VN:T6i xin phép
8. JP : Shitsureidesuga, dochirasama deshouka
VN:Xin 15i cho héi quy 6ng ba la ai a?
9. JP : Douzo, okake kudasaimase VN:Xin moi ngsi

10. JP : Shoushou omachi kudasaimase vn:xin ng ba agi mst chat
11. JP : OO wa tadaima gaishutsu shite orimasuga,
VN: OO hién tai dang & ngoai---
12. JP: Ainikudesuga, OO wa honjitsu wa oyasumi wo itadaite orimasu
VN:That khong may OO ngay hém nay dang dwec nghi.
13. JP : Shouchi itashimashita VN:T6i hiéu ri 2.
14. JP : Donoyouna goyoukende gozaimasuka
VN:T6i c6 thé giup gi dvgc khdng a? /C6 chuyeén gi khong a?
15. JP : Douzo, kochirae okoshi kudasaimase.
VN:Xin mei 6ng ba di chuyén dén day a.
16. JP : Ainiku watakushidomode wa wakarikanemasu.
VN:That xin 16i nhung t6i khong higu.
17. JP : Hai, kashikomarimashita. Tadaima, mairimasu.

Vang, t6i hiéu rsi. TOi sé dén ngay lap tec







FAd Phan thuc hanh




Hwéng dan lam sach

1. Cach str dung khan lau
(1) Chuan bi d6 dung trang thiét bj

X6 dung (Hinh anh )  Jp: Baketsu
Khin lau (Hinh 3nh 2))  Jp:Taoru
T4m tham 16t (Hinh anh (3)) Jp: Yoio shito
#Nwédc tdi phan gach dé chiém 1/3 x9,
tinh tir day xo.

(2) Cach gap khin

D | Mé rdng mat ngang ctia khan (nhw hinh vé bén
! trai )
Gap lam doi

@ (Gap ddi nhu hinh vé bén trai 2))

Géap lam ddi [an nira

! ! ! (Gap khin 1am bdn phan nhu hinh vé bén trai

B ®)

Cudi cung gap doi chiéu doc khan

! ! ! (Gap khin 1am tdm phin nhu hinh vé bén trai

_._:_._:._._:.._. @)




K Phan thyc hanh

Hinh dang nguyén ban (Hinh anh D)
Gap khin 1am d6i (Hinh anh 2))
Gap khin 1am bén phin (Hinh anh (3))

Gap khin 13m tdm phin (Hinh 3nh (@))
JP: Yatsuori

Cam hai du khin, giat vo (Hinh anh (D)

Sau khi gidt sach khan, gap khan Iam 8 phan r6i
gap doi ti€p thanh 16 phan roi vat (Hinh anh
@)

Gap khan 1am 16 phan giéng nhu cich cam
ki€m trong kiém dao, cach vat bing tay cam
nay dwoc goi la vat kiém -shinaishibori (Hinh
anh @)

Sau khi vat khan xong, mé& rong khan thanh 8
phan I3y tay vuét va kiém tra phan nwéc con
lai trén khin (Hinh anh @)

(4) Cach lau ban gh€ e Fukikata
1) Chuan bi

1. Pat tdm tham 16t & vi tri ma khéng lam anh
huédng dén cong viéc.

2. Pat khan lau da duoc gip l1am 8 phan Ién
tam tham I6t.

3. Dat x0 ¢6 chira 1/3 lwgng nwéc Ién tdm tham
16t (Panh dau vi tri 1/3 x6 nwdc tir dudi day
x06 bang vét gach dé dé c6 thé dé dang sir
dung)

4.Vat khan




Hwéng dan lam sach

2) Trinh tu cong viéc

O

3) Ontép lai

a. Dung ngén tay cai giitr phan nhiéu nép gip
cta khan lau da dwoc gap 1am 8 phan va bat
dau lau tir mép bén trai cha ban.

b.Lau mdt nlra géc

bén trai rdi quay )

—_— @
tro lai diém bat g é
dau. €<

c. Vira dwa khan lau dan xuéng phia duéi vira

lau ban dén vi tri O nhu trong hinh anh.

A

d.Thay d8i mit lau cta khin (Hinh anh Q)

e.Dung ca hai tay cam bén duwéi khan 1at
ngwoc mit doc cha khan roi lai bat dau lau
tir vi tri trung tam.(Hinh anh 2))

Sau dé cac bo
phan con lai cla
ban cling dworc lau
v@i thao tac lap di
13p lai giéng nhw
trén.

a. Bat dau lau tir bén trai ban, lau mot nlra goc
bén trai réi quay lai diém xuat phat lic dau,
dan dan dwa khan lau di chuyén xudng phia
dwdi vé phan trung tdm phia duwéi cha ban.
(Hinh anh D Q)

b. Thay d&i mat lau cta khan, di chuyén khan dén
phan trung tam phia trén cta ban, bat dau tir
d6 lau g6c bén phai cia ban. (Hinh anh G)(@))

c. bra khan di chuyén
dan xuéng phia dudi l E

dé lau goc bén phai 0 =
ban roi két thic cong =
viéc. (Hinh anh (5))




K Phan thyc hanh

(5) Téng két
1) Cac loai khan va viéc phan chia mau sac khan

o a.Vé cin ban phai sir dung khan lau ch& khéng

Nha vé sinh phai gié lau.

b.Khdn lau dwgc phan chia mau sic &ng voi
tirng dija diém sir dung

Ban ghé (Vi du)
Nha vé sinh ....... mau dé Jp: Aka
Ban ghé............... mau vang Jp: Kiiro

Clra kinh ctra s6, mt san, ngoai ra.....mau trang JP:Shiro

c.Mau sic c6 thé ty do lwa chon tuy nhién chac
chan phai phan chia theo cach st dung theo
ding muc dich.

a. Twéng twong cach gap khan 1am 4 phan,8
phan, 16 phan

b. Dung ngén céi cta hai tay cam kep lai mat
ngang cua khin d3 dwoc gap lam 4 phan,
chip 2 ngodn tay cai lai v&i nhau Ia khan da
dwoc gap thanh 8 phan.

c. Ci* nhur vy dung tay phai cam khan, lay
ngoén tay cdi cd dinh lai phdn bung nhung
nhiéu canh cta khan réi ti€n hanh lau.

a. Cam khan lau d3 dwoc gip lam 4 phan ngbi
quy mét géi trudc x6 nurde (Hinh anh O)

b. Dwa khin d3 dwoc gap lam 8 phan bang cach
chap hai dau ngén tay cai vao phia trong
khan rdi nhing khin vao xé nwéc dé giit rira
(Hinh anh 2))

c. Sau khi gidt xong, vat khan & trang thai gap
16 phan (Hinh anh (3))

d. Lau tay (Hinh dnh @)

e. Dung ngén tay cdi kep phan nhiéu canh cla
khdn d3 dwoc gap l1am 8 phan réi tién hanh
lau (Hinh anh @)

Diém chuy
1.Vat khan sao cho nuwéc tir khan khong nho giot ra phia bén ngoai x6 nwéc

2.Nuwéc nho giot ra bén ngoai cudi cung phai dwoc lau don can than
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2. Céach str dung chdi quét ...,.....

dung trang thiét bj

(1) Chuan bjdo

1.Ch8i quét (Hinh anh )

2.Tay cdm c6 thé diéu chinh dd dai (can chdi)
(Hinh anh ®) JP: Shinshukuyou handoru

3.Dau chdi quét thong thuwdng (45cm) (Hinh
anh (3))

4.D3u chdi quét cau thang (30cm) (Hinh anh (@)
JP: Kaidan

5.Ban chai sat (dung dé gat téc, rac & dau chdi)
(Hinh anh @) JP:Kekaki

6.H6t rac truyén thdng (hét rac c6 tay cdm va
nap day) (Hinh anh @) JP: Bunka Chiritori

a.Khi luyén tap can dan bang dinh trum Ién bao
boc mat san véi chiéu ngang 1a 2m, chiéu sau

la 4m.

b.Khi thao tac da thuan thuc réi thi cé thé thao
phan bang dinh phia trung tam.

1. Tay cadm cua chdi c6 chiéu dai twong duong
so v&i cim cta ngudi siv dung (Hinh anh @)

2. Tay trdi cam lén trén, tay phdi cdm xudng
dwéi can (khodng cach giira hai tay cam 1a 30
~40cm) (Hinh anh 2))

3. Dat ngdn tay cdi Ién trén phia dau cdn cam
(Hinh anh 3))

4. Khi hét rac, kep can vao nach va lay tay cdm
bén dwdi can tinh tir vi tri trung tdm cuta can.

(Hinh anh @)




(3) Trinh tuv thao tac

Hop'véillen twong,

mét goc 12 45 wp \

1. Khi thao tac, 1y phwong phap quét hoi an
nhe xuéng lam co’ ban, di chuyén dén vij tri
bat dau véi tw thé va cach cam chdi ding dan

2. Chdi quét va len tuwdng ho'p véi nhau mét géc
la 45 d6

% M3t van gan & phan dwéi cung cla twong,
cot nha dwoc goi la len twong

% Trong phan hinh anh, phan bang dinh duwoc
coi la len twong

3. Quét theo phan len twdng cho dén vi tri dau
ngoén chan

4. Chéi quét dwgc an nhe tir phia len twdng
gua chan sang phia vai trai (trong trwo'ng hop
quét tir bén phai sang)

5. Vira lap lai cac thao tac 3,4 vira tién dan lén
phia truéc

6. G6 nhe dau chdi xudng mit san tai diém @
nham dé bui va rac cé trong 16ng chdi roi
xudng

7. Tién lén phia trwédc mét buéc

8. Sau do, ti€én hanh cac budrc tiép theo tuong
tw nhu trén

9. N&u tié€n hanh céng viéc theo ding thao
tac chi dan, rac sé dwoc thu gon lai vé mot
dwong thang trung tam (Néu thao tac chua
quen c6 thé dan bang dinh phia trung tam dé
danh dau)

K Phan thyc hanh
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10.Sau khi quét xong mdt nira bén phai, quay
nguoc lai quét vé phia len twéng

11.L3p lai cdc dong tac gidng nhw lam véi mét
nlra phia bén phai

12.Dat chdi chéch véi len twérng mot goc 1a 45
dé

13.Quét thang Ién phia trwé'c mit
Gd nhe dau chdi xuéng mat san tai diém @

nhu trong hinh

14.Tap hop rac phia bén trai va bén phai thanh

mdt dwong thang roi quét lai tir phia sau

15.Tap trung rac lai thanh 2, 3 [an
16.Nhirng lic nhu thé nay, can thay ddi tay cam
phu hgp
3 Dan phan bang dinh dé danh dau méi bén
dé khéng lam thay d6i dau chdi so véi mit
san
17.Bang dinh dé dé danh dau thong thudng
dwoc dan Ién phia trén roi sau d6 ngudi
dung c6 thé quét nhu binh thudong (chi tiét
tham kh3ao tai trang 29)
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(4) Cac diém chinh can ghi nhé
p—

1. Trong trwd'ng hop quét tir bén phai sang bén trai, tay trai dit Ién trén, tay phai dat xuéng duédi
can cam (khoang cach giira hai tay cam la 30~40cm), phia bén phai danh dau biang duwong dan
bing dinh dé (Hinh anh )

2. Vi vi tri nhu vay, d6i tay cam (tay phai dit 18n trén, tay trai d3t xudng dudi, hinh anh 2))

3. Cam nhe chdi lén, vira quay ngu&i Ién phia bén phai vira quét rac tir phia sau Ién (Hinh anh @)

4. Truwdrng hop nhin anh s& 3)tir phia sau (Hinh anh @)

3% Ngay hém trudc sir dung mat bén dau chdi quét tiép xuc véi mit san (thdong thudng 1a mat
déi dién cda bén dan bang dinh dé danh dau), tuy nhién [an sau lai sir dung mat nguoc lai (Dé
tranh lam bién d6i hinh dang cla dau chéi)

(5) Cach hétrac

1. Cudi cung, hot rac bang cach st dung hot rac
truyén théng cé nip day va tay cam (Hinh
anh Q)

2. Dung tay phai cdm gan v@i vi tri trung tdm
tay cam, kep phan phia trén tay cam vao
néch (Hinh anh 2))

3. Dung mdt nlra chdi quét rac vao cai hot rac
(Hinh anh )

4. 4.Sau khi két thic thao tac, str dung ban chai
sit dé gat rac & dau chdi. (Hinh anh (@)

Diém can ghi nhé
Dia diém thu gom rac phai dwoc thuwe hién & noi khdong cé nguoi.




Hwéng dan lam sach

(6) Cach quét cau thang

.St dung chdi quét chuyén dung cho ciu

thang (chiéu dai dau chéi 13 30cm)

. Cha y dén khoang cach giira cic bac thang,

diéu chinh d6 dai cia can chdi khodng tam
dwédi nach

. Cach cam giéng v&i chdi quét san (tay trai

dat phia trén, tay phai dat phia dwéi)

. Bat dau cong viéc huwdng tir phia bén phai

. Quét tir bén phai vao phia trung tam bac

thang

. Tir trung tam, thay déi tay cam (tay trai dat

xudng phia dwdi, tay phai dat Ién phia trén)

. Quét tir bén trai vao phia trung tdm cta bac

thang

. Tap trung rac & trung tam bac thang

Iang tranh dé bui bay xung quanh

10.Quét rac & trung tdm bac thang hat xudng

phia duéi

11.Thuwc hién cdng viéc mot cach diém tinh yén

12.Tap trung rac tai khu vuwc chi€u nghi ciu

thang




K Phan thyc hanh

(7) Tongkét
1) m JP: osaebaki

a. Thuc hién quét an sao cho bui ban khéng bay
ra xung quanh

b. Dau chdéi néu hudng sang han phia bén trai
cta hinh vé thi sé tré thanh quét hit, gay ra
tinh trang bui bay tr tung

a. Khéng dé chdi va cham véi mit twdng va len
twong

b. Vi vdy khi quét chdi va len twdng phai hop
vé'i nhau mot goc la 45 do

a. Trong trwéng hop vé sinh cau thang, nhat
dinh phai dat hai chan & hai bac thang khac
nhau. (d€ ddm bao an toan, chan trai va chan
phai khong dwoc dirng bang nhau)

b.Dia diém dit d€ dung cu vé sinh dwoc di
chuyén dén cac chiéu nghi cau thang

Sau khi hoan thanh céng viéc, sir dung ban chai
sat dé |ay rac bui con mic & trong dau chdi




3. Cach str dung khan lau bui .- o.cowres

trang thiét bj

(1) Chuan bi dd dung

1.Can c¢am c6 thé diéu chinh dd dai (Hinh anh
@)

2.D4u kep khin (Hinh anh 2))  Jp: Horuda

3.Khin lau byi (Hinh anh (3)) Jp: kurosu

4.Ch8i quét (Hinh anh (@))

5.Cai hét rac truyén thong cé can cam va nap
day (Hinh anh ()

a.Dat dau kep lén phia trén chia khan

b.Gap khan vao phia bén trong cta dau kep roi

kep lai c6 dinh ca bén phai va bén trai.

a. Tay cam vira v&i tam mat

b. Tay phai d3t phia trén, tay trai dat phia duwéi
can cam (khoang cach giira hai tay cam 13 30
~40cm)

c. Ngén cai tay phai dat & phia trén dau cua tay

A
cam




(4) Trinh tu thao tac

|
E

K Phan thyc hanh

a.Bat dau cong viéc véi dung tw thé va cich
cam chdi lau

b.Khoang céch giita co’ thé va dau kep khan la
khoang 1 m

c. Bit dau lau tr diém @, lau phia len tuwong
trudc

d.Lau theo hinh chit S tir diém @, quay lai cho
dén khi lau dwgc mét nira bén trai

e.Lau lvon vong chir U réi d6i huwéng quay lai
lau phia bén phai theo hinh chir S

Trinh ty thao tac tham khao hinh vé bén trai
phia trén

a.Ban d3u lau theo duwéng , lau mot vong

phia len twong

b.B&n géc khéng lau theo hinh tron

a.Sau khi lau xong, thao khan lau ra (Hinh anh
@)

b.Gdp mat khan dinh bui ban vao phia trong
Iam 4 phan roéi virt vao thung rac (Hinh dnh
@)

c.Hét rac lai roi két thic cong viéc (Hinh anh (@)

Cicdiémcanlwuy

1. Dia diém thay khin lau bui dwoc thyc hién &
nhitng chd khong c6 nguoi.

2. Can cam c6 thé diéu chinh dd dai duwoc dit & mit
san sao cho khéng gdy anh huwéng dén cac hoat
dong xung quanh @




Hwéng dan lam sach

(5) Tong két
1) Cacloai khan lau bui

2) Cacdiémcanluwuy

a. Khan lau bui duoc phan chia lam rat nhiéu
loai nhw khan bang gidy, khdn bang vai, khin
bang gidy c6 thé sir dung ca hai mat va la loai
khén lau str dung mét lan

b. Khin lau bui bang vai c6 thé tai sir dung sau
khi gidt sach lai bing may giat.

c. Dau kep khan ciing cé rat nhiéu loai tuy theo
cac hang san xuat, cach lap dit cling ¢ sv

khac nhau

a.Dau kep khan thuwong duoc dit chinh dién

V@i co thé ngudi str dung

b.Khdng dam hay di lén rac

¢.Gap phan khan dinh bui ban thanh 4 phan vao
phia bén trong réi virt vao thung rac (Hinh
anh @)

d.DUng xéng hdt truyén théng dé hét cac loai
rac bui d3 thu thap dwoc (Hinh anh 2))




K Phan thyc hanh

4 . Céch slir dung chéilau ........

(1) Chuan bj dung cu trang thiét bj
- - i : T

a.Can cim c6 thé diu chinh db dai (Hinh anh )
JP : Moppu shinshukuyou handoru
Can cam ¢6 dinh (Hinh anh (2))

b.Béng lau san ... mau tring (Hinh anh (3))
JP : Ragu

c.May vit béng lau san (Hinh anh @)
JP : Moppuringa

d.Xé dwng (Hinh anh (5)) Jp: Baketsu

a.Cay lau san dwoc giat rira & dia diém gidt quy
dinh (Hinh anh )

b.Cach vat bong lau gom c6 3 loai nhv sau
Lay chan gitt can cam ri vit (Hinh anh 2))
Vat bang may vat bong lau san chuyén dung
(Hinh anh (3)
Vit bing tay (Hinh anh (@))

¥ Vat bong lau san bang cac cach thich hop tuy
vao tirng dia diém thwe hién cong viéc vé sinh

* Viéc thay bong lau san trong qua trinh lam
viéc dwoc thwe hién bang cach dit phan can
cam nam xuéng dwéi mat san roi thay.

a.Pd dai cha cdn cAm ngang v&i tAm nhin cla
mat.

b.Cach cam Ia tay phai dat |én trén, tay trai dat
xudéng dwdi cdn cam. (Khoang cach giira hai
tay la 30~40cm)

c.Ngén cai tay phai dat trén dinh dau cua tay
cam.

d.Thang nguwoi, hai chan mé rong bang vai,

dirng mot cach thoadi mai, tu nhién.

Diém lwuy
Khoang cach giira nguwoi va cdy lau san
khong qua rong.




Hwéng dan lam sach

(4) Cachlau

a. Cam chdi vira lau tir trai sang phai vira Ui
dan vé phia sau.

b. Dung phia bén trai cha co’ thé lam trung tdm
dé lau.

c. Lau thang ngay trwé'c dau ngon chan sao cho
chdi va ngwdri khdng cach nhau qua xa.

d. Lui vé phia sau véi cung téc do.
e. Néu tdc d6 thao tac qua nhanh sé dé tao ra
nhirng ké ho giira hai dwong lau.

f. Lau chéng Ién nhirng vét lau truwdc do.

Vidu diung Vidusai

= =

(5) Trinh tu thao tac

a. Bat dau tir diém @, lau phan phia len twong

b. Khi lau dén diém @, quay ngwdi lai lau ca bén
trai bén phai nhu hinh vé bén trii, dong thoi
Iui dan vé phia sau

“arh_w.rl.hl.l.*_
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c. Trong hinh anh @, quay nguwdi lui xudng, tir
phan trung tdm lai quay ngudi mot Ian nira
(nhw hinh anh @) vira lau nilra phia bén phai
vira lUi xudng.

d. Dung tay xoay lau bén géc tranh dé dau chdi
va cham v@i len twéng. (Hinh anh @)

e. Gap phan dau chéi lau vao trong dé lau phia
len twéng. (Hinh anh @)




K Phan thyc hanh

(6) Tong két
1) Phan chia mau sic cta cay lau san

5 ' Cay lau san va khin lau déu dwoc chia mau sac
dé sr dung tuy theo dia diém st dung va cach
str dung.

(Vidu)

a.mau dé... dung cho nha vé sinh

,/’ TN Vit
SR, i b.mau tring... dung lau don cac dia diém

khac

2) Cac diém can lwu y trong cong viéc

a.Khéng dé dau kep khin (dau chéi lau) va
cham véi phan len tudng.

b. Khéng dAm dap Ién nhirng cho d3 lau roi.

c. Bdn géc twdng déu phai dwoc dung tay diéu

chinh, lau can than.

d. Phan xung quanh chan ghé& chin ban phai

duwoc dung tay diéu chinh dé lau.




|

Hwéng dan lam sach

5. Cach str dung cdy lau kinh (cay gat kinh ctra s8) .. vioeursi

(1) C “n bi dung cu, trang thiét bj

(3) Trinh tw thao tac
1) Céch gat nwéc trén bé mat kinh e Garasu

1
VE >
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> | >

< <
> | >

v < E‘

1

2) Thao tac str dung cay gat kinh

clra so

@

1. Cay gat kinh cira s8 (Hinh anh O))
2. X6 lau kinh chuyén dung (Hinh anh @)
JP: Shisutemu baketsu

(X6 c6 16 bén trong)
3. X6 lau kinh chuyén dung (Hinh anh @)
4. Hai khin lau mau tring (Hinh anh (@)
5. TAm tham I6t (Hinh anh (5))

1. Nam chac phan tay cam (can cam) cay gat
kinh (Hinh anh ©))

2. Ha thap phia bén trai cay gat nwéc mot chit
rbi gat xudng (Hinh anh 2))

3. Ca co’ thé ciing ha xudng theo. (Hinh anh @)

4. Sau mdi lan gat déu phai lau lai lw@i cao su
cta cay gat kinh mét Ian. (Hinh anh (@)

a. Bit d3u tir diém s6 (W hinh vé bén trai, lau
bdn géc canh theo dwéng vach dé réi quay
lai vi tri s6 ().

b. Khi lau bdn géc can sir dung dau ngén tay
theo hwéng an xudng nhu trong hinh vé bén
trai.

c. Thay d8i mat khac cda khan, lau theo duwdng
vach dé tir phia goc trén bén trai.

a. Bt d3u tir diém @) cha hinh vé bén trai kéo
xudng, dé lai khodng 20cm bén duwéi.

b. Phan con sét lai phia bén dwéi dwoc lau theo
chiéu ngang, va cling dé€ chira khodng 20cm
phan con lai bén phai (Hinh vé (2)bén trai)

c. Cudi cuing lau theo hinh quat nhirng phan con
s6t lai (Hinh vé& 3)bén trai)




H Phan thyc hanh

(4) Tong két
1) Cac diém lwu y trong céng viéc lau nwéc

a. Vat khan vira phai, khéng lam khan bi kho
qua.

b.Dat xo lau kinh chuyén dung & nhirng noi
khdéng gay dnh hwé'ng dén cong viéc.

c. Lau can than bdn géc kinh.

d. Sau khi lau géc kinh xong, thay déi mat khin

dé str dung.

e. Lau tirng nira mat kinh mét lan, khong lam

s6t lai vét lau trén mat kinh.




Hwéng dan lam sach

2) Cac diém lwu y trong cong viéc (thao tac st dung cay gat kinh clra sd)

a. Dung strc vira phai nam chac tay cam clia cay

gat kinh

b. Pat cdy gat kinh hoi chéch xudng phia bén
trai mét chit. (Muc dich d& nwéc ban khong

lan rong ra)

c. Clr dong gat kinh déng nhat vé&i co thé (Muc
dich dé khong lam thay déi goc gilra bé mat
kinh va cay gat kinh)

d. Sau mdi lan gat déu phai lau lai luw&i cao su
cla cay gat kinh mét Ian (Muc dich dé khéng

lam nwéc ban dinh 1én mit kinh [an nira)




K Phan thyc hanh

6. Cach str dung may hut bui chan khong ...« e
(1) Chuan bj d6 dung trang thiét bj

Cac loai may hut bui chan khéng
a. May hit bui dang dirng (Hinh anh )
JP : Appuraito gata
b. May hat bui dang hdp (Hinh anh 2)) Jp: Potto gata
c. Ong hat khi (6ng mém)
(Hinh anh (3)) Jp:Hosu
d. Ong cirng,, d4u hit, (Hinh

anh @)

1 JP: Uondo 2 JP: Nozuru

a. Kiém tra bang tay xem phan day dién cé bij
héng hay xwéc khong.

b.Thiét lap cau dao dién (cong tac dién tw
dong)

c. Cam phich cdm vao cau dao dién.

d. Nhan nut khéi dong.
e. it tay & dau hut dé kiém tra mirc d6 hat

cGia may.

f. Dung hai tay dé ndm tai diém @ &ng mém
va diém @ 6ng clirng réi thao tac hut bui.

g. Thuwe hién céng viéc trong tw thé thodi mai,
khong go bé.




Hwéng dan lam sach

(3) Tong két

1) Piém lwu y khi lam viéc

[May hut bui dang dirng]
a.Thao tac thyc hién trong tw thé thodi mai,
khong go bé.

b.Tay trai cam day dién.

[May hat bui dang hop]
a. Thao tac thyc hién trong tu thé thodi mai,
khong go baé.

b.DUng ca hai tay dé& cam 6ng cirng.

a.Lap di l3p lai cdc ddng tac kéo, day
b.Dan dan tién chong lén phia truéc

c.Khoéng bé sét cac ké hé

d.Dung tay cam toan bd may hat bui dé di

chuyén trong khi thao tac lam viéc




K Phan thyc hanh

e.Khéng kéo giat day dién khi muén thao phich
cim (vi du sai hinh anh )

f.LAy tay cam phich cam r6i kéo ra. (vi du dang
hinh anh 2))

g.Khi di chuyén khéng kéo 1& 6ng hut (6ng
mém).
(Vi du sai hinh anh )
(Vi dy ddng hinh anh 2))

h. Khi dén géc ré, can cham rii tir tir quay véi
goc rong.
(Vi du sai hinh anh )
(Vi du ddng hinh anh 2))

a.Khi rac trong tui gidy dwoc khoang 2/3 thi
thay tdi méi.

Piém lwuy
Phan dau hat thuong bi ban nén can dwoc lau
bang nwéc tay rira.
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7 . Cach str dung may cha san .........;
(1)

S + -
— -

Chuan bij cac dung cu trang thiét bj

-_—

a. May cha san (Hinh anh ) Jr: porissha

b. Mam gai (Hinh anh @) JP: Paddodai

c. Pad cha san (Hinh anh (3)) Jp: Paddo

d. Bién bdo chi dan cong viéc (Hinh anh
(@) Jp: sagyou hyoujiban

e. T4m chin bin nwéc (Hinh anh (5))
JP: Hisan boushi kaba

f. Khdn wét, tod vit dau dep (Hinh anh
®)

g. Cau dao dién hay cong tac tw dong
(Hinh anh )
h. X6 dung nwéc (Hinh anh ®))

(2) Khai quat vé may cha san

a. Tam chan ban nwéc (Hinh anh

@)

b. Binh dwng nwéc,héa chat (Hinh
anh 2))

c. Can gat bén phai (Hinh anh 3))

3% Bép can gat bén phai sé lam xoay
pad cha san.

d. Tay lai (tay cam) (Hinh anh (@)

e. Pad cha san, mam gai (Hinh anh (5))

f. Ong d3n héa chat (Hinh anh (6))

g. Ban dap (Hinh anh @)

h. Than may/Than chéng (Hinh anh (8))

i. Can gat bén trai (Hinh anh (9))

% BO6p can gat bén trai sé& lam phun
dung dich héa chat trong binh chira
xuéng san.




K Phan thyc hanh

(3) Chuan bj trwéce khi lam viéc

a. Kéo dai diy dién cha may réi dé gan

v&i cong tac dién & phia sau.

b. Cam hai ngén tay vira an vao méc cd

dinh trén than mdy vira kéo lén.

c. Dung chan de Ién banh xe, kéo may
n3m xuéng mit dat. (Hinh anh @ Q)

d.L3p d&t cau dao dién, cdm phich cdm

dién.

Diém lvuy
Nhat dinh phai cam chac phan dau
phich cam khi str dung.




Hwéng dan lam sach

e. Khi bép can gat bén phai, pad cha san
s& xoay vong , vi vay can phai thuc hién
ki€ém tra hoat dong ciia may bang ca tai

va mat.

f. Gan pad cha san vao mam gai, roi gan
vao ban cha. (Hinh anh @ Q)

Piém lwuy

Phai gan phan 16dm clia mam gai vao phan
I6i chia ban cha sao cho khép, 4n manh,
xoay theo chiéu nguoc kim déng hé.

g. Dat chan 1én phan banh xe cia may,
dwng may thing dirng. (Hinh anh D)
h. Vira an vao moéc cd dinh trén than may,

vira dwa than may tré lai vi tri cii. (Hinh

anh 2))

i. Gan tam chan ban nuwéc

Diém lwuy

P& tranh va cham v&i mét san, tdm chan
ban nwéc dwoc 13p dat chiéu ngang
song song v&i mat san, cach mat san
khodng trén 1cm.




(4) Trinh tu thao tac

K Phan thyc hanh

vi tri tay lai, dung tay kéo banh xe lén.

a. Vira giam lén ban dap, vira diéu chinh

cam tay lai.

b. Khi lam viéc, dung hai tay theo th tw

c. Khi bép can gat bén phai, pad sé tvw
ddng xoay, vi vy phai giit cho pad cha
nam trén bé mit san, sau d6 duy tri

vong xoay cla pad. (Hinh anh )

Piém lwuy

Khi chi day cho nhirng nguwéi méi hoc lan
dau nén dat tay Ién ban cha trong qua
trinh nguoi hoc thye hién.(Hinh anh @)

d. Khi ha thap tay cdm xudng, may sé di
chuyén sang mat bang bén trai, nang
tay cam lén, may sé di chuyén sang mat
bang bén phai.

Piém lwuy

Vi may cha san di chuyén qua bén trai
bén phai bang lwc duy tdm nén néu diéu
chinh tay cdm |én cao qua hodc xuéng
thap qua sé& khién mdy cé sv di chuyén
khoang cach Ién.
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e.Khi muén di chuyén may Ién phia
trwdc, hoi nghiéng tay cam vé bén
trai, khi mudn di chuyén may lui vé sau
nghiéng tay cam vé bén phai. (Hinh anh

OQ@)

f. Khi di chuyén may phia mat twdng, can
diéu chinh may di tir bén phai sang bén trai.

Piém lwuy

Vi pad cha san xoay theo chiéu nguoc
kim déng hé nén néu di chuyén may twr
bén phai sang bén trai, dung dich héa
chat sé dwoc hat vao phia bén trong,
khéng gdy ban tudng hay len twéng.

g. Khi str dung mdy cha san, can di chuyén
may theo huwéng ngang tir phdi sang
trdi sao cho vét pad cha san tao thanh
mot dwong thang ngang.

h. Diéu khién may sao cho dwéng pad cha
lan 2 chéng Ién duwdng pad cha lan 1 vai

cm.

i. Vira thuc hién cong viéc cha san vira
cudn dudng day dién lai cho d& vuwéng
hodc gitr day dién ra chd an toan & phia

sau. (Hinh anh @ Q))

Piém lwuy

1. Khi di chuyén may sang bén trai, gilt
phan day dién an toan, cuén phan day
dién con thira phia sau

2. Cudn phan diy dién vao phan tay cam

phia trén, thuc hién cudn tir trai sang phai.




K Phan thyc hanh

i An may lén phia trwédc, ha banh xe
xudng. (Hinh anh )

k. Dung chan dé Ién banh xe, kéo mdy
n3m xudng mit san. (Hinh anh 2))

a. Dung chan Iam diém nhan 4n manh vao
banh xe, kéo mdy ndm xudng san nha.
(Hinh anh )

b. RGt phich cam ra tir cong tac dién. (Hinh

anh 2))

c. Thdo tdm chan ban nwéc va pad cha san.
(Hinh 3nh D)

d. Trwong hop pad cha bi ngdm nuéc,
dung khan d& nuéc ro ri ra réi dem tha
vao x6 dwng.(Hinh anh 2))

e. Khi thdo mam gai, can sir dung td vit
dau dep dam vao 16 phia trong, dua
trén nguyén ly chdng d& c6 thé thio ra
mét cach dé& dang. (Hinh anh (3))

f. Vé sinh mdy bang cich dung khin wot

lau ky phan trong, phan ngoai cia may,
lau ca binh dwng héa chat va day dién...

(Hinh anh @~ @)




Hwéng dan lam sach

8. Phuwong phap lau don nha vé sinh . ...

(1) Chuan bj d6 dung trang thiét bj

a. Bang biéu thi céng viéc/bién bao  g. Chat tay rlra trung tinh (Hinh anh
(Hinh anh D) @)

b. X6 dyng (Hinh anh () h.Miéng co rira bot bién mau tring,

c. Khdn lau (mau héng,, mau g‘_ngz. céc loai ban chai (Hinh anh &)
mau xanh dwong,) (Hinh anh (3)) . [,
1 JP:Pinku 2 JP:Shiro 3 JP:Ao i. Chdi quét (Hinh anh (@)

d.Khin lau chuyén dung cho clra kinh  j. Cai hét rac truyén théng c6 can cdm
(Hinh anh (@) va nip day (Hinh anh (0)

e. Chéi Iong phii byi (Hinh anh () k. My hdt bui cam tay (Hinh anh ()
f. Gang tay cao su (mau hong) (Hinh

anh (®) . Ch&i lau (Hinh anh (2))

% Ngoai ra can chuin bi thém gang tay
cao su (mau tim).

(2) Codng tac chuan bi va nhirng phwong phap don dep nha vé sinh

a.Chuan bj bang biéu thi céng viéc /bién

bao va cac dung cu trang thiét bi.

Piém lwuy
Khi di chuyé&n cac d6 dung, thiét bi vé
sinh, can sr dung xe don vé sinh chuyén
dung dé viéc di chuyén dwoc thuan lgi
va dé dang hon.




K Phan thyc hanh

b. Chéi I6ng phui bui dwgc dung dé lay

bui va 1am sach bui ban.

c. Gip dau gidy vé sinh thanh hinh tam

giac

d. Str dung gang tay cao su (mau héng) dé

Iay rac va d6 ban c6 trong thung rac.

e. S dung chdi quét va may hit bui cdm
tay d€ don dep lam sach mat san phong
vé sinh.

(Hinh anh @) chéi quét)
(Hinh anh (2) may hat bui cam tay)
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(3) Don dep vé sinh bon rira tay

a. B8 sung nwédc rira tay.

b.S&r dung gang tay cao su (mau xanh
duong) dé xit nwérc tay rira Ién mat lén
miéng co rira bot bién mau trang.

c. Dung miéng bot bién trang dé co voi
nwéc, bé rira, nap 16 thoat nwdc roi
thao nuwdc dé trang sach lai [an nira.

d. Dung khan wét (mau trang) dé lau mét
bon rira tay, voi nwdc..., sau dé dung
khan khé (mau xanh duong)dé lau khd
lai toan bo.

% Ngoai bén vé sinh, duéi day ciing cé
thé st dung khin wét (mau tring) va
khan kho (mau xanh dwong).




K Phan thyc hanh

e.Ddi v&i mat kinh, cam chat khan lau

kinh chuyén dung réi lau can than.

(4) Corirabon cau

Piém lwuy
Trong trwdo'ng hop khéng sir dung khan
lau kinh chuyén dung, sau bwéc lau
nuwéc can thwe hién lau khé dé hoan
thanh cong viéc.

f. Phan bay nwéc (dwong 6ng thoat
nuwéc) dwdi bén rira tay sau bwéc lau

nuwdc, can thwe hién lau kho sach sé.

a. Str dung géng tay cao su (mau héng),
dé dung dich ty rira vao miéng co bot

bién mau tring.

b. Co rira bdn cau (Hinh anh @~ @)
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c. Trong trwd'ng ho'p vé sinh bé ngbi bon
cau, can kéo voi xit ra dé rira.

d. S&r dung khan lau (mau héng), lau wét
mat bén trong va bén ngoai cha nap
bén ciu.

% Khi co rira bon cau, dung cac loai
khan lau mau héng dé lau theo dang
lau nwéc hay lau khéo.

e. Lau nwéc mit trong va mat ngoai cia
bé ngdi. (Hinh anh O Q))

f. Lau nwéc mat trong va mat ngoai cla
bn cau. (Hinh anh O @)

g. D& hoan thanh coéng viéc, lau khd lai
cac bd phan d3 lau nuéc & phia trén.




K Phan thyc hanh

(5) Co rira bon tiéu

a. Dai véi nhitng nha vé sinh c6 gan thiét
bi cdm bién xa nwéc, can dung khan
boc lai b cdm bién dé tranh kh&i dong
thiét bj trong qua trinh co rira.

b. S& dung gang tay cao su (mau héng) dé
thao ndp day 16 thoat nwéc tiéu, cho
vao x0 c6 chira nwérc.

c. P6 dung dich tay rira vao miéng co mau
trang roi co rira tir trén xudng dwéi mit
trong ctia bon tiéu.

d. Co rira 16 thoat nwéc tiéu bang miéng
co trang hoic ban chai co bon cau. (Hinh

anh Q)
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e.Co rira nap day 16 thoat nwéc tiéu
bang miéng co mau trang.

f. Dung khan (mau héng) lau nwéc bé
mat bén ngoai phia trén cta bon tiéu.

g. Lau nwéc hai bé mat bén ngoai ctia bén
tiéu.

h. Lau nwéc bé mat ngoai phia duéi cung
cla bén tiéu.

i. Lau kho toan bo nhirng bo phan da lau
nuwdc & trén.




H Phan thyc hanh

(6) Ve sinh cac bo phan bang kim loai, td, vach ngan, canh cira

a. S dung khidn (mau xanh dwong) lau
khé cac bo phan bang kim loai. (Hinh

anh Q)

b. Lau wé't vach ngin, canh clra bang khan
(mau trang) roi lau kho lai bang khan
(mau xanh dwong). (Hinh anh Q) Q)

c. Cudi cung slr dung cdy lau san, lau wét
roi lai lau khd d& hoan thanh cong viéc.

Diém lvuy
Lau ca phia bén dwéi cua thung dung
rac va thung dwng d6 ban.
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9. Cach cAm dung cu an toan khi di chuyén
(1) Xé (2) Chéiquét

i

(3) Chéilau (4) cay gat nwéc clra kinh

w

(5) May hat bui dang hép (6) May hat bui dang dirng

2

(7) Xe don vé sinh chuyén dung (8) Xeché raccd nho

———




K] Antoan va vé sinh khi thuc hién cong viéc don dep




1. An toan va vé sinh khi thwc hién céng viéc don dep

Nganh nghé bdo tri tda nha gom cac cdng viéc chl yéu 1a vé sinh don dep, quan ly thiét bj va bao vé an ninh.
S6 lwgng nhan vién cé chiéu hwéng tang cao bat dau tir nhirng ndm Binh Thanh d3u tién (ndm 1989), va phan
I&n cac vu tai nan nghé nghiép véi mirc dé phai nghi trén 4 ngdy déu phat sinh trong qua trinh thao tac don
dep vé sinh. Vi vay, viéc gidm thiéu t6i da nhirng tai nan trong nganh don dep vé sinh 13 vin dé vdé cling quan
trong.

Nhan vién nganh nghé nay cé dic trwng da phan 13 nguwei I&n tudi va niv gidi chiém s6 déng. 70% nhirng tai
nan nghé nghiép vé&i mirc d6 phai nghi trén 4 ngay la nhirng nhan vién trén 50 tudi.

Nguyén nhén phat sinh tai nan nghé nghiép gém 40% la tai nan trwot ngi, 20% la tai nan roi tir trén cao
xudng. K& tir sau khi théng ké lai s6 liéu nay thi hdng ndm hau nhw khéng cé thay d&i va nhirng tai nan véi
hinh thirc twong tw van tiép tuc xay ra.

(1) Pam bdo an toan

Viéc quan trong nhat trong qua trinh hoc tap theo dudi nganh nghé don dep vé sinh chinh 13 “ddm bdo an
toan . Néu gap tai nan, khong chi chinh ban than cé thé gip diéu bat hanh nhuw bi thwong ma con gay phién

toai rac roi dén cho ban be, dong nghiép.

(D Séch hudng dan thwe hanh cong viéc

(@ Phat hién bat thwong

(3 Lam viéc chung

@5Sach hwéng dan tap trung ghi
lai nhirtng kinh nghiém trong
qua khir cia nhirng nguoi di
trwdc

@Thuc hién theo ding chi dan
clia sach hwéng dan

@B3o cdo cho ngudi phu trach

@Hanh ddng theo chi thi cua
nguwoi phu trach

@D3di (rng trong nhirng trwdng
hop khan cap

@Khi I1am viéc chung cluing nhau,
phai xac dinh kiém tra tinh trang
va vij tri cia déi phwong (déng
nghiép lam cling).

@Cat tiéng goi hoi nhau.

@Chan nhitng nguy hiém khong thé
nhin thay bang mat thwong. JP: Kiken

@ Sang loc, sap xép

(5)Kiém tra bio toan céc dung cu trang thiét bi

(8) Hoat ddéng dw bao nguy hiém

@Dung cu trang thiét bi.

@Caich sap x&€p cac hang héa
chong 1én nhau.

@Xr ly virt bé cac d6 dung khéng
can thiét.

@Viéc cic dung cu trang thiét bi
con c6 chd thiéu sét sé dan dén
van dé phat sinh nguy hiém,
gay gidm nang suat lam viéc.

@Thuc hién kiém tra trwdc va
sau khi str dung.

@Thuc hién tro chuyén trao déi
gilta cac nhan vién tai noi lam
viéc vé van dé ddm bao an
toan.

@ Tham gia tich cwc cic hoat dong
du bao nguy hiém, nang cao tri
thirc vé viéc phong chéng cac
md&i nguy hiém.

An toan
laso 1!




2. Céctiéu chuan co ban khi thuc hién cong viéc vé sinh trong toa nha

Né&u phan chia viéc don dep vé sinh cdc bd phan trong tda nha thong qua ndi dung cdng viéc thi sé gém cac
loai la vé sinh hang ngay, vé sinh dinh ky va vé sinh khu vuc trén cao trong phong.

Néu phan chia tda nha van phong thong qua dia diém lam viéc thi s& gom cac loai khu vire cong cong, khu vuc
chuyén dung va khu viec quan ly.

Tuy vao ndi dung cdng viéc, dia diém lam viéc ma cé nhirng dic trwng riéng, vi vay nhirng di€m can lwu y
trong qua trinh lam viéc mogt cach an toan dai khai sé duoc liét ké bén dwéi day.

(1) Kiém tra xac nhan trwéc khi lam viéc

(D Xac nhan tinh trang sirc khde cia nhan vién

(@ Xac nhan xem nhan vién da hiéu ré dwoc ndi dung lam viéc chwa.

RKYR-F = =
o . . . [———]=
(3 Xac nhan xem nhan vién d3 hiéu rd duworc trinh tw cong viéc chuwa. -
N
(4 Xac nhan tinh trang trang phuc lam viéc. 1 — A
o s ch ea s . n (5
a.Mac trang phuc da dwoc quy dinh nhw dong phuc lam viéc, giay lam viéc >

mii bdo ho, khan trum dau. S

b. S& dung trang phuc phu ho'p véi co thé, dé hoat dong.
¢. Chi mac nhirng trang phuc khéng bi rach hay bi buc.
d.Mac nhirng trang phuc sach sé gon gang.

e.Di gidy dung cach, nghiém cam viéc kéo |é va dap giay.

f.Cac loai d6 dung, phu kién c6 canh sic chi dwoc str dung theo quy dinh.

(® Kiém tra xadc nhan xem d3 tién hanh cac hoat dong chuin bi nhe nhang
trwdc khi bat dau cong viéc hay chua.

(2) Chuan bj trudc khi lam viéc

(D Thuc hién sang loc sap sép dia diém lam viéc

a. Sap xé&p gon gang lai cac vat dung khong can thiét cho cong viéc.

b. Sang loc, sap xép nhirng vat dung can thiét, tranh dé & nhitng noi dé vap nga.
(@ Chuan bj cac dung cu trang thiét bj can thiét cho cong viéc (tham khao danh sich kiém tra quan ly an toan

vé sinh trang 64)

a. Chuan bi sd lwgng can thiét dung cu trang thiét bj

b. Chuan bi cac thiét bi may méc da duwoc trang bi day da.
(3 Chuan bj cac nguyén vat liéu, do tiéu dung can thiét cho cong viéc.

(@ Chuan bj dung cu bao hd can thiét dé dam bao an toan

a. Chuan bj giay chdng tron trwgt hodc gidy da dwoc boc bao boc gidy chdng
tron khi vé sinh co rira bé mat san.

b. Chuan bi mii bao ho khi thuc hién cdng tac vé sinh trén cao trong phong.

c. Chuan bij gang tay bao ho trong trwdng hop st dung dung dich tay rira.

d. Chuan bi kh3u trang chdng bui khi thwc hién céng viéc & nhirng dia diém cé
nhiéu bui ban. Bao boc giay chéng tron
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(3) Cong viéc co rira san nha

(D Khi lam viéc can slr dung bién bao cam ra vao, sir dung day thirng cing ra danh diu danh gié¢i khu vuc cdm
ra vao.

(@ Khi co rira khu vire sanh trwdc thang may, bé sung nhan vién gidam sat, thuc hién lau don vao thei diém khi
khdng cé ngudi sir dung qua lai.

(3 Thuec hién lau don tirng nira/ Ian nhirng khu vurc ¢6 nhiéu ngudi sir dung di lai nhw hanh lang, dwong di,
dat bién bao cadm ra vao, dung day thirng cang ra dé danh dau ranh gidi khu vuc cdm ra vao. Pam bao 16i di
cho ngu i sir dung, bd sung nhan vién giam sat.

(4) Nhan vién lam viéc can phai di gidy chdng tron tro't hodc giay c6 boc bao boc giay chdng tron.

(5 Trong khi lam viéc, tuyét dai khong dwoc chay nhay.

(® Khi di chuyén trong qua trinh lam viéc, khong dwoc dut tay vao tui quan, tai do.

@ Khi di chuyén nhirng d6 vat ning hay cé kich thuéc I&n nhw ban ghé... khdng duwgc ¢d strc lam mdt minh
ma phai thyc hién cung véi mot nhirng nhan vién khac.

M4dy mdc, trang thiét bj, dung cu, d6 bdo hd phai dwoc sir dung
dung cach va an toan.

Cudn day thirng canh bao Bién bao

(4) Khu vue cdng cong

(D Khi vé sinh nhirng khu vuc nhw hanh lang, cau thang, nha vé sinh, can dat bién bao dang thi cong, chi y
thwe hién céng viéc sao cho tranh va cham véi ngudi str dung hay nguéi di qua.

(@ Khi di chuyén, chii y hai chan, khéng chay nhay.

(3 Trong khi don dep & hang lang, cau thang..., cac dung cu vé sinh phai duoc
dat & nhirng khu vue da quy dinh.

(@ Khi di chuyén,chu y tranh va cham vé&i nguei d6i dién & nhirng géc ré hay clra
ra vao.

(® San nha cta nhirng khu vwe dé tran hay ro ri nwéc nhw nha vé sinh, phong
tam, rlra mit hay phong bép nhé... can dwoc lau mot cach can than, tranh dé
nguwei sir dung bi ngé vi tron truott.

(® Khi quét don, lau chii cau thang, can thwc hién di chuyén mét cach can than
tirng bac thang, tranh dé mat thang bang.

@ Trong trwérng hop str dung ciu thang, khéng cam d6 vat trén ca hai tay, «
khéng l1&én xudng vdi vang.

Khéng str dung thang cudn dang bi ngirng hoat ddng thay cho cau thang.

(9 Cha y khi déng mé cilra ra vao hay clra sd dé tranh kep tay, ngén tay hay chan.

(0 Khi vé sinh khu vire hd ranh cia thang may, thang cudn hay sanh trong nha, cha y sir dung nhirng dung cu
chuyén dung, tranh gay thwong tich cho tay hay ngon tay.



(5) Khu vuc chuyén dung

(D cha y khi bwéc di, khéng chay nhay.

(@ Chu y khi déng mé cira ra vao hay cira s6 dé tranh kep tay, ngén tay hay chan.

(3 Khi vira thao tac lam viéc vira di chuyén do vat, khong thwe hién véi tu thé bat tw nhién, mién cuéng.

@ chu y khi sap x&p diéu chinh ban ghé c6 kich thuwéc Ion & phong nhan vién, phong tiép khach hay phong
hop.

(® Khi don dep & nhirng phang c6 kich thwéc nho, chi y tranh va cham véi géc ban ghé.

(® Khi thu don rac, cha y tranh dé vap nga hay truo't chan.

(D Can thyc hién vé&i s lwong nhiéu nhan vién khi van chuyén nhirng d6 vat nang hay tui rac I&n.

Khéng tron 1an tan thudc 1 véi cac loai rac thai khac ma bat budc phai dwng trong thung chira kim loai.

(6) Khuvwc quanly

(D Ciing ¢6 trwdng hop mit san bi tron trwot do dau m& nén can
chu y khi lau don.

(@ Ciing c6 truerng ho'p khi vé sinh phong thay d6, ti dwng d6 chua
khéa can than nén dot nhién bi mé& ra hay nhirng d6 vat dé trén

néc th d6 roi xudng, vi vdy can chu y khi tién hanh céng viéc.
(3 Chu y tranh dé cac dung cu vé sinh va dap vao nhau khi dé trong

nha kho chira d6 dung trang thiét bj. (sang loc, sap xé&p)

(@ Pam bao mirc dd chiéu sang phu hop trong nha kho, tranh giy

anh huwédng dén cdng viéc.
(® L6i di trong hém hay cau thang mép suworn rat hep nén khong chay
nhay hay Ién xudng vdi vang.

(7) Cong viéc vé sinh trén cao trong phong

Cong viéc vé sinh trén cao vé nguyén tac khdng duorc str dung thang. Chi sir dung cay vé sinh trén cao va can

cam c6 thé diéu chinh do dai.

cay vé sinh trén cao can cam diéu chinh d6 dai

K Antoan va vé sinh khi thuc hién cong viéc don dep
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Cac hang muc danh gia van dé an toan vé sinh (c6 minh hoa kém theo)

<Nghiép vu quan ly cong viéc vé sinh>

Tén cong ty Tén dia diém lam viéc Tén ngudi kiém tra
Tén nguoi phy trach tai noi lam viéc 56 lugng nhan vién nguoi  (Nhanvién chinh nguoi, nhan vién ban thoi gian nguoi)
o 5 . Panh gia . .
phan loai Cac muc kiém tra Binh luan
1 2| 3
1 |P3 hoan thanh cong viéc chuin bi va théng bdo cho nhan vién lam viéc biét chua?
o 2 |Pa ndm rd dugc ché do quan ly an toan vé sinh tai dia diém lam viéc hay chua?
g 3 |P3l1ap ké hoach lam viéc d€ dam bao an toan hay chua?
E_ 4 |3 trang b sach huwdng dan chi tiét cong viéc dé ltc nao cling cé thé xem hay chua?
U%)‘ 5 C.c’i ky Iu‘c"mgjrong viéc lién lac theo chi thi cla cong ty tir dau dén luc két thic cong
_g viéc hay khong?
2 6 |Pa thiét 1ap mang ludi lién lac phong khi ¢é trudng hop khan cap hay chua?
7 |Pa lwu git nhirng ghi chép vé viéc thuc hién dao tao an toan vé sinh chua?
5 1 |Cé m3c nhitng d6ng phuc lam viéc theo quy dinh hay khéng?
5 2 |Cé mi3c nhitng trang phuc sach s&, hop vé sinh hay khéng?
':?_ 3 |C6 deo thé bang tén hay khong?
'E 4 |C6 di giay phu hop véi cong viéc, bdo quan gitt gin giay sach s& hay khong?
g“ 5 |Hang ngay c6 kiém tra tinh trang sitc khde clia nhan vién hay khong?
1 |C6 thuc hién cong viéc theo dung k& hoach d& dam bao an toan hay khong?
9 C6 ghi chép dung cach s8 nhat ky cdng viéc, ban bao céo cac loai va bdo cdo mét
= cach ti mi trung thyc hay khong?
E_? 3 |C6 thye hién giao ti€p véi ch mét cach tron tru trdi chay hay khong?
é 4 Céhchue"in bi cac dung cu an toan (bién bao chi dan, bao boc gidy chéng truot...) hay
8> khong?
@ 5 |C6 chly can than vé cach st dung khéa hay khéng?
-é; 6 |Co chly an toan, chéng chéy nd khi thye hién thu gom rac hay khéng?
7 |C6 chuy dén viéc tranh dé xay ra tai nan tuwong ty thi hai hay khéng?
8 |C6 lwu lai nhitng bao cdo vé céc vu tai nan hay khéng?
1 |Co sép xEp gon gang d6 dac trén ban va cac trang thiét bj hay khong?
- 2 |C6 sép xép gon gang dong phuc lam viéc va quan do ca nhan hay khong?
§-‘ 3 |Co sdp xép gon gang giay di lam va ta dung d6 hay khong?
B 4 |C6 chly can than khi st dung Ira hay khong?
Rl 5 [Tinh trang vé sinh cé t6t hay khéng?
6 |b3lap dat hop d6 clru thuong chua?
o 1 |P3 sap x&p gon gang may cha san va may hit bui chua?
% 2 |P3 vé sinh bdo quan chéi lau va chéi quét chua?
g 3 |Chuin bi dé& cé thé sir dung ngay duoc dung dich tdy rira hay sap danh béng san.
% 4 |Pa chi dinh nhitng dung cy trang thiét bj can thiét hay chua?
g 5 |3 chira muc dich sir dung rd rang cla chéi lau san, x6 dwng nudc hay chua?
§\ 6 |Da sap xép gon gang nha kho chira d6 hay chua?
g: 7 |Pa ghichép va lwu gitt s6 quan Iy dung cu mdy méc hay chua?
nzz 8 |ba ghichép va luru gilt lai s6 quan Iy sdp x&p cac loai may méc hay chua?
g O |P3 chuan bi cac dung cu trang thiét bi phu hop véi cac loai cong viéc hay chua?

#1:dang lam (t6t) 2:1am mét phan (chwa xac dinh dwoc tét hay khéng) 3:chwa lam (x4u)



3. Tiéu chuan khi thwc hién céng viéc van chuyén

Cong viéc vé sinh don dep thwéng xuyén xuyén phai vdn chuyén dd dac, tuy nhién van chuyén 13 céng viéc

tién lgi ma ai ciing c6 thé lam, dwo'c thue hién mdt cach dé dang nén ciing dé phat sinh nhiéu tai nan lao dong.

Can phai ndm virng cac muc cha y dwéi day dé phong tranh trwéc nhirng tai nan lao dong nhu trat khop....

(1) Trong trwong hop dung strc nguoi

(D Van chuyén sau khi d3 xac nhan dam bao 16i di an toan, khéng cé vat can,
khoadng cach ngdn nhat va bé mat duong di bang phang nhat cé thé.

(@ Khéng dwgc qua ty tin vao thé lwc cta ban than, déi véi nhirng vat ning
hay d6 dac cong kénh phai chia ra d& mang vac van chuyén.

(3 Khi mang vac d6 dac, hoi gdp phan dau goi gan véi d6, tay nam chic, lwng
thang, chan dudi kéo dai ra.

(4 Khéng van chuyén mang vac lui vé sau hay sang ngang.

(® Trong qua trinh van chuyén, Ién tiéng thong bao cho moi ngudi biét dé
tranh va cham.

(8 Dbi v&i nhirng d6 vat nho, can thu gom lai vao thung réi mé&i van chuyén.

@ Khi dit d6 xudng, can dat nhe nhang khdng ném xudng.

Chdng cac hop d6 1én nhau cdn than sao cho khéng d6 hay v& d6.

Nam gi&i da trén 18 tudi Trong trwong ho'p thong thwong Dwéi 40% can nang

Nir gi¢i du trén 18 tudi Khoang 60% so v&i nam gidi

Trong trudng hop phai mang véc nhitng d6 vat hanh ly ndng qua murc can cho phép & phia trén, can ti€n hanh vdi it nhat 1a 2 ngudi. Trong tredng hop
nay, cac nhan vién lao dong s& khuan véc van chuyén d6 dac hanh Iy cé khéi lwgng bang nhau.

(Cuc lao déng Tokyo tham khdo tir T& bdo phong chéng dau that lung)

(2) Truwdng hop mang vac nhirng d6 vat hanh Iy ¢6 kich thwéc Ién hay ning

(D Khéi lwvong hanh ly d6 vat tuy vao sirc lwvc ma mot nhan vién cé thé khuan vac duoc tiéu chuan 13 t&i
khoang 20 kg, vi vy, trong trwdng hop phai van chuyén nhirng d6 vat hanh ly cé kich thwéc I&n va nang
ho'n mirc tiéu chuan thi can thuc hién 2 ngudi tré 18n. (C6 thé chia nhé déi véi nhirng hanh ly d6 vat cé thé
thdo roi chia ra dé van chuyén)

(@ Trwéc khi bat dau cong viéc, can thwe hién don dep, diéu chinh, sap xép gon gang 16 trinh dwong van
chuyén, loai bé nhirng d6 vat gy can tré dwong di.

(3 Sl dung cang nhiéu cang tdt xe van chuyén, né s& lam giam &p lwc strc ndng 1én co thé nguoi.

(® Khi van chuyén tir hai ngudi tré’ 18n, can quyét dinh trwd'c xem nguwei chi huy cong viéc 13 ai.

(® Khi cung thuc hién cdng viéc, can diéu chinh hoi thé sao cho hoa hop véi nhau va hiéu hiéu I1énh cta nhau,
thudng xuyén lén tiéng trao d6i néi chuyén véi nhau khi lam viéc.

(6) Ve nguyén tac khi van chuyén can s& dung thang may, khong str dung cau thang.

(@ Khi van chuyén theo nhém, can chon ra nhirng ngudi cé cung thé lwc va chiéu
cao dé c6 thé chia hanh ly d6 vat thanh nhirng phan cé khéi lwgng bang nhau
dé van chuyén.

Khi d3t nhirng d6 vat nang tir trén lwng hay trén vai xuéng, cdn dam bao cé sy
hd tro’ cha nhan vién khac.

(@ Khéng duworc cung ltc ti€p can lam viéc tai bén trong cac khu vue 1am viéc khi
dang thuc hién van chuyén d6 dac, hanh ly...

Cam ra vao déi véi nhirng khu vire dang lam viéc khi thyc hién céng viéc van
chuyén.
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(3) Trudng hop st dung xe van chuyén d6 ( xe day hang...)

(D chat hang phu hop véi dd cao va dung lvgng khdi lwgng chira hang ma xe van chuyén cé thé chiu duorc.

(2 Chat hang an toan 8n dinh theo thir tw d6 ning dit phia dwédi, d6 nhe xép 1én trén.

(3 Chii y dam bao tinh can bang tranh chi d& hét hang qua mot bén.

(@ Khi sap xép hang dé v& va hang dé d6 can sir dung thém cac cdt tru chéng d& va do boc ngoai chdng v&r va
chéng tron truot.

(® Khi di chuyén xe van chuyén can Ién tiéng thdng bao véi nhirng ngudi xung quanh.

(® An nhe phan tay cam dé xe van chuyén di chuyén Ién phia truéec.

(@ Khi muén d& hang xudng, dirng xe van chuyén lai, va chidn banh xe di chuyén.

Trong trwo'ng hop van chuyén biang xe mot banh rat dé mat thing bang can phai giao cho ngwei ¢6 kinh
nghiém thuyc hién.



4. Tiéu chudn an toan khi st dung cac dung cu va dung dich tay rira vé sinh

Phan I&n cac chat tay rira, chat duy tri san nha, héa chat...duwoc sir dung trong cong tac vé sinh déu an toan,
tuy nhién trong sd dé néu str dung khéng diing cach c6 thé sé& giy hai dén co’ thé con ngudi.

Dic biét nhirng nguyén liéu bat budc phai dwoc chi y vé mat an toan vé sinh bao gom céc chat tay rira tinh
kiém manh, chat tay rira tinh axit manh va cac dung méi...

Hang ngay hay don dep sdp x&p gon gang cac nguyén vat liéu va chi s dung theo huwéng dan chi thj ctia nguoi

phu trach.

(1) Cac muc chuy chiing

(D Khéng str dung cac chat tay rira cé tinh axit, tinh kiém, dung méi, hay chat khir trung tdy ué€ ma khong cé sw
cho phép cha ngu&i phu trach.
(@ Trong trudrng hop str dung cac chat tay rira, can kiém tra xac nhan d6 pH cta chat dé.
|<—T|’nh axit axit yéu _+£rung tinL|__ kiém yéu ->|<- tinh kiém -—|
0123456789101112131|4

dé cam vang xanh ld cdy —xanh dvong—»cham——tim

(Tén mau sac s& dwoc bién déi va biéu thj thong qua gidy kiém tra do pH)

(3 Khéng tu y tron 1an cac loai chat tay rira, hda chat khac loai vi c6 thé gay -
nguy hiém.

(@ Khoéng dworc tron 1an cac loai chat tay rira cé chira clo (chat tay trang, chat
tay rira gi sét ndm mdéc...) véi cac chat tdy rira cé tinh axit (dung dich tay rira

nha vé sinh, dung dich tay rira bon tam...).

4/4j

(® Khi chia nhé cac chat tay rira, can phai ghi rd tén goi va loai chat tiy rira ra
phia bén ngoai binh chira.

(® Khi sir dung dung méi va cac chat tay rira, can st dung ging tay bao hd loai dai.

(D Khi chat tay rira hay chat héa hoc,... bi dinh vao mat, ngay lap tirc phai dung lwong nwéce sach 1én rira mat,
va di dén phong kham chuyén mén dé kiém tra tuy theo mrc do can thiét.

Trong trwdng hop st dung dung mdi, mé clra sd dé trao ddi khdng khi, khi€n khéng khi trong phong
thoang hon va chi y tranh str dung Itra.

(9 Nhat dinh phai trang bj SDS.

(Hé théng dir liéu an toan) (SDS : Safety Data Sheet)

Van phong chinh phidi 24.3.16 SDS (JISZ7253)

(2) Nhirng cha y khi str dung dung méi hiru co

Hay chi y nhirng diém sau khi sir dung dung méi hiru co.

(D Trong trudrng hop dung mai bi roi , rét ra bén ngoai, ngay lap tirc phai lau di.

(@ Sau khi st dung, ngay lap tirc phai déng nap binh dwng lai.

(3) Khong rira tay bang dung méi.

@ Khi st dung dung moi phai lap dit diéu chinh van hanh thiét bj thong gié, Iu thong khong khi.

(® Khéng dat dé nhirng d6 dung vat liéu gy anh hwéng dén chirc nang cha thiét bj thong gié Iwu thong
khéng khi.

(® Khong str dung dung méi hitu co & gan Iira.

(D Nhat dinh phai s dung dung cu bao hd da dwoc quy dinh.
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(3) Nhirng chat giy hai c6 trong thanh phan chat tay rira

Gay anh huéng xau
dén sirc khoe

(D Hidro clorua e ., . |-sgadycacbénhvéda
Chat tay rira dang long s | | gy t8n thuong 1am

cac chat gay hai Tac dung

. . Chat tay rira tinh axit dung cho nha vé sinh, viém niém mac
(@ Axit sulfuric . gav t&n th héi d
gach men... gay ton thuwong phoi do
hit phai
(3 Natri Hidroxit Chat tay rira d?ng I?ng’su' . gay cc bénh vé da
Ny s L ar o~ dung cho bon tam, ctra kinh S .
Chat tay rira tinh kiém | e | ~ . |- gay ton thwong lam
@ Kali Hidroxit cwra s6, dwong ong nuwédc

5. L, viém niém m
thai, trao ddi khi... € € ac

(4) [Xay dwng mdi tredrng 55] dam bao “thoai mai” va “an toan”

Nhiém vu chia nhan vién théng qua céng viéc vé sinh don dep Ia tao mdt méi trwdng thodi mai, an toan cho

nhirng khach hang st dung téa nha.

1S : Seiri Sang loc

Phan chia d6 vat d6 dung & phong nghi, nha kho 1am hai loai 13 [d6 can thiét] va [d6 khéng can
thiét], xtr ly va loai bé nhirng d6 dung khdng can thiét khéng sir dung.

2S : Seiton Sap xép

Thu don va dat cac d6 dung can thiét ngin nap vao tirng noi nhat dinh dé dé dang tim thay va
st dung.
([Théng nhat vi tri d&€ d6] va [Théng nhat cach dat dd])

3S : Seisou Sach sé

SS SuQniy 10N

Vé sinh sach s& dé no'i lam viéc khéng con rac.

4S : Seiketsu San soc

Loai bé vi khuan bui ban, ddm bao vé sinh hang ngay.

58S : Shitsuke San sang

P3am bao nhirng viéc duoc quy dinh & cac muc trén. Chi dao sao cho cac nhan vién khi lam viéc
dé y dén moi ngudi xung quanh va phan biét rach roi gilra cac su viéc, cdng tw phan minh.

(5) Ve sinh cta nhan vién

Vé van dé quan ly vé sinh, vao mua hé nhiét dd cao nén mé hdi chdy ra rat nhiéu, vi vy can phai quy dinh thei
gian dé nghi ngo'i va bd sung nwédc cho co’ thé. Hon nira, can phai chi y dén cad van dé ngd doc thwe pham khi
dn udng.

M3t khac, vao mau doéng, can phai thuc hién [sic miéng] va [rira tay] can than dé tranh bi cam lanh sé miii.




Tai liéu tham khao

(Tai liéu tham khao so 1) Cac trang thiét bi, dung cu, dung dich tay rira vé sinh

JP: Ippanyo kesaki

Khan lau (Tai liéu tham khao s6 1) Cac dung cu may méc nguyén vat

JP: Taoru liéu vé sinh

X0 dung X0 dday tron co thé chira dung tich tir 8 lit ~ 18 lit, dwoc lam

JP: Baketsu bing nhwa, khong chi dung dé dwng céac chat l1éng nhw dung
dich tay rira hay nwé’c ma con cé thé dung dé dwng cac do
vat nho khi di chuyén hay thu gom réac, chat ban.

Ngoai ra con c6 loai x6 dugc lam bang chat liéu kim loai st
dung khi dwng gat tan thudc hay xé nhwa vudng bdn géc phu
ho'p véi tinh chat tirng céng viéc.

Chéi quét Chédi quét gobm phan dau chdi cé gan dau I6ng quét, phan
JP: Jizai bouki can cam dwoc gan thong qua bd phan két ndi nén c6 thé dé
dang xoay chuyén khi str dung. C6 thé quét nhw xoa nhe méit
san ma khong lam bui bay lung tung. Dau chdi va can cam cé
thé diéu khién tao goéc d6 tuy y nén rat tién loi khi dé dang
c6 thé quét duoc ca dudi gam ban ghé.
Can cam C6 thé tuy y diéu chinh dd dai cia can cam. Vi c6 thé diéu
¢26’ﬂl'é—¢1i‘étl“ chinh do6 dai phu hop véi chiéu cao clia ngwei st dung nén
%m cé ’thé? d&t ngén tay cdi 1én phan dau can, dam bao duoc tvw
! handoru thé co’ ban khi str dung.
Pau chéi Puwoc sir dung cho viéc quét don mat san cé dién tich rong,
E Mg_ ngoai ra con ¢ loai dau chéi dai 60cm va 90 cm.
mﬁ)g Pau chéi chuyén dung cho cau thang JP: kaidanyou kesaki

JP: kaidanyo kesaki

toan khi quét don ciu thang.

i dau.chéi. Pau chéi chuyén dung cho cau thang JP: kaidanyou kesaki

! ch_uwg_ Pay Ia loai dau chdi cé do dai phu hop véi mit tiép xic di lai
cho.cau. cla bac cau thang dam bao tinh chat cdng viéc, mirc dd an
: thang

Ban chai sat

JP:

Kekaki

S&r dung dé lay nhirng s¢i 16ng hay vun vai bam dinh & dau
chéi quét.

Pay la loai hét rac c6 ndp day bang kim loai, dwgc néi voi
can cam, khi nhac can cam hét rac Ién nip sé tw dong dong
lai, khi dit hét rac xudng nap sé tu ddng mé ra. C6 rat nhiéu
loai hot rac dwoc lam bang nhwa cirng dé khong tao ra tiéng
dong I1&'n khi lam viéc.

Hét rac truyén
théng (c6 tay
cam va nap day)
JP: Bunka chiritori
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DPiu kep bdng lau
JP : Horuda

La mot thanh gan dwoc lap dit véi khan lau.
C6 thé dé dang thao khin lau dé thay thé.

Bong lau san/
Khan lau san
JP: Kurosu

La loai vai khéng dét (soi hda hoc siéu
nho) dung mot Ian, c6 két cdu bam dinh
bui & k& va khoang tréng giita cac soi
dé dang loai bé dwoc bui ban cé trén

san.

Tay cam chéi lau
¢6 dinh (Chdi lau
nha chir T)

JP : Moppu kotei
handoru

La loai chéi c6 hinh dang gidong chi¥ T, do'n gian va chic chan,

hién nay van dwoc st dung nhiéu va rong rai.

Cén chdi lau nha
c6 thé diéu chinh
do dai

JP : Moppu

shinshukuyou
handoru

Vi tay cam va bong lau san 1a hai vat tach roi duoc 13p ghép lai
v&i nhau khi sir dung nén c6 thé chuan bi mot sé lwong bong
lau, khan lau san &ng v&i dién tich tirng céng viéc, chi can cé
mat chiéc can cam c6 thé 13p dit dwoc véi rat nhiéu khin lau

san nén hiéu qua cdng viéc va tinh an toan dwgc ning cao.

M4y vit bong lau
san
JP : Moppuringa

M43y vat bong lau san dwoc goi theo tén tiéng anh 1a Mop
ringer, dwgc chia Iam ba loai I&n 1a dang xoan 8ng, dang lwgn
sdng va dang truc lan.

Cay gat nuwédrc clra
inh
JP : Uindosukuiji

.

La dung cu dwoc lam bang nhua cirng hodc kim loai c6 tay cam
gan véi dau gat nwéc c6 kep phan cao su dai nhd, duoc lap dat
dé dang dé sir dung, vi vay c6 thé sir dung dé gat nwdrc, vé sinh
clra kinh cilra s8, phan cao su chat lwong tot, phan g& hay kep
¢0 dinh sic bén dé dang gat va lam sach nuérc.

Tam tham I6t
JP : Youjou shito

L3 tdm tham dwoc dat bén dwédi cac dung cu vé sinh véi muc
dich tranh 1am ban san nha b&i cac chat tay rira hay dung cu sir

dung trong qua trinh lam viéc.




May hut bui chan
khong
JP : Shinkuu soujiki

_____________________

dang dirng
JP:

Appuraitogata

May hut bui
dang hop
JP : Pottogata

PAau hat
JP : Nozuru

Ong hut (6ng
: nhin)

JP: Hosu

Ong hat (6ng

crng)
JP: Uondo

La loai may dwoc cau tao tir mé to’ lam quat trong may (tuabin) chuyén déng quay tron, tao
ap luwc thap san sinh lwc hit trong may, st dung lwc hit ndy dé hat bui va rac dwa vao tii loc.
May huat bui chan khéng cé nhiéu loai nhw may hut bui dang dirng va may hat bui dang hop.

May khdng c6 éng hat bui (6ng mém) giéng nhw may huit bui
dang hop ma dwoc 1ap dat mat ban chai gan véi clra hiat c6
thé xoay vong hoidc chuyén dong Ién xuéng, c6 thé dao hat cac
soi vai hay mun vai nhé I&n va hit vao mdy bang dong chuyén

ddng cha khéng khi.

Con dwoc goi 1a may hit bui chan khéng hinh thirc chuyén
dong trén san, phan than chinh duwoc 1ap dit moé to (dong co)
va quat (tua bin), vira di chuyén bang banh xe trén san vira
thao tac lam viéc, clra hut dwgc gan véi 6ng hit (6ng nhin

mém va éng cirng), tuy thudc vao dia diém can hat bui ma cé

thé gan hay thao l3p cac dau hit véi cac chirc ning khac nhau.
C6 thé thao tac tuy y nhe dng hut (6ng nhan).

C6 rat nhiéu loai hinh dang dau hat dwoc san xuit dé nang
cao hiéu qua céng viéc va giup cho thao tac khi lam viéc dwoc
don gidn hon. C6 thé thao lap cac dau hat phu hop véi tirng
muc dich nhw hit san nha, hat ké ranh hé, hat cac ké gia...

\ 7

*

Puoc l1ap dat trwc ti€p véi phan than chinh cia may hat bui
dang hép, dwgc thiét k& dang 6ng nhin nhywa mém dé c6 thé
tw do thao tac diéu chinh linh hoat khi sir dung lam viéc.

La loai 6ng clrng dwoc 1am thanh truc ¢6 kha ning an phan
dau hat xudng dwédi mat san dé hat bui. Tuy vao ndi dung
cong viéc va chiéu dai clia nguwoi sir dung ma cé thé gan thém
6ng cirng dé c6 thé diéu chinh dd dai.

Cau dao dién
JP : Denryuu
shadanki

La thiét bj ngat dién tw dong khi xay ra hién twong ro dién hay
dong dién qua I&n thong qua dung cu dién va dwong day dién.

Xe vé sinh chuyén

dung
JP : Sagyou kato

Xe vé sinh chuyén dung (xe day) 13 loai xe day dwoc tap hop
thanh cac hép gan véi nhau dé van chuyén cac loai dung cu

nguyén vat liéu can thiét khi thwc hién céng viéc vé sinh.

Xe day ché rac c&

nhé
JP : Korekuta

La tdi c6 gan banh xe dwoc dung dé di thu gom rac trong toa
nha. Puoc sir dung phan chia tuy vao khdi lwgng va phan loai

rac nhu loai xe to, loai xe nhé...

Tai liéu tham khao
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(Tai liéu tham khao s6 2) Tw vwng lién quan

Vé sinh hing
ngay

JP : Nichijou seisou

La cdng viéc vé sinh dwoc thue hién moi lan hodc nhiéu Ian/ ngay.

Bao gédm cac cdng viéc nhw hat bui nha, vé sinh cac phan thap cla cdt nha, twéng, lau hat bui d6 dac
trong nha, thiét bi d6 noi that, x{r ly rac gidy vun va gat tan thudc, don dep nha vé sinh, bd sung d6

tiéu dung, 1am sach tham trwéc cira 18i di, vé sinh don dep xung quanh tda nha.

Vé sinh dinh ky

JP : Teiki seisou

La cong viéc vé sinh dwoc thwe hién sau mbi khoadng thoi gian nhat dinh nhw 1 tuan/lan, 1 thang/lan
hay 1 nam/lan.
Bao gdm cac cdng viéc nhw co sach san nha va son I&p duy tri san, vé sinh cac phan trén cao clia cot

nh3, twong, danh bong cac phan kim loai, vé sinh sach sé ctra kinh ctra s6...

Vé sinh tam thoi
JP : Rinji seisou

La cong viéc vé sinh phat sinh mot cach tam thoi hay dot ngot. Vi du nhw vé sinh mat
twéng phia bén ngoai toa nha hay cac dung cu chiéu sang.

uepiey :dr BW

Chiéu nghi
cau thang
JP : Odoriba

Len twong
cau thang

JP : Sasara
habaki

Mat bac
thang

JP : Fumimen

Cd bac thang
(déi bac)
JP : Kekomiita

Nep chéng
tron truot
JP :Nonsurippu

La phan khdng gian nhoé dwoc thiét ké & giira
cau thang. Cé tac dung phong tranh viéc
treot ngd, an toan vadi tré nhd va nguoi gia
khi c6 thé Iam chd nghi chan giira cau thang.
Ngoai ra con c6 rat nhiéu trwdrng hop duoc
thiét 1ap dé chuyén hwéng di clia ciu thang.

M{i bac thang

La phan len twéng c6 géc dd gidng véi cau thang,

. Len tuwdng cau thang
phan len twéng gan & phan thap nhat giiva twdong Nep chéng
L N tron truot
v@i phan néi véi mat san.
Mat bac thang

C6 bac thang

C4u tao cau thang

La phan chiéu sdu cé hiéu qua nhw mot tdm
van dé dat chan lén khi di chuyén lén xudng

trén bac thang.

La chiéu cao mit thang dirng ctia mbi bac cau

thang.

La thanh nep canh bac thang dé chéng tron
trwot. La loai ¢6 ranh dugc lam bang cao su
hodc kim loai gin vao canh bac cau thang dé
chéng tron truot.




[Tw liéu trich dan]
- Sach huéng dan vé cong tac vé sinh dao tao hd tro dic biét
Hiép héi bao tri tda nha Tokyo , phat hanh thang 10 ndm 2009
- Sach vé cac quy tac &ng xt lam viéc danh cho nhan vién vé sinh (Stra d6i ban 2)
Hiép hoi bao tri toa nha Tokyo, phat hanh thang 6 ndm 2011
- Tiéu chudn an toan vé sinh cdng viéc don dep (Stra d&i ban 3)

Hiép hoi bao tri toa nha Tokyo, phat hanh thang 3 nam 2014

Uy ban hd tro tw lap nguei khuyét tat

Tiéu ban hwéng dan tuan quanh

Nhém téc gia san xuat va hoan thanh cudn sach gido trinh vé sinh hoc tir cdn ban
Chu tich : Tsukada Hiroshi (Oy thac ca nhan)

Thanh vién: Sano Takuya (Uy thac ca nhan)

Thanh vién: Taira Setsuko (Qy théc cd nhan)

Thanh vién: Watanabe Junko (Qy thac ca nhan)

Uy ban quan Iy vé sinh tda nha

Nhém tac gia hoan thanh ban dich tiéng nuéc ngoai clia sch

Ch tich : Fudeno Kou - Cong ty c8 phan bao tri tda nha Nhat Ban

Thanh vién : Kishi Tadashi- Uy thac ca nhan

Thanh vién : Kobayashi Toru — Céng ty ¢d phan Sanko

Thanh vién : Sakurai Keiko - Uy thac ca nhan

Thanh vién : Fujita Tadahisa — Céng ty c6 phan Tokio Marine & Nichido Facilities

Giang vién chuyén trach : Kitayama Katsumi — Hiép hoi bdo tri toa nha Tokyo

Dich

linh kieu

Giao trinh vé sinh don dep tir can ban

Xuat ban : ngay 28 thang2 ndm 2018
Bién tap : Hiép héi bao tri tda nha Tokyo ny ban ho tro tu lap nguoi khuyét tat
Uy ban quan Iy vé sinh tda nha
Phat hanh : Hiép hoi bao tri toa nha Tokyo
Dia chi : Hoi trudng bao tri tdoa nha, 5-12-5 Nishi Nippori, Arakawa-ku, Tokyo 116-0013 Japan
TEL: 03-3805-7555 / FAX: 03-3805-7550
URL.http://www.tokyo-bm.or.jp

In 4n-ban chinh : Céng ty in &n Arc

% Ban quyén cla cudn sach nay thudc vé Hiép hoi bao tri tdoa nha Tokyo.
Nghiém cim viéc trich dan, in lai hay sao chép mét phan hoic tda bd ndi dung clia cubn sach nay.
Vui long tham khao nha phat hanh dé duoc déng y mot trong nhitng van dé trén.
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R=Y B= BREXMRA (O—<F) NhF LA HEE
4 RFI— mana Quy téc tng xtr manner
5 |F—LD—7 chimuwaku Lam viéc theo nhém teamwork
5 L&D aisatsu Chao hoi greet
5 BlFELS TTVFET ohayougozaimasu Chao bugi sdng good morning
5 |1Zik— yunihomu Pong phuc uniform
8 L= ruru Luat lé rule
12 géié houkoku Bdo cdo report
12 ;ézf’;‘ renraku Lién lac notification/contact
12 fﬁ%ﬁ soudan Trao d&i consultation
15 |[JL—=LA kuremu Phan nan complains/claims
15 éé%ﬂ WeLE g shitsurei itashimasu  |T6i xin phép excuse me

HUHES TFVFEULE

arigatou

ozaimashita

Xin cam on

thank you very much

1. 5FLOBVS
=y BA5E BRENKA(O—YF) NhFLEE HEE
20 |fefles tatamu Gap, xép fold
20 | 8- f)ff J) yatsu ori Gép lam 8 folding into eight
21 1%3} %EL\ momi arai Vo, giat rubbing wash
21 %I(é shiboru Vat wring
22 %ﬁ;‘é oyayubi Ngén tay cdi thumb
22 %E ] uragaeshi L&n nguoc tlr trong ra ngoai reverse
23 éuﬁ:v}b‘ irowake Chia theo mau sorting by color
23 % aka Mau dé red
23 tﬁ: 2 Kiiro Mau vang yellow
23 /EEI‘ shiro Mau tréng white
23 Mﬁv katahiza M6t bén dau géi one knee
2. BEESZOEVS
24 |EF hidarite Tay tréi left hand
24 75% migite Tay phai right hand
24 iﬂ%dﬁé i wakinoshita Néch under armpit
25 ﬁi‘é’i i%i"\- osae baki Quét an osae-baki(presser sweep)
25 E< K habaki Len tudng baseboard
28 Eé%b\ danchigai Khoang cach bac thang different steps
29 EF!E U% odoriba Chiéu nghi cau thang landing
3. Y2 FJORDEVE
30 ‘ 2K 70OR ‘dasuto kurosu ‘ Khan lau bui ‘dust cloth
4. TEYTOBENS
—7 (B%) ‘ ragu(fusaito) ‘ Bong lau nha (bdm vai) ‘ mop head
5. DAYV RRIA4I—
36 |7U ‘J7° gurippu Tay gat kinh grip
36 |ILFH gomuba L& cao su thay thé rubber blade
36 iamc ] yubisaki Dau ngdn tay finger tips
36 E E?Ii_"\— yoko biki Kéo theo chieu ngang wipe horizontally
36 %ﬁ]ﬁ ougigata Hinh canh quat fan shape




39 75?“ puragu Phich cdm dién plug
39 ﬁfiw/l kyuin Hut absorption
40 |O—FR kodo Day dién cord
40 |3l% hiki Kéo pull
40 ﬁi L oshi An push
41 %RZEE’ kamibukuro Tui gidy paper bag
. KU we v—d)i%uw
42 kR B paddo dai Mém gai pad hoder
42 )Ny R paddo Pad pad
42 ?’E% %%_:\W/ sagyou hyoujiban Bién bao (chi dan) thi cong signboard
42 %’é?l I?Bvﬂ/: AN— hisan boushi kaba T4m chdn bdn nuéc scattering-prevention cover
42 |RAFR RSA4N— mainasu doraiba T6 vit dep slotted screwdriver
42 |LUIN— reba cai can gat lever
43 |AbyN—IR9Y sutoppabotan nut ch3n stopper button
43 ‘/fl)‘/ syarin Bénh xe wheel
46 Egl?%% kabegiwa Mgt tuong wall-side
46 |O—FK EEE kodo sabaki cudn day handle a cord
46 %E\EH&U makitori Cudn lai wind up
1 LOBERDTE
48 \EvO pinku Mau hing pink
48 % ao Mau xanh duwong blue
48 [ HSR %ﬁﬁ 270X garasu senyou kurosu | Khin lau kinh chuyén dung glass cloth
48 |[FCTY »E&U hokori tori Lay bui handy duster
48 |IL %Z{\% gomu tebukuro Géng tay cao su rubber gloves
48 | LY+ murasaki Mau tim purple
48 Eﬁf’f 75%%?] chusei senzai Dung dich téy rira trung tinh neutral detergent
48 |8 /Sy R shiro paddo Pad mau trang white pad
48 J5v burashi Ban chai brush
48 [NV R JU—F— hando kurina Méy hdt bui cam tay codeless vacuume cleaner
49 E% frﬁ ) sankaku ori G&p hinh tam giac triangular fold
49 :557#@, 5\ obutsu ire Thung dung d6 ban sanitary container
50 5)2 _EoDA mizu sekken Xa phong dang 16ng (nwéc rira tay) | liquid soap
50 iﬁﬁ jyaguchi Voi nuéc faucet
50 ,t?ﬁ/ﬁ/%% senmenki BonN rira tay washbasin
50 | Pk haisuikou L6 thost nuée sink drain
50 7J<Z$i7ti\- mizubuki Lau nwéc wiping with a damp towel
50 é‘z‘ﬁi - karabuki Lau khé wiping with a dry towel
51 {8 (K f#3) benki(dai benki) Nh3 vé sinh (bn cau) toilet bowl
52 fé;ﬁ *“,55,@”’ fﬁ/ﬁ onsui senjyou benza | B ngdi cd phan co rira bang nwdc &m | advanced toilet seat
52 /7\“”/ (L) nozuru Voi phun bén cau nozzle
53 ﬂiﬁiﬁég syou benki Bon tiéu urinal
53 | EVY— sensa BO cam (rng sensor
55 |SE kinzoku Kim loai metal
55 N—F—Y3v patesyon Man chén partition
55 %7 tobira Cénh clra door
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