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INTRODUCTIONTO
HOUSEKEEPING

Every house, whether private, likeyours, or commercid likeoffices, shops, hotdls,
hospitals, clubs, etc., needsto be kept clean and tidy, sothat it looksinvitingtoall.
Thisiswhere housekeeping comesin. Cleaning and maintenance servicescan be
spotted very easily anywhere.

Thebasic concept of housekeeping has started from keeping adomestic house
clean and has gradually cometo maintaining high standards of cleanlinessand
maintenancea commercid levels. Besdesthis, housskeeping should a so contribute
tothesavingin costsof labour, cleaning material and equipment, furnishingsand
thelikein every typeof establishment.

But before we move into the actual working and detailed procedures of this
interesting and probably themaost important activity of our daily life, itisimportant
to get introduced to the commercial concept of housekeeping, its role and
importance, the variousfunctions of housekeeping and the responsibilities of
personnel involvedin housekeeping services. Besides, itisasoimportant to know
the grooming standards of these personnel.

OBJECTIVES

After reading thislesson youwill beableto:

e explain themeaning andimportance of housekeeping;

e identify theareas whichrequirehousekeepinginabuilding;

e ligthepersonnd involvedin housekeepingincommercid establishmentsand
elaboratefunctionsof each personnd;

°

explainthe need for grooming of personnel involved in housekeeping.
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28.1 WHAT ISHOUSEKEEPING?

Housekeeping in Ssmplewordsmeans maintaining ahouseon adaily or longterm
basisor looking after its cleanliness, tidiness, upkeep and smooth running. When
you keep your house clean and well maintained, youwould dsoliketo makeit as
beautiful aspossible. How do you make surethat everything inthe houseisin
usable condition? None of the objectsare broken or chipped and fabricsare not
torn. All thefixturesliketaps, geysers, e ectric wiring, bulbs, tubes, fans, plug-
points, arein good working condition, geysersare not leaking, electricwiringis
proper and thereisno danger of firedueto short circuiting, and so on.

Thus, thedifferent proceduresfollowed to keep and maintain everything inthe
house in a good and presentable order, are collectively known as good
housekeeping. In other words, we may also say that housekeeping isaprocess of
keeping aplace clean, beautiful and well maintained so that it looksand feels
plessant and invitingto all, either living, visiting or working there.

28.2 IMPORTANCE OF HOUSEKEEPING

To know theimportance of housekeeping, let usexaminethefollowing Situation.

Rohan getsup with abackache ashismattressislumpy.Hehasto catch atrain; he
opensthetap for bathing but thereisno water! He goesto theroof to check the
tanks, aleak inthe pipe hasdrained out all thewater!

Hesditsfor hisbreakfast and managesto save himself fromfalling, asthechair is
broken. To hishorror, he noticesatiny cockroachin hisfood.

Now, would you liketo bein Rohan’s place?Would you liketo useadirty toilet?
or wear dirty, torn clothes? Would you liketo work in ashabby, dirty place?1f
eating out, would you liketo go to arestaurant with broken furniture or pests
crawling all over?Would you liketo deep onadirty and lumpy bed?

| ansure the answerto al the aboveis'NoO'. These arevery small thingsbut
can makealot of differenceinyour daily life. These small thingsarethevery
essence of agood housekeeping. Had Rohan attended totheleak intime, repaired
thedining chair whenit had just started creaking, or unclogged thedrain thefirst
time it showed minor blockage, regularly disinfested his house at periodic
intervals,— it would have ensured aclear, comfortable environment inwhich
Rohanwould have been happy and relaxed. Hewould not havefdt uncomfortable,
depressed and frustrated or suffered from an inferiority complex. A good
housekeeping would have ensured smooth functioning of al gadgets, noleaks, a
comfortableenvironment inwhich Rohan would have enjoyed ahasdefreeliving.
Thus housekeeping meansattending to the small tasksintime.

] Activity 28.1

1) Observeyour own houseand makealist of areasthat are: -
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- Wel maintained
- Neglected.

28.3AREASOF HOUSEKEEPING

You must have understood by now how important good housekeeping isto your
ownhouse. Smilarly, itisequaly important for any other kind of establishment, be
it ashop, atrading center, an office, club, guesthouse, hospital, hotel or ahostel.
Every areain the establishments mentioned above needsto bekept clean and tidy
and everything placed here hasto bein apresentabl e and working condition.
Thus, housekeepingisan essentid and regular featurein al typesof establishments.

Incommercia establishments, the housekeeping servicesare done by ateam of
specialized people according to different areas. Hereisadetailed list of areas
which need housekeeping. You can add tothelistif youlike.

i)  Roomsandcorridors - cellingandwall paint, wal paper, fans, ar-conditioners,
electrical switchesand sockets, wiring, windows, doors, glass panes, bed,
bed-making, carpets, locks, keys, etc.

i) Toilets: - taps, Sinks, water closet, geysers, water supply, electrical sockets
and switches, supply of towels, toilet paper, toiletries (soap, shampoo, etc.)

i) Linen: - linen (table napkin, tablecloth) towels, bed sheets, bed covers,
blankets, garmentsof guests, staff uniforms, etc

iv)  Furniture and furnishings: - furniture, curtains, table lamps, tubelights,
chanddliers, bulbs, sofas, dining tablesand chairs, etc.

V) Gardens: - Plants, pots, lawn (grass), flowers, trees, bushes, hedges, etc.

vi) Publicaress. - sair case, corridors, lobby, conference/ seminar room, waiting
halls, recrestion room, parking area, clubs, swimming pool, offices, common
toiletsetc.

=] Activity 28.2

Go around your bedroom, toilet and kitchen. List five thingswhich may
require housekeeping.

Area Housekeeping needs
Bedroom ) Example: Knob screwsof cupboard need to betightened
i)
il)
iv)
v)
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Toilet i) Example: Leaking cistern needsto befixed

Kitchen i) Example: Chipped door needsto berepainted.

r_m

he {IINTEXT QUESTIONS28.1

1. Correctthefollowing statements:-
a) Housekeepingrefersto cooking nutritiousmeasfor your family.
b) Housekeeping refersonly to resdential premises.
c) Housekeeper isapersonresponsiblefor keeping the house.
d) Housekeepingat home isdoneby maid-servant.
€e) Housekeepinginabighote isdoneby asingle person.

2. Givenbelowisalist of areas/appliances. Suggest the kind of maintenance
services required for each.

I Fan I Tep

i Gasstove iv. Mixer grinder
v  Pipe v Wl

vii - Window pane viii  Airconditioner
iXx Lawn X  Bedsheets

Now let usseewhoisresponsiblefor carrying out the above activities.

28.4 PERSONNEL INVOLVED INHOUSEKEEPINGIN
COMMERCIAL ESTABLISHMENTS

L ooking at your own home, who isthe person most responsible for upkeep of
your house? Yes, itisyour mother, who may be helped by other family members
or ahired help. Similarly, inmaost commercia organizations, theresponsibility of
housekeepingisassigned to aperson called ahousekeeper. Sheor heisresponsible
for upkeep and maintenance of the premises. Depending on the size and type of
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organization, there may or may not be a separate section meant to look after
various aspects of housekeeping. A small shopmay deputeasinglepersonto
look after these aspects. Yet bigger offices, commercia establishments, guest
houses, hotdls, hospitals, hostel s, clubsusually organize agroup of peopletolook
after their housekeeping. These groups of people constitute a housekeeping
department. Some establishments may a so seek outside hel p and make use of
certain agencieswhich specidizein such kind of work.

Wherever thereis separate housekeeping department aproper organisational
structureisnecessary with different kindsof peopleresponsiblefor different tasks
and somepeopleto supervisethem. Let usnow discussthedutiesand respongbilities
of each of themindividually.

Housekeeper- the housekeeper is the overall in-charge of the housekeeping
department. He or shedirectly controlsall the personnel aswell asall aspectsof
housekeeping. She/ heis responsible for the cleanliness, beautification and
maintenance of the premises.

Ass gtant housekeeper — heor she isresponsblefor al theaspectssmilar tothat
of the housekeeper. In casethe organization worksround-the-clock, there maybe
more than one ass stant housekeeper to work in different shifts.

Housekeepers / assistant housekeepers are in turn assisted by the following
members. These membersal so haveworkersto assist them.

Control desk supervisor : thisperson communicateswith the staff and coordinates
with variousdepartments of the organization. He becomesthe centre point of all
messages, complaintsetc., and a so keepsrecords of what work hasbeen assigned
towhom and maintainsthe general follow-up of thesame.

Linen storekeeper: he/sheis responsible for storage, issue, cleanliness and
maintenanceof linen. (Napkins, tablecloths, bed sheets, bed covers, pillow covers,
blankets, curtainsand uniforms)

Floor supervisor: for multistoried buildings, each floor isattended by a floor
supervisor. Hel sheisrespongblefor thedeanlinessand maintenanceof theassigned
floor whichincludesrooms, corridors, rest rooms, stair case, etc., for jobslike
changing or repairing lights, switches, etc.

Public areasupervisor: he/sheisresponsblefor cleanlinessand maintenance of
waliting halls, lobby, conference/seminar room, recreation rooms, parking area,
clubs, offices, etc.

Cloak roomin-charge: he/sheisresponsiblefor the maintenance and service of
commontoilets.

Hotriculturist- he/ sheisresponsiblefor al thefloral and plant decoration aswell
asthe upkeep of gardensinthe premises.
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Skilled workers- skilled workerslike plumbers, e ectricians, carpenters, painters
are needed to do minor repairs. There may be a separate department for
mai ntenance and engineering work and the housekeegping can coordinatewithit to
dothesejobs.

Theseservicesare to berendered with the highest degree of efficiency. Besides
thisefficiency, housekeeping should a so contributeto the saving in costs of labour,
cleaning material and equipment, furnishings and the like in every type of

Family member Activities

Father

Mother

Brother

Sder
Yoursdf

r._mM

L’ WINTEXT QUESTIONS 28.2

| Your relative hasbeen admitted in ahospital . Specify the personnel you will
contact in case of following situations.

i.  Youwant the bed sheetsand pillow coversreplaced.
ii. Thereisafusedbulboutsideyour roominthecorridor onthe 1st floor.
iii. Food hasspilled onthe sofaof thelobby.
iv. Thetoiletinthecloak roomisdirty.
Plantsinthegarden havedried up.
vi. Youwishtofileacomplaint about genera management.

vil.  Youwant to contact the person responsblefor the complete maintenance
and upkeep of thewhole building.

Now that you know about housekeeping personndl, it isnecessary to prescribe
certain grooming standardsfor them.

28.6 GROOMING OF PERSONNEL INVOLVED IN
HOUSEKEEPING

A well-groomed personality projectsagood image and speakswell of hygiene
and efficiency. Asfar aspossible, personne involved in housekeeping should —
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e befresh, well groomed and clean, not half asleep or unkempt in appearance
whilereporting on duty

havetheir hair neatly cut and tied properly

havenailsneetly trimmed

dressinsmple, cleanand well ironed clothes

avoidringsor other jewellery

uselight makeup, in case of women

usefootwear that islight, without heelsand noiseless

be healthy and not suffer from any skin disease, colds, etc

avoid bad habitssuch asnail biting, nosepicking, leg shaking, sitting onwork
table, spitting, chewing pan, smoking, etc.

e bathedally.

If these hygienic standards are not maintained, it can spoil the reputation of the
organization.

- Activity 28.4 Observe your mother as a housekeeper. List five
cleanlinesshabitsthat she practices.

r..m

he {IINTEXT QUESTIONS28.3

Whiletravelling, you may have stopped at aroad siderestaurant/motel. List8
unhealthy practices adopted by the workers employed there that you may have
observed.

TERMINAL EXERCISE

What do you understand by theterm ‘ housekeeping’ ?Why isitimportant?

N e

| dentify the maintenance activitiesrequiredin thekitchen, verandah andlawn
of your house.

w

. Specify fivewayseach by which ahousekeeper helpsin maintaining the
bedrooms, corridors, lobby and toiletsof ahotel.

4. Reenagot employed asahousekeeper. Educate her on 10 persona grooming
habits she should adopt.

ANSWERSTO INTEXT QUESTIONS

281 1. (8 Housekeeping referstokeepingaplaceclean, beautiful and well
maintained.
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(b)
)
d)
€)

I.
i
]}
\VA

ion to Housekeeping

Housekeeping refers to commercial as well as residential
establishments.

Housekeeper isaperson responsiblefor keeping the premises
clean and well maintained.

Housekeeping at home isdone by the home maker (mother),
other family membersand by any hired helpers.

Housekeeping in abig hotel isdone by ateam of specialized
workers.

Fan- grease, replace bearing

I. Tap- change rubber washer, tighten nut
iii. Gasstove- changegasknob, cleanburner

Mixer grinder- sharpen blades, cleangrime

V. Piperepairleaks

Wall- repaint, change/ stick back wall paper

I. Window pane-change cracked window glass, tighten screws of

hinges

I. Air conditioner-fill gas, cleanfilter

Lawn- manure, trim, deweed
Bed sheets- removestains, wash, iron.

I linenroom supervisor
ii. Foor supervisor

jii. Publicareasupervisor
iv. cloak room attendant.
. horticulturist

. control desk supervisor
ii. housekeeper
Unkempt appearance
Pickingnose
Wearingrings

Sleepy (not dert)
Dirty clothes
Longnails

Painted nails
Highheds

Hasskin disease

Hair not covered
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