Draft Pro forma

For Development of Your Health Service’s Own Policy

(Insert Health Service Name Here)
Housekeeping Policy

1. Cleaning

· Regular cleaning of ....HS buildings are undertaken for cleaning clinical and non-clinical areas of our practice to make a pleasant and safe working environment and to maintain effective infection control. 

· A good neutral detergent can be used for most of the cleaning requirements in a health care setting, and this includes floors, walls, toilets and other surfaces. 

· A water and detergent solution is made up each working day. 

· Work surfaces must be kept clean.

· Body substance spills and any soiling must be cleaned as soon as possible.  

· Cleaning is by damp dusting and wet mopping.

· Cleaning equipment is stored in a clean and dry condition, and in an area not accessible to the public.

· Personal protective equipment (PPE) such as gloves and a waterproof apron are worn when cleaning.
· Cleaning solution is not disposed in hand basins or clinic sinks.

· Cleaning staff must receive training in occupational health and safety issues and have appropriate immunisations.

· Clinic staff  are responsible for:

· cleaning medical instruments or items for re-use 

· cleaning, checking and re-stocking trolleys 

· keeping examination beds clear, and ensuring sheets are     changed as necessary

· cleaning up spills of body fluids, such as vomit, blood, urine or faeces 

· Infectious waste and sharps containers. 

· All staff are responsible for: 

· keeping clinic desks tidy 

· keeping their work areas tidy 

· Washing up any cups and plates they or their visitors use.

 Clinic Cleaning Guide

	Area
	Method
	Frequency
	Who

	Consulting rooms benches and trolleys
	Wash with hot water and detergent. 

Dry thoroughly. 
	Daily  
	

	Benches/drawers containing medical Items
	
	
	

	Examination couches
	Hot water and detergent
	Daily 
	

	Floors
	Vacuum and wet mop with hot water and detergent
	
	

	Re-usable medical items & instruments
	
	
	Clinic staff

	Sinks, hand basins and toilets
	Hot water & detergent. 

A cream cleanser may be a useful stain remover   
	Daily
	

	Waiting Area

Furniture, floors
	Hot water and detergent/ Vacuum
	
	

	Office Areas Desks, benches and furniture, floors
	Vacuum/ Damp mop/wash with hot water and detergent  
	
	

	Kitchen benches and table
	Wash with hot water and detergent. 

Dry thoroughly.
	
	

	Curtains 
	Machine hot wash
	3 monthly
	

	Storeroom 
	Hot water and detergent
	3 monthly
	

	Walls & Ceilings
	Hot water and detergent
	annually
	


2. Security

1. Maintaining the security of the health centre is everyone’s business. The clinic and nearby areas contain valuable equipment, including computers and drugs, as well as staff possessions, all of which make maintaining security very important. 

2. Access to the building is by ...... 
Guidelines

3. All staff should keep personal items, such as wallets, keys etc, on their person or in a secure place, eg a locker or locked drawer. 

4. Doctors are responsible for making sure that prescription pads are kept in a secure place; if it is suspected that a prescription pad has been stolen, notify the police, local pharmacies, and the administrator, and check the clinic area to make sure other prescription pads are securely stored. 

5. If a person does not have a legitimate reason for being in the building, ask them to leave. 

6. Access to the pharmacy area is restricted to AHWs, nurses and doctors; any other staff or people who are found in the pharmacy area should be asked to leave; if there is no staff member in the pharmacy, lock up the area. 

7. All drugs of dependency and Schedule 8 medications are locked in a safe.  

8. On normal working weekdays at 5.30pm it is the responsibility of the _ _ _ _ _ _ _ _ _ _ _  (specify who) to check no-one else is in the building, windows are locked, clinic exit doors are locked and the alarm turned on; computers, photocopier, heating/cooling system are turned off; staff opening any doors or windows after this time are responsible for closing and locking them before leaving. 

9. At times staff need to access the clinic building after hours to obtain medications or patient information. If a clinic staff member opens the building and turns off the alarm, they are responsible for locking up the building and turning the alarm back on after they have finished.

10. Security codes are routinely changed for computers and the security system.

3. Keys

i. Health Service Premises

· The clinic and administration area is accessed by a numeric code. 

· Do not give out this code to anyone. 

· Staff may not leave the building unattended if it is unlocked. 

· A designated staff member must ensure they lock up after all staff and clients have left the premises.

ii. Staff Housing

· Keys to staff housing are the responsibility of the staff member living in that house.

iii. Health Service Visitor Accommodation

· Keys are to be held by the administrator and provided to visitors as required.

iv. Motor Vehicles

· Motor vehicle keys will be the responsibility of the person who has been given control of the vehicle for a specified period.

· At other times the administrator will hold all keys.

· Keys must never be left in an unattended vehicle.

· Do not give keys to any unauthorised person or person not employed by the health service, unless otherwise directed by the health board.
4. Repairs and Maintenance

i. Staff should inform the administrator promptly of any repairs and maintenance required for building and fittings, furniture, medical and office equipment.

ii. The administrator is responsible for organising the required repairs and maintenance.
5. Stationery Supplies

i. ...HS keeps adequate supplies of stationary and office stores.

ii. ....HS  supplies of stationery and  other office stores including prescription pads, letterhead, certificates etc. are accessible only to authorised persons.  
iii. The administrator is responsible for maintaining and ordering stationery supplies. Staff should report any items that are becoming low in stock.
iv. Order forms are used when ordering stock.

v.  The administrator should maintain an imprest system, which involves a petty cash float, to facilitate stocktaking and ordering. The clinic should maintain a clinic stationery imprest system to facilitate the ordering process.
vi. Incoming goods are checked eg quantity against orders and invoices.
1.   ......HS supplier is: 

Telephone: 

Fax:

6. Pest Control

i. Pest control programs are conducted in clinics, offices and staff houses annually. The administrator is responsible for organising these programs.

