Housekeeping Policy And Procedure Manual

MANUAL OF POLICIES AND PROCEDLRES OF INFECTION CONTROL OF HOSPITAL
CHANGEAT MELINTANG

& To wipe excess liquid ths may sccidenially splash, en shaoshent clath or paper lowels
s I bee umed

NOTE: Il glass s involved, do nol attempl o clean spill by hand. Tweesors, necdle bolder or
another ms trument shoubd be used 10 peck up glass prior o cleaning

Environmental surfaces should be decomaminated with a 1:10 saluiion of $.25% sodium
bypochlorie m waler

NOTE: These disinfectants are highly caustic unless properly dilated. In addition, dissnfecant
solution ks inkended for use on enviroamental sufaces only, since if can d amage insirumenis and
equipmenl and skm damage.

When there are b rge «{ulh of culiured or concemtratad imfectious agents, such as in the ¢limical
Laboratory setting. the contaminated arca should firsa be Mooded with a liquid dsinfeaant then
phyvsically dleaned and decontammnated with a hospital approved disinfectant. Gloves, gowns
masks, and safety glasses should be wom for cleaning large spills of blood or body flusds

13.4 Decoilaminaton of Patlenl Clathiag and Persodal Ih-h-n:lﬂ.p:

Patient clothing and persomal belongings that become contamimated by blood or body suhstances
should be handled according 1o the following procedun:s

134,01 Clothing

Clothing sotled by blood or body substanc es shoubd be placed ina tightly sealed plastic bag at the
paticnCs bedsid e and giviem 1o the Bmily fior homc lowndering. The family shoald be mstrucied w
wash the clothing by machine, wang o laundry dotergent. Hol waler and chlonne bleach should
akso be wied unless these agents will damage the items. The pl,p.ru.' bag used to comtain the
clothing 1|l,|rl|1i: its tramsport should be placad in g second [\|;l.n.|k_ h.|;!:_ tighily scaled, and
discarded in the houschaold trash. Persans involved m the handling of contaminated clothing
should be mstructed to wash thear hands thoroughly after handling the items,

13.4.2 Personal Belongings

= Dismiect hard surfsces by wipang the stems using o ;10 sohstion of 5.25% sodum
hypochlonite in water i | part chlarine blcach 1o 9 parts waterh

= Dizposmble srtickes. such 05 magamnes, thst sre copnminated by blood or body
substances should be disposed of according fo the hospital’s regulated and mon-
regulated waste policy

135 Linen Handling

REVISED ON 0™ ROVEMBER 2010 20
AUTHOR : DR LEE O WAH

ADAFTED FROM ; FOLICIES AND FROCEDUREES ON INFECTION CONTROL, MOH

MALAYSIA

Housekeeping policy and procedure manual is an essential document for any
organization that emphasizes cleanliness, safety, and efficiency in its operations. This
manual serves as a comprehensive guide for housekeeping personnel, detailing the
standards, responsibilities, and procedures necessary to maintain a clean and orderly
environment. Whether in a hotel, hospital, or corporate office, an effective housekeeping
policy and procedure manual can help organizations streamline their processes, ensure
compliance with health regulations, and enhance the overall guest or employee
experience.

Understanding the Importance of a Housekeeping



Policy and Procedure Manual

A well-structured housekeeping policy and procedure manual offers numerous benefits,
including:
e Standardization: Establishes consistent cleaning practices across all areas.

e Training: Serves as a training tool for new employees, outlining their roles and
responsibilities.

e Compliance: Ensures adherence to health and safety regulations.

¢ Quality Control: Provides a framework for monitoring and evaluating housekeeping
performance.

* Guest Satisfaction: Enhances the overall experience for guests or occupants
through cleanliness and order.

Key Components of a Housekeeping Policy and
Procedure Manual

To create an effective housekeeping policy and procedure manual, it is essential to include
the following key components:

1. Introduction

The introduction should provide an overview of the manual's purpose, its importance, and
the expected outcomes of adhering to the outlined policies and procedures.

2. Scope of Work

Clearly define the areas and responsibilities covered by the manual, including:

¢ Guest rooms

Public areas

Restrooms

Offices and workspaces

Outdoor areas



3. Housekeeping Policies

Outline the core policies that govern housekeeping operations. These may include:
« Employee Conduct: Expectations regarding professionalism, dress code, and
behavior.

e Health and Safety: Guidelines for handling hazardous materials and ensuring
personal safety.

 Equipment Usage: Policies for the proper use and maintenance of cleaning
equipment and supplies.

 Environmental Sustainability: Practices for reducing waste and using eco-friendly
cleaning products.

4. Cleaning Procedures

Detail the step-by-step cleaning procedures for various areas within the facility. This
section should include:

e Daily Cleaning Tasks: Routine tasks that must be performed every day to maintain
cleanliness.

e Deep Cleaning Tasks: Less frequent tasks that involve thorough cleaning of
specific areas.

e Checklists: Provide checklists for daily, weekly, and monthly cleaning tasks to
ensure accountability.

5. Training and Development

Discuss the training programs available for housekeeping staff, including:
e Initial Training: Orientation for new employees covering policies, procedures, and
safety protocols.

¢ Ongoing Training: Regular workshops and refresher courses to keep staff updated
on best practices.

e Performance Evaluation: Methods for assessing employee performance and



providing feedback.

6. Emergency Procedures

Outline procedures for handling emergencies that may arise during housekeeping
operations. This may include:

e Fire Safety: Procedures for evacuation and reporting fires.
e Medical Emergencies: Steps to take in the event of an injury or medical issue.

e Hazardous Material Spills: Protocols for safely managing and reporting spills.

Implementing the Housekeeping Policy and
Procedure Manual

Successfully implementing the housekeeping policy and procedure manual requires
careful planning and communication. Here are some steps to facilitate a smooth rollout:

1. Communicate the Manual to Staff

Ensure that all housekeeping staff are aware of the manual and understand its
significance. Conduct meetings or training sessions to go over key points.

2. Provide Access to the Manual

Make the manual easily accessible, either in print or digitally, so staff can refer to it
whenever necessary.

3. Encourage Feedback

Invite staff to provide feedback on the manual. This can help identify areas for
improvement and ensure that the manual remains relevant and effective.

4, Monitor Compliance

Regularly monitor adherence to the policies and procedures outlined in the manual. This
can be done through inspections, audits, and performance evaluations.



5. Update the Manual Regularly

As procedures, regulations, and technologies change, periodically review and update the
manual to keep it current and effective.

Conclusion

A comprehensive housekeeping policy and procedure manual is vital for any organization
that prioritizes cleanliness and safety. By establishing clear guidelines and procedures,
organizations can ensure that housekeeping staff perform their duties effectively,
contributing positively to the overall environment. The manual not only serves as a
training tool but also helps maintain high standards of cleanliness, enhancing guest
satisfaction and operational efficiency. Investing time and resources into developing and
implementing a robust housekeeping policy and procedure manual is a strategic move
toward achieving organizational excellence.

Frequently Asked Questions

What is the purpose of a housekeeping policy and
procedure manual?

The purpose of a housekeeping policy and procedure manual is to provide clear guidelines
and standards for cleaning and maintaining the facility, ensuring consistency, safety, and
efficiency in housekeeping operations.

What key elements should be included in a
housekeeping policy and procedure manual?

Key elements should include cleaning schedules, safety protocols, equipment usage
instructions, waste management procedures, staff training requirements, and quality
control measures.

How often should the housekeeping policy and
procedure manual be updated?

The manual should be reviewed and updated at least annually or whenever there are
significant changes in procedures, regulations, or staffing to ensure it remains relevant
and effective.

Who is responsible for implementing the housekeeping
policies outlined in the manual?

The housekeeping manager or supervisor is typically responsible for implementing the
policies, but all housekeeping staff must be trained on and adhere to the procedures
outlined in the manual.



What role does employee training play in the
effectiveness of a housekeeping policy and procedure
manual?

Employee training is crucial as it ensures that all staff understand the policies and
procedures, can perform their duties effectively, and are aware of safety standards, which
ultimately leads to improved service quality and compliance.
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Create a comprehensive housekeeping policy and procedure manual to enhance efficiency and
safety. Learn more about best practices and essential guidelines today!
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