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INTRODUCTION

The housekeeping and laundry departments have the responsibility to provide an environment
that is clean to the sight and touch. Housekeeping provides daily, weekly, monthly, and periodic
program cleaning services in resident care and non-resident care rooms and areas.

MISSION STATEMENT

It is the mission of the housekeeping and laundry departments to provide a clean, sanitary, and
comfortable homelike environment for the residents of this facility. We strive to seek
opportunities for improvement through our comprehensive Quality Assurance program and we
strive to make changes to our service based on our findings and discoveries.

(INTENTIONALLY LEFT BLANK)
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POLICY: RESPONSIBILITIES

PURPOSE:
To delineate responsibility of each position within Housekeeping and Laundry
departments.

SCOPE:
Director of Housekeeping
Housekeepers
Porters
Laundry Aide

Management: The Director of Housekeeping is responsible for staffing, program
management, new hire training, quality assurance related to housekeeping and laundry
services, product and equipment orders, planning of projects and cleaning activities, etc.

Housekeepers: Individual Housekeepers are assigned to a specific area(s) including
resident and non-resident care areas for the purpose of performing cleaning work tasks.
The Housekeeper performs his/her work according to established guidelines set forth in
this manual and as indicated by way of training. Quality Inspections by management
assure conformance with established cleaning procedures and expected outcomes.

Porters: Individual Porters are assigned a variety of work tasks to include trash
collection, soiled linens collection, distribution of clean linens, power wash exterior
entrance way, sweep and clean stairwells. Quality Inspections by management assure
conformance with established cleaning procedures and expected outcomes.

Porter/Floor Technician: In addition to these Porter work task activities, the facility
also employs a qualified Floor Technician. The Floor Technician is responsible to an
established buffing schedule in resident and non-resident areas to include halls, resident
rooms, activity rooms, service hall, dining halls, elevators, etc. Quality Inspections by
management assure conformance with established cleaning procedures and expected
outcomes.

Laundry Aide: This facility utilizes on-site laundry aides to perform all laundry
functions to include sort, wash, re-stock of flat linens and personal clothing.

Quality Inspections by management assure conformance with established linen and
personal clothing cleaning procedures and expected outcomes.
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POLICY: HOURS OF OPERATIONS

PURPOSE:
To determine manpower needs and work schedules for the purpose of maintaining
sufficient staffing levels to clean the facility

SCOPE:
Housekeepers and Porters

Hours of Operation:
Housekeeping/Laundry: The housekeeping/laundry department provides seven (7)

days per week coverage. Shift coverage includes days (7-3
& Evenings (3-8).

(INTENTIONALLY LEFT BLANK)
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POLICY: CLEANING RESPONSIBILITY

PURPOSE:

To assign responsibility of all surfaces cleaning tasks to staff that are trained specific to
the associated required activity of cleaning.

SCOPE:
Housekeepers and Porters
(Dietary where indicated)

TASKS ASSIGNED:

The following chart indicates individual cleaning work tasks required to be performed
by the associated Staff Group as indicated:

Cleaning Task Staff Group Responsible Comments
Commodes Housekeeper
Hoyer Lifts Housekeeper
Weighing scales manual handling equipment | Housekeeper

Medical equipment, e.g. infusion pumps

Nursing Staff

Housekeeping cleans IV Pole as needed

Linen Cart Porter
Switches, sockets and data points Housekeeper
Walls Housekeeper
Ceiling Housekeeper
Doors Housekeeper
Internal glass, including partitions and vision | Housekeeper
External glazing n/a

Mirrors Housekeeper
Resident TV Housekeeper

Radiators/Heaters/AC Units

Housekeeper/Maintenance

Housekeeper cleans exterior
surfaces

Ventilation grilles

Housekeeper/ Maintenance

Housekeeper cleans exterior
surfaces

Floor — polished

Housekeeper - Porter

Housekeeper daily clean
Porter buffing and stripping

Floor — non-slip

Housekeeper - Porter

Housekeeper daily clean
Porter buffing and stripping

Floor — carpet floor

Housekeeper - Porter

Housekeeper daily clean
Porter periodic bonnet scrub

Pest control devices

Contracted

Weekly treatment
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Electrical items — switches & light fixtures Housekeeper

Cleaning equipment Housekeeper - Porter Eg?tiflfﬁggrr ;;irrﬁnkéi(:keit: e
Low surfaces Housekeeper

High surfaces Housekeeper

Wheelchairs Housekeeper - Porter HK as needed - Porter Monthly
Beds Housekeeper

Showers Housekeeper

Tables Housekeeper

Hand wash containers Housekeeper

Disinfectant gel dispensers Housekeeper

Waste bins Housekeeper

Window Curtains and blinds Housekeeper

Chairs Housekeeper

Beds Housekeeper

Lockers Housekeeper Exterior surfaces

Tables Housekeeper

Toilets Housekeeper

Paper towel dispensers Housekeeper

Medication/Treatment Carts Housekeeper Exterior surfaces

Privacy Curtains Housekeeper

Sinks Housekeeper

Baths Housekeeper

Fridges (exterior and gaskets) Housekeeper 1 x per week

Ice machines Housekeeping/Dietary Housekeeper exterior surfaces
Microwaves Housekeeper
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POLICY: CLEANING FREQUENCY

PURPOSE:

It is the policy of this facility to determine the level of frequency by which surface
cleaning tasks are to be accomplished and assigned to staff that are trained specific to the
associated required activity of cleaning.

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper
Porter

TASKS ASSIGNED:

The following chart indicates individual cleaning work tasks required to be performed
by the housekeeping staff as indicated:

Cleaning Task

Commodes

Frequency

Daily

Comments

Hoyer Lifts

Monthly or as needed

Weighing scales manual handling equipment

Monthly or as needed

Medical equipment, e.g. oxygen concentrator

As needed and discharge

Housekeeper and Nursing

Linen Cart

Daily

Switches, sockets and data points

Daily

Spot clean daily and entire wall for

Walls Daily and Monthly complete room clean
Ceiling Monthly Complete room clean
Doors Daily

Internal glass, including partitions and vision | Monthly Complete room clean
External glazing n/a

Mirrors Daily

Resident TV Daily

Radiators/Heaters/AC Units Daily

Ventilation grilles

Monthly or as needed

Complete room clean

Floor — polished

Cleaned daily

Buffed daily — halls

Buffed three x’s every two weeks in resident
rooms
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Floor — non-slip

Daily
Buffed twice per week — halls

Buffed three times every two weeks in resident

Housekeeper daily clean

rooms

. Housekeeper daily clean
A3 — Gy DEl; Porter periodic bonnet scrub
Pest control devices Contracted Weekly treatment

Elevators

Daily — Floors and Walls
Weekly - Tracks

Tracks are inspected daily and
cleaned as needed. They are
scrubbed weekly

Cleaning equipment

Each time used

Housekeeper — cart, bucket, etc.
Porter - Floor machines, etc

Low surfaces

Daily

High surfaces

Daily

Wheelchairs Daily as needed and monthly Porter monthly

Beds Monthly Complete room clean
e I\D/I?)Izhly Complete room/carb
Tables — resident room Daily

Hand wash containers Daily

Hand Disinfectant gel dispensers Daily

Waste bins Daily

Blinds Monthly Complete room clean
Chairs — common areas Daily

Counter Surfaces — nurse station Daily

Closets Monthly Complete room clean
Tables — lounges and dining hall Daily

Toilets Daily

Paper towel dispensers Daily

Medication Carts

Daily (exterior) Monthly (interior)

Housekeeper (D) and Porter (M)

Privacy Curtains

Monthly or as needed

Carbolization/Complete room clean

Sinks Daily
Baths Daily
Fridges Daily
Ice machines Daily Exterior surfaces
Microwaves Daily
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POLICY: CLEANING PROCESS

PURPOSE:
To assure that the resident rooms are frequently maintained in a clean, aseptic, and
attractive manner
SCOPE:
Housekeeping
RESPONSIBILITY:
Director of Housekeeping
Housekeeper

POLICY: The Director of Housekeeping will establish procedures specific to maintaining the
facility in a clean and sanitary manner and provide training and information to staff relative to
those procedures. The procedures are in written format and as follows:

PROCEDURES:
A. Start of Shift

1. Beginning of the shift each housekeeper is shall inspect each resident room to
determine any immediate needs

2. Collect trash in all resident rooms and bathrooms. Replace liner and
disinfect waste receptacle as needed with Envirox cleaning solution

3. Check consumable products (toilet paper, paper hand towels, and soap) and
replenish as needed.

4. Check floors and clean any spills.

5. Check for odors and clean cause/origin.

B. Methods of Cleaning - Resident Room (upon entering room using HDOX Red
solution mist spray high touch surfaces; headboard, overbed table to surface, light
switches, bed side rails, chair arm rails, door handles, toilet, sink faucet. Leave wet
for 10 minutes while cleaning remainder of room. Final wipe with Waffle cloth to
remove residue,

1.) 5- Step Cleaning Method (Resident Room)

1. Empty Trash. Reline receptacles and disinfect as needed.

2. Horizontal Surfaces - Clean and dust, using HDOX, window sills, bed
Rails, headboards, tables, chairs, dressers, and bedside tables.

Spot Clean Walls. Clean: light switches, doors & frames, pictures, etc.
Damp wipe IV poles, O2 concentrator as needed

Utilize wet floor signs at each door entrance.

Wet mop floors. Move furniture and beds away from walls.

2.) 7 Step Cleaning Method (Resident Bathroom) (Also see Resident Bathroom
Cleaning, pg. 25)

e Replenish consumable products as needed (toilet tissue, hand towels, and
hand soap)

o Empty trash. Reline receptacles and disinfect can as needed.

e Damp mop floor

ok w
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POLICY: CLEANING PROCESS: continued

e Clean mirror. Use HDOX green and microfiber cloth (one per room).

e Clean sink and plumbing pipes under sink. Always start work high to low.
Sink should be cleaned with HDOX solution (red).

e Clean commode and/or urinal areas. Care must be taken to disinfect all areas
with HDOX (red).

e Wet mop floor.

3.) Afternoon Walk-through

e 15 minutes prior to end of shift, inspect each room for spills, odors,
consumable items.

e Spot clean any surfaces if soiled/stained

e Replenish consumables if needed.

(INTENTIONALLY LEFT BLANK)
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POLICY: TRAINING

PURPOSE:

To train housekeeping staff, porter staff, and laundry staff prior to assigning them to
cleaning activities in resident care and non-resident care areas.

SCOPE:

Housekeeping Department: Porters and Housekeepers
Laundry Department: Laundry Aides

RESPONSIBILITY:
Director of Housekeeping

PROCEDURE:

Starting on the first day a new hire staff member will be trained specific to those work

tasks that relate to the individual job description (see attached). The training process
includes:

1. Facility - New Hire In-service

2. Housekeepers —
a. See employee in-service manual (see attached Training Modules One &
Two)

i. The Housekeeper will be trained in each facet of work task
requirements and measured for competency (see attached). Training
information and guidelines specify tasks, equipment, and supplies
required to clean the facility and perform his/her job responsibilities.

3. Porters —

a. See Employee In-Service Manual (see attached Training Module One &
Two)

i. The Porter will be trained in each facet of work task requirements and
measured for competency (see attached training modules). Training
information and guidelines specify tasks, equipment, and supplies
required to perform his/her job responsibilities

4. Laundry Aide —
a. See Employee In-Service Manual | (see attached Training Modules Three)

i. The Laundry Aide will be trained in each facet of work task
requirements and measured for competency (see attached Training
Module Three) prior to being assigned to. Training information and

guidelines specify tasks, equipment, and supplies required to perform
his/her job responsibilities.
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POLICY: CLEANING PROCEDURES and SCHEDULES:

PURPOSE:
To establish guidelines for properly cleaning of all surfaces in the facility

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping

POLICY: The Director of Housekeeping will establish procedures and frequency schedules
specific to maintaining the facility in a clean and sanitary manner and provide training and
information to staff relative to those procedures. The procedures are in written format and as
follows:

PROCEDURES:
Wheel Chair Cleaning
Humidifier
Pest Control
Dust Mopping
Wet/Damp Mopping
Wall Washing
Floor Maintenance
a. Buffing
b. Strip/Wax
c. Spray Buffing
Wall Washing
Carpet Vacuuming
Resident Bathroom Cleaning
Resident Room Cleaning — Occupied Room
Resident Room Cleaning — Un-occupied Room
. Resident Room Discharge/Terminal Cleaning
Resident Room Carbolization
Resident Room Cleaning — Occupied Isolation
Resident Room Cleaning — Discharge Isolation
Public Restrooms
Elevators
Refrigerators
Microwaves

@meoooTw
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Recordkeeping: n/a
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POLICY: WHEELCHAIR CLEANING

PURPOSE:
To establish an organized method for maintaining resident wheelchairs free of dirt and
bacteria

SCOPE:
Housekeeping

RESPONSIBILITY:
Porter (assigned by Director of Housekeeping)

PROCEDURE:
Schedule of Cleaning: Wheelchairs are cleaned monthly as per posted schedule (evening
shift) or by need it soiled in-between scheduled cleaning.

Identification: Wheelchairs are identified with a numbered tag and as each is cleaned
that number is recorded in a logbook which is maintained in the Housekeeping office.

Equipment/Solutions Required:
1. HDOX Red cleaner

2. Scraper

3. Waffle blue abrasive cloth
4. Hot water

Cleaning Procedure:

1. Take wheelchair to shower room

2. Rinse with hot water

3. Apply HDOX Red solution and allow to soak
4. Scrub any built-up residue with a scrub pad

5. Rinse the chair with clean water

6. Wipe chair down with waffle microfiber cloth

Recordkeeping: Log book maintained in Housekeeping office
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POLICY: OXYGEN CONCENTRATOR CLEANING

PURPOSE:
To maintain resident care oxygen concentrators free of dirt and bacteria on a scheduled
basis

SCOPE:
Housekeeper

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURE:
Schedule of Cleaning: daily and at time of discharge

Equipment/Solutions Required:
1. HDOX green cleaner
2. Waffle green microfiber cloth

Cleaning Procedure:

1. Shut unit off with power switch then unplug the cord from the electrical wall outlet

2. Remove the top from the unit and empty the water from the bottom

3. Wash inside and outer surfaces with Waffle green microfiber cloth and HDOX green
cleaner

4. Remove filter and rinse. Re-install after rinsing

Recordkeeping: n/a

(INTENTIONALLY LEFT BLANK)
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POLICY: PEST CONTROL

PURPOSE:
To provide the means by which the facility is free of bugs, pests, rodents while utilizing
the services of a qualified licensed contractor to periodically treat the facility

SCOPE:
All Departments

RESPONSIBILITY:
Director of Housekeeping

PROCEDURE:
Schedule of Treatment: weekly

Frequency of Service:
4.) The contractor services the facility one time per week unless otherwise called more

frequently

Inspection and Treatment Procedure:

1. The contractor inspects the following areas and treats as needed:
Kitchen

Bathrooms

Basement

Storage areas

Food prep area

Common areas

Dumpster area

@meoooTw

2. The contractor treats each area via application of liquid pesticides, placement of bait
traps, and other industry standards methods/devices

3. Recordkeeping: The contractor, upon completion of service, provides a log report to
the Director of Housekeeping. The log is maintained in the Housekeeping office.

(INTENTIONALLY LEFT BLANK)
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POLICY: DUST MOPPING and WET MOPPING:

PURPOSE:
To provide a clean, disinfectd, and attractive condition for all resilient tile or other hard
surface floors

SCOPE:
Housekeeping

RESPONSIBILITY:
Housekeeper
Porter

PROCEDURES:

Frequency:
a. Resident Room Frequency — daily
b. Common Area frequency — daily

Procedure:

a. Prior to mopping, utilize the Waffle squeegee to sweep the floor area
moving dirt and debris to the hall door opening. Utilize a pan and broom
to pick up dirt and debris.

b. Attach a fresh Waffle green microfiber flat mop cloth to the Waffle
squeegee.

c. Prior to mopping the floor, utilize the Waffle mop system to clean
cobwebs from ceiling and walls.

d. Next, holding the mop handle at approximately 45 degrees place flat mop
against cove base edge at floor while moving forward to pick up dust/dirt
at floor edge.

e. After cleaning corners and edges with flat mop, clean the floor, starting at
the farthest point from hall door, moving in a figure eight motion to clean
the floor.

f. Use a scraper to remove gum or other stuck on substances after dust
mopping

g. When done with flat mop, release the Waffle flat mop into the laundry
bag attached to the housekeeping cart.

h. Repeat process in each room/area.

Recordkeeping: n/a
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POLICY: FLOOR MAINTENANCE - SPRAY BUFFING:

PURPOSE:
To maintain clean, safe, hygienic, and attractive floors

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Porter

PROCEDURES:
a. Prepare area — set up "Wet Floor’ signs
b. Dust mop area and wet mop area (see procedures Dust Mopping and Wet Mopping
above)
c. Machine buff the floor:
1. Place high speed buffing machine in position
2. Spray floor with spray buff solution
3. Engage the buffing machine and moving in a forward direction
move the machine over the area where the spray solution was
sprayed; then pull the machine backwards (repeat as needed)
4. Upon completion of buffing procedure, utilize a dry Waffle
green flat mop to remove any dust created by the buffing
machine by placing the flat mop at edge of floor and run mop
the entire length of walls
5. Remove wet floor signs and return any items moved to their
original position

Recordkeeping: n/a

(INTENTIONALLY LEFT BLANK)
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POLICY: FLOOR MAINTENANCE - FLOOR STRIPPING:

PURPOSE:

To remove soiled and aged floor finish from the floor before applying new floor finish

wax

SCOPE:
Housekeeping

RESPONSIBILITY:

Director of Housekeeping

Porter/Floor Tech

PROCEDURES:

1. Prepare Equipment

a.
b.
C.

Fill solution tank with correct floor stripping solution
Fill mop bucket one half with clean water
Transport to work site

2. Prepare Area

a.
b.
C.

Remove furniture and other items
Set up “Wet Floor’ signs
Dust mop area (see Dust Mopping procedure above)

3. Apply Stripper and Removing Stripper

a.

Use Auto Scrubber — Squeegee must remain in up position, set
machine to maximum brush pressure and apply and spread a generous
coating of stripping solution of the entire floor area

Allow the solution to remain on the floor as per manufacturers
recommended time (DO NOT ALLOW TO DRY)

Lower the squeegee and use maximum brush pressure to scrub and
remove the solution from the floor

Next, after removing stripper with the auto scrubber, make a second
pass with maximum brush pressure and squeegee down to remove any
remaining stripping product

Remove any puddles with a wet mop or use a squeegee to move the
water to a point where the auto scrubber can be used to pick up the
remaining moisture

Remove any remaining stripping solution from the machine and refill
with clean water

Clean brushes and/or replace scrub pad

Using a medium brush pressure, double scrub the floor utilizing the
sgqueegee each time

Remove puddles

Recordkeeping: Log book of completed project maintained in Housekeeping Office
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POLICY: FLOOR MAINTENANCE — APPLYING NEW FLOOR FINISH:

PURPOSE:
To replace floor finishes removed within the floor stripping process as described in
“Floor Maintenance — Floor Stripping’ procedure and to protect the various types of floor
surfaces while maintaining clean, safe, and attractive floors throughout the facility

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Porter

PROCEDURES:
1. Prepare Equipment
2. Inspect floor to assure the stripping procedure fully removed old finishes and dirt
3. Prepare the area
a. Setup "Wet Floor’ signs
4. Apply one coat of sealer and allow to dry
5. Apply the floor finish
a. Start with a clean and slightly damp rayon mop
b. Immerse mop head in bucket containing liquid wax finish
c.  Wring mop to eliminate dripping
d. Apply afirst coat of liquid floor finish
i. Start applying floor finish by running mop head parallel to baseboard
ii. Cover remaining floor area using a figure eight motion while keeping the
mop in contact with the floor
iii. Replenish floor finish in mop as needed by dipping in wax solution and
wringing as needed
6. Apply additional coats of liquid floor finish (allow to dry between coats)
a. Omit the area nearest the baseboards
b. Maintain a distance of at least six inches away from the baseboards
c. Apply second and third coat of floor finish per instructions above
d. In high traffic areas, apply up to six coats of floor finish

Recordkeeping: Log book of completed project maintained in Housekeeping Office
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POLICY: WALL WASHING

PURPOSE:
To maintain clean, hygienic, and attractive wall surfaces throughout the facility

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeepers
Porters

PROCEDURES:
1. Prepare equipment
a. Utilizing the Waffle mop system, attach a green microfiber flat mop
b. Transport to work site
2. Prepare Area

a. Setup Caution Signs”

b. Move obstacles such as furniture away from walls

c. Remove articles from walls such as pictures, bulletin boards, etc.

3. Pre-spot Walls
a. Heavily soiled wall surfaces are to be pre-spotted with HDOX Red cleaner
4. Wash Walls

a. Start at bottom section of wall applying HDOX green solution with the wall
washing mop (moderately damp to wet)

b. Apply HDOX solution in area of approximately 4 feet by 4 feet with overlapping
movements to ensure entire area is treated and washed. Repeat this sequence
while applying additional pressure to remove soil. Rinse mop and wipe the wall
area dry using a clean cloth. Finish cleaning the wall surfaces without break to
prevent streaking

c. When finished washing walls, return pictures and other articles to their original
location/position and place furniture where it came from and place used Waffle
flat mop cloth in laundry bag attached to housekeeping cloth.

Recordkeeping: n/a
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POLICY: CARPET VACUUMING

PURPOSE:
To provide clean and attractive surroundings

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper
Porter

PROCEDURES:

1. Prepare area
a. Take vacuum equipment and caution signs to the work site
b. Place caution signs to warn others

2. Set up equipment
a. Plug vacuum electrical cord in wall electrical outlet
b. Place cord to prevent it from getting caught up in the vacuum

3. Vacuum Carpet
a. Where possible, use a push pull stroke of approximately 3feet while overlapping

with each stroke movement until the entire area has been vacuumed

b. When finished, remove signs and return equipment to the storage room

Recordkeeping: n/a

(INTENTIONALLY LEFT BLANK)
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POLICY: RESIDENT BATHROOM CLEANING

PURPOSE:
To provide clean, aseptic and pleasant environment for the resident

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURES:
1. Prepare the area
a. Knock on door, open slightly and announce your name, department, and your intention
to enter.... if occupied wait until the resident has finished toileting activities
b. Mist spray high touch surfaces with HDOX Red and leave wet while cleaning remainder
of resident room. At completion of room cleaning, damp wipe treated surfaces with
Waffle cloth to remove residual.
2. Toilet Bowl
a. At completion of all other bathroom cleaning processes indicated below and prior to
mopping the floor, use a washable toilet bowl brush/mop to vigorously scrub toilet bowl
surfaces. * for room with c-diff case spray apply a 1:10 bleach solution and utilize a
disposable or washable bowl brush and do not use in any other room (contain or
dispose after using).
b. Flush toilet twice
c. Wipe outer surfaces with disinfecting solution and cloth. * For room with c-diff case
wipe outer surfaces with a bleach wipe.
3. High Dusting
a. Using a duster, remove cobwebs from corners and edges at ceiling
4. Mirror and Shelf Unit
a. Remove articles from shelf
b. Using a cloth and HDOX green solution, wipe all surfaces to remove dust, buildup, and
streaks
c. Place articles back on shelf
5. Sink, Bathtub and Shower
a. Where the resident bathroom has a shower or tub wipe the inside and outside surfaces
with a green cloth and HDOX Red solution
b. Wipe sink with cloth and red solution
6. Floors and Walls
a. Spot clean walls with all purpose cleaner and cloth (green solution)
b. Using HDOX green solution and a cloth wipe walls with attention to area of switches
and door handles
c. Wipe toilet seat and outside toilet surfaces with HDOX Red solution and cloth *
7. Clean Wastebasket
a. Remove liner and dispose of in trash container on housekeeping cart
b. Wipe interior and exterior surfaces of can with cloth and HDOX solution
c. Install new plastic liner
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POLICY: RESIDENT ROOM CLEANING - OCCUPIED ROOM

PURPOSE:
To maintain resident rooms clean, hygienic and attractive without disrupting resident
care and activities

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURES:
1. Prepare equipment
a. Assemble all supplies and equipment and transport to resident rooms on a
housekeeping cart
2. Prepare area
a. Check to assure rooms are not isolation rooms (isolation room cleaning is
accomplished with a different procedure)
b. Gently knock on room door.... announce your name and department.... ask
permission to enter room
c. Mist spray high touch surfaces (see High Touch Surfaces, pg125)
3. Clean resident bathroom first (see Resident Bathroom Cleaning policy above)
4. Damp cleaning
a. Dry dust and damp wipe the following with HDOX solution and cloth
i. Furniture surfaces — top, side, front
ii. Light fixtures and switches — top, sides, front (HDOX Red)
iii. Window frames and sills
iv. Lamp fixtures
v. Chairs — surfaces and frame (HDOX Red)
vi. Dressers — top, sides, front
vii. Side table — top, sides, front (HDOX Red)
viii. Overbed table — base, top, frame (HDOX Red)
iX. Door handles/push plates (HDOX Red)
X. 1V poles/pumps and O2 concentrator
5. Clean resident bed
a. Headboard and side rails daily damp wipe (HDOX Red) and all surfaces
including frame (red solution)

6. Spot clean soiled areas
a. Check walls and doors (door handles HDOX Red solution)
b. Remove cobwebs and dust with high duster
c. Wipe soiled areas with cloth and HDOX green solution
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POLICY: RESIDENT ROOM CLEANING — OCCUPIED ROOM continued

7. Clean wastebasket
a. Remove liner and discard in trash bin on housekeeping cart
b. Wipe inside and outside surfaces of can
c. Install new plastic liner
8. Dust/Damp mop — Mop bathroom and resident room as one activity (see Wet/Damp
Mopping procedure above)
9. When floor has dried
a. Inspect curtains and draperies for stains and soil marks
b. Inform supervisor if these items need to be exchanged with clean ones
10. Replenish supplies and equipment for resident care as needed
11. Place used flat mop in laundry bag attached to housekeeping cart

Recordkeeping: n/a

(INTENTIONALLY LEFT BLANK)
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POLICY: RESIDENT ROOM CLEANING - OCCUPIED ROOM *C-DIFF
SPECIFIC

PURPOSE:
To maintain resident rooms clean, hygienic and attractive without disrupting resident
care and activities

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURES:
1. Prepare equipment
a. Assemble all supplies and equipment and transport to resident rooms on a
housekeeping cart
2. Prepare area
a. Gently knock on room door.... announce your name and department.... ask
permission to enter room
b. Mist spray high touch surfaces (see High Touch Surfaces, pg125)
3. Clean resident bathroom first (see Resident Bathroom Cleaning policy above)
4. Damp cleaning
a. Damp wipe the following with HDOX Red solution and cloth. For room with
C-diff case, after wiping with HDOX Red solution, wipe with bleach wipes
as indicated below by "*’
i. Furniture surfaces — top, side, front **’
ii. Light fixtures and switches — top, sides, front "*’
iii.  Window frames and sills
iv. Lamp fixtures (if any) >’
v. Chairs — surfaces and frame * chair arm rails only if cushions are fabric
vi. Dressers — top, sides, front "*’
vii. Side table — top, sides, front **’
viii. Overbed table — base, top, frame **’
ix. Door handles *’
5. Clean resident bed
a. As needed or when room is carbolized * wipe headboard and side rails with
bleach wipes
6. Spot clean soiled areas
a. Check walls and doors
b. Remove cobwebs and dust with high duster
c. Wipe soiled areas with cloth and HDOX green solution
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POLICY: RESIDENT ROOM CLEANING - OCCUPIED ROOM continued

7. Clean wastebasket
a. Remove liner and discard in trash bin on housekeeping cart
b. Wipe inside and outside surfaces of can
c. Install new plastic liner
8. Dust/Damp mop — Mop bathroom and resident room as one activity, mopping the
bathroom last (see Wet/Damp Mopping procedure above)
9. Replenish supplies and equipment for resident care as needed
10. Place used flat mop in laundry bag attached to housekeeping cart

Recordkeeping: n/a

(INTENTIONALLY LEFT BLANK)
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POLICY: RESIDENT ROOM CLEANING - UN-OCCUPIED ROOM

PURPOSE:
To maintain a clean, hygienic and attractive room for new admissions

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURES:

1. Dust furniture and fixtures

a. Use dust cloth and high dusting tool
b. Include all furniture, fixtures, lamps, equipment, etc.
2. Dust bathroom fixtures
a. Use high dusting tool and dusting cloth...include light fixtures, pipes under sink,
mirror, towel bar/rack, etc.

Check for and remove cobwebs with high dusting tool
Dust mop floor
Check overall condition of the room to include:
Drapes
Curtains
Floor tile
Wall coverings
Lights
Fixtures
Pictures, etc

h. Plumbing
Damp mop resident room and resident bathroom
7. Check unoccupied room daily and follow cleaning procedure every third day

oW
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Recordkeeping: n/a
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POLICY: RESIDENT ROOM DISCHARGE CLEANING

PURPOSE:
To thoroughly clean the entire room including furniture and fixtures prior to a resident
admission and to assure that surfaces are clean and hygienic

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURES:
1. Prepare area
a. Check to assure resident room is not an isolation room ....if it is; use proper
precautions to prevent exposure
b. Mist spray high touch surfaces (see High Touch Surfaces, pg125)
c. Check for resident belongings left behind and if any found return same to nursing
supervisor indicating which room and bed they came from
d. Move any specialized equipment into hallway and inform nursing supervisor that
you have done so
2. Clean resident bathroom first (see Resident Bathroom Cleaning policy above)
3. Damp cleaning
a. Damp wipe the following with HDOX Red solution and cloth
i.  Furniture surfaces — top, side, front
ii. Light fixtures and switches — top, sides, front
iii. Window frames and sill
iv. Lamp fixtures
v. Chairs — surfaces and frame
vi. Dressers — top, sides, front
vii. Side table — top, sides, front
viii. Overbed table — base, top, frame
iX. Any other equipment or furniture
x. Damp wipe medical equipment and cover with plastic (return to nursing)
4. Clean resident bed
a. Remove mattress
b. Clean all surfaces of bed and bed frame with a cloth and HDOX Red solution
c. Wipe mattress on all surfaces paying special attention to seams and tufts (ends,
sides, top and bottom)

5. Spot clean soiled areas
a. Check walls and doors
b. Remove cobwebs and dust with high duster
c. Wipe soiled areas with cloth and HDOX green solution
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POLICY: RESIDENT ROOM CLEANING - RESIDENT DISCHARGE
continued

6. Clean wastebasket
a. Remove liner and discard in trash bin on housekeeping cart
b. Wipe inside and outside surfaces of can
c. Install new plastic liner
7. Dust/Damp mop — Mop bathroom and resident room as one activity (see Wet/Damp
Mopping procedure above)
8. When floor has dried
a. Inspect curtains and draperies for stains and soil marks
b. Inform supervisor if these items need to be exchanged with clean ones
c. If replacement is not needed, use vacuum to remove dust buildup
d. Wash hands and arms with appropriate hand washing method
9. Replenish supplies and equipment for resident care as needed
10. Place used flat mop in laundry bag attached to housekeeping cart

Recordkeeping: n/a

(INTENTIONALLY LEFT BLANK)
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POLICY: RESIDENT ROOM CLEANING — OCCUPIED ISOLATION
ROOM — NON-C-DIFF

PURPOSE:
To maintain resident rooms clean, hygienic and attractive without disrupting resident
care and activities

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURES:
1. NOTE: ISOLATION ROOMS ARE CLEANED AFTER OTHER AREAS ARE
COMPLETE UNLESS INSTRUCTED By SUPERVISOR
2. Prepare to enter room
a. Read isolation card on door to determine the protective clothing to be worn. Put
on mask, gown, gloves, and over-shoe booties as required.
3. Prepare equipment
a. Carry all supplies and equipment into the isolation room. Do not leave the room
with gown or other protective clothing on.
Clean resident bathroom first (see Resident Bathroom Cleaning policy above)
Clean resident room (see Resident Room Cleaning policy above)
a. Disinfect all high touch surfaces with HDOX Red (FOLLOW VIREX LABEL
DIRECTIONS FOR CONTACT DWELL TIME)
b. Spray Envirox Critical Care on bed handrails, chair rails, bathroom fixtures, and
doorknobs. Allow solution to air dry
6. Floor Cleaning
a. Wet mop in HDOX green solution
b. Mop thoroughly to pick up and rinse applied solution
7. Gather waste — place sealed plastic bags from waste containers into a second clearly
tagged and/or labeled liner and seal that liner
8. Leaving the Isolation Room —
Open door with a clean paper towel.
. Discard in wastebasket.
Remove protective clothing
. Remove mask by strings
Remove gown gently, folding it inside out, and dispose of in proper receptacle
Wash arms and hands
. Place used flat mops in separate plastic bag and place that bag in laundry bag
attached to housekeeping cart

ok~
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Recordkeeping: n/a
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POLICY: RESIDENT ROOM CLEANING — CARBOLIZATION

PURPOSE:
To thoroughly clean and disinfect the entire resident room including furniture and
fixtures prior on a scheduled basis and to assure that surfaces are clean and hygienic

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURES:
1. Frequency — Each resident room will be carbolized once per month
2. Scheduling — inform nursing in advance of performing cleaning activities so that the
nursing staff has sufficient time to remove bedding
3. Prepare area
a. Check to assure resident room is not an isolation room ....if it is use proper
precautions to prevent exposure
4. Clean resident bathroom first (see Resident Bathroom Cleaning policy above)
5. Inspect and replace as needed: Privacy curtains
6. Damp cleaning
a. Dry dust and damp wipe the following with HDOX red solution and green cloth
i. Furniture surfaces — top, side, front
ii. Light fixtures and switches — top, sides, front
iii. Window frames and sill
iv. Lamp fixtures
v. Chairs —surfaces and frame
vi. Dressers — top, sides, front
vii. Side table — top, sides, front
viii. Overbed table — base, top, frame
iIX. Any other equipment or furniture
7. Clean resident bed
a. Remove mattress
b. Clean all surfaces of bed and bed frame with a cloth and Virex solution
c. Wipe mattress on all surfaces paying special attention to seams and tufts (ends,
sides, top and bottom)

8. Spot clean soiled areas
a. Check walls and doors
b. Remove cobwebs and dust with high duster
c. Wipe soiled areas with cloth and HDOX green solution
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POLICY: RESIDENT ROOM CLEANING — CARBOLIZATION continued

9. Clean wastebasket
a. Remove liner and discard in trash bin on housekeeping cart
b. Wipe inside and outside surfaces of can
c. Install new plastic liner
10. Dust mop —follow procedure for dust mopping (see Dust Mopping procedure above)
11. Damp mop — Mop bathroom and resident room as one activity (see Wet/Damp
Mopping procedure above)
12. When floor has dried
a. Inspect curtains and draperies for stains and soil marks
b. Inform supervisor if these items need to be exchanged with clean ones
c. If replacement is not needed, use vacuum to remove dust buildup
d. Wash hands and arms with appropriate hand washing method
13. Replenish supplies and equipment for resident care as needed
14. Place used flat mops in laundry bag attached to linen cart

(INTENTIONALLY LEFT BLANK)
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POLICY: RESIDENT ROOM CLEANING - C-DIFF DISCHARGE AND
MONTHLY CARBOLIZATION

PURPOSE:
To thoroughly clean and disinfect the entire resident room including furniture and
fixtures prior upon a discharge of a monthly scheduled basis and to assure that surfaces
are clean and hygienic

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper
Nursing Staff

PROCEDURES:
1. Frequency — Each resident room will be carbolized once per month or upon discharge
3. Scheduling — inform nursing in advance of performing cleaning activities so that the
nursing staff has sufficient time to remove bedding
4. Prepare area
a. Ensure use proper precautions to prevent exposure
5. Clean resident bathroom first (see Resident Bathroom Cleaning policy above)
Replace always: Privacy curtains and window curtains
7. Damp cleaning (mist spray high touch surfaces with HDOX Red (see pg. 125)
a. Damp wipe the following with HDOX green solution and green cloth. Upon
wiping with HDOX wipe surfaces with bleach wipe as indicated with **’
i. Furniture surfaces — top, side, front *
ii. Light fixtures and switches — top, sides, front *
iii. Window frames and sill
iv. Lamp fixtures (if any) *
v. Chairs — surfaces and frame (* chair arm rails)
vi. Dressers — top, sides, front *
vii. Side table — top, sides, front *
viii. Overbed table — base, top, frame *
iX. Door handles and door surfaces (both interior and hall side) *
8. Clean resident bed
a. Remove mattress
b. Clean all surfaces of bed and bed frame with a cloth and HDOX Red solution
and then wipe with a bleach wipe *
c. Wipe mattress on all surfaces paying special attention to seams and tufts
(ends, sides, top and bottom) and then wipe with a bleach wipe *
9. Clean Walls and doors utilizing Waffle cloth
a. Starting high remove cobwebs and dust with high duster
b. Wipe soiled areas with cloth and HDOX green solution
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POLICY: RESIDENT ROOM CLEANING — CARBOLIZATION continued

10. Clean wastebasket
a. Remove liner and discard in trash bin on housekeeping cart
b. Wipe inside and outside surfaces of can
c. Install new plastic liner
11. Damp mop — Mop bathroom and resident room as one activity (see Wet/Damp
Mopping procedure above)
12. Replenish supplies and equipment for resident care as needed
13. Place used flat mops in laundry bag attached to linen cart

(INTENTIONALLY LEFT BLANK)
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POLICY: PUBLIC RESTROOM CLEANING

PURPOSE:

To provide and aseptic and pleasant restroom facility for public use

SCOPE:

Housekeeping

RESPONSIBILITY:

Director of Housekeeping

Housekeeper
PROCEDURES:
1. Prepare the area
a. Knock on door, if occupied wait until the user has finished toileting activities
2. Fixtures
a. Wipe outer surfaces with HDOX Red) and cloth. Toilet to be disinfected last
3. Mirror
a. Using a Waffle cloth and HDOX green solution, wipe all surfaces to remove
dust, buildup, and streaks
4. High Dusting
a. Using a damp Waffle green cloth, remove cobwebs from corners and edges at
ceiling
5. Sink
a. Wipe the inside and outside surfaces with a cloth and disinfecting solution
b. Use a créme cleanser on the bottom surfaces
c. Be sure to rinse cloth frequently and change water as needed
d. Wipe sink with cloth and disinfecting solution
6. Floors and Walls

a. Spot clean walls with HDOX (green) and Waffle green cloth
b. Using HDOX Red) solution and a cloth wipe walls with particular attention to
area of switches and door handles

Clean Wastebasket
c. Remove liner and dispose of in trash container on housekeeping cart

d. Wipe interior and exterior surfaces of can with cloth and HDOX (green) solution
e. Install new plastic liner

Recordkeeping: n/a
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POLICY: ELEVATOR CLEANING

PURPOSE:
To establish guidelines for properly cleaning of all surfaces in the elevators

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping

PROCEDURES:
a. Daily -
a. Wipe interior walls of elevator with neutral disinfecting solution
b. Wipe elevator control panel with HDOX (green) solution
c. Using the Relflex mop system and HDOX (green) solution scrub floor of
elevator starting at the edges of the walls and then, utilizing a figure eight
motion, clean the remaining floor area
d. Inspect elevator door tracks — clean if needed
b. Weekly —
a. Prior to cleaning the interior walls and floors; soak the elevator door
tracks with HDOX green and cloth, utilizing a scrubbing back and forth
motion removing any build-up of dirt.

Recordkeeping: n/a

(INTENTIONALLY LEFT BLANK)
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POLICY: CLEANING CHEMICAL and PAPER SUPPLY INVENTORY

PURPOSE:
To establish methods and maintain levels of cleaning supply and paper goods par levels
to assure that the housekeepers have sufficient quantities of cleaning materials to
effectively disinfect and clean all surfaces

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURE:
1. Supplies are stored in the Housekeeping storage room located on the ground floor
2. As supplies are pulled from stock, the quantities of removed items are recorded on
the inventory tracking form which is located in the storage room.
3. Replenishment of inventory is based on the total number of items recorded
previously on the tracking form

Recordkeeping: Inventory tracking forms are maintained in the Housekeeping office
once the orders have been placed.

(INTENTIONALLY LEFT BLANK)
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POLICY: REFRIGERATOR CLEANING

PURPOSE:
To clean and disinfect refrigerators used in resident care areas

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURE:
Schedule of Cleaning:
Daily (inspection and clean spills)

Equipment/Solutions Required:
a. HDOX green cleaner
b. Waffle green cleaning cloth

Cleaning Procedure:
a. Wipe interior and exterior surfaces with cloth and HDOX green cleaner
b. Sign and date the log sheet

Recordkeeping: the housekeeper signs and dates the cleaning log sheet each time the
refrigerator is cleaned.

(INTENTIONALLY LEFT BLANK)
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POLICY: QUALITY ASSURANCE PROGRAM

PURPOSE:
To determine the effectiveness of cleaning methods, processes, and training in an on-
going quality improvement basis utilizing daily and monthly documented Quality
Assurance Inspection forms

SCOPE:
Housekeeping

RESPONSIBILITY:
Administrator
Director of Housekeeping

PROCEDURE:
1. Inspection of Resident Rooms
a. The Director of Housekeeping shall, on a daily basis, inspect a minimum of
one resident room per housekeeper position (i.e., 6 housekeepers = six
documented room inspections) utilizing a Quality Assurance Inspection form
(see sample form below, Exhibit "A”)
I. If problems are indicated, the Director will address the findings with
the individual housekeeper/porter
ii. Once the housekeeper has been made aware of the issue(s) they will
then correct the deficiencies
iii.  Upon correction of the deficiencies, the Director and the
housekeeper/porter will sign the associated QAI form
2. Assupplies are pulled from stock, the quantities of removed items are recorded on
the inventory tracking form which is located in the storage room.
3. Replenishment of inventory is based on the total number of items recorded
previously on the tracking form

Recordkeeping: QAI forms are maintained in the Housekeeping office.
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EXHIBIT "A’ — RESIDENT ROOM INSPECTION FORM (SAMPLE)

OCEAN HEALTHCARE ELMORA HILLS
RESIDENT ROOM INSPECTIONS
HOUSEKEEPING QUALTITY ASSURANCE PROGRAM DATE: / /

RESIDENT ROOM #(s) | [ |

HIGH DUSTING
Overbed Light
Door Sills

Door Closure

Picture Frames

Window Frames

Window Sills

window Tracks

Wardrobes

LOW DUSTING
Chair Frames

Bed Frames
Overbed Tables
IV Poles

Wheel Chair

SURFACES
Counter Top
Overbed Tables
Headboard,/Footboard
walls
Floors/Corners/Edges

BATHROOM

Corners/Edges

Stains

Dirty

Toilet

Light - High Dusting
Light - Cover

Manager Signature: Employee Signature:
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EXHIBIT 'B’ — AREA INSPECTION FORM (SAMPLE)

OCEAN HEALTHCARE ELMORA HILLS

AREA INSPECTIONS
HOUSEKEEPING QUALTITY ASSURANCE PROGRAM DATE: / / FLOOR #

ROOM kemral Showevl Nurse Station |3ublic Rest Rmsl Dining Room | TV Lounge | CleanLinen | Sciled Linen | Janitor Closet

HIGH DUSTING Pass Fail Pass Fail Pass Fail Pass Fail Pass Fail Pass Fail Pass Fail Pass Fail
Door Sills

Door Closure

Picture Frames

Window Frames

Window Sills

Window Tracks

LOW DUSTING
Chair Frames
IV Paoles
Other

SURFACES
Counter Top
Walls

Floor/Corners/Edges

PUBLIC BATHROOM
Corners/Edges
Fixtures

Mirrar

Toilet

Light - High Dusting
Light - Cover

Inspector Signature: Employee Signature:

Comments:
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POLICY: TRAINING

PURPOSE:
To provide a comprehensive training program specific to general cleaning, floor care,
and specialized cleaning methods

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper
Porter

PROCEDURE:
1. Upon new hire and re-training
a. The Director of Housekeeping shall provide to the individual housekeeper or
porter training specific to the Training Modules (see Training Modules 1&2)
i. Competency -Upon completion of training individual new hire, the
Director shall instruct the staff member to physically demonstrate the
methods taught within each component of the training modules.

ii. If indicated, the staff member will be provided training and
competency measurement until correct methods are demonstrated.

iii. Once the staff member has successfully demonstrated competency,
the Director shall document the completion of training and maintain
documentation (see Training/In-service Recording Form) in the
housekeeping office

Recordkeeping: Training/In-service Recording Forms are maintained in the
Housekeeping office.
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TRAINING MODULE ONE - DOCUMENTATION

Instructions: 1. if a component of this training module is not necessary to the staff

members assigned work task assignments indicate check 'n/a’.

2. Provide training relative to each component described below utilizing
the method instructions for each subject matter.

3. Observe the staff member while they perform the individual work task

as indicated in the methods instruction and by training

4. If the staff member demonstrates competency, indicate by placing a
check mark next to "Pass’

5. If the staff member does not demonstrate competency review the
Method again and provide them with the opportunity to fully
demonstrate competency (see Item 4)

Pass o n/a o - Dust-controlling

Pass o n/a o - Damp-mopping (single bucket, single solution) — using conventional
cleaning product

Pass o n/a o - Flat-mopping — using HDOX cleaning product

Pass o n/a o - Flat-mopping - using HDOX disinfectant cleaning product

Pass o n/a o - Spray cleaning — using high-speed rotary machine

Pass o n/a o - Ultra high-speed buffing and burnishing

Pass o n/a o - Floor scrubbing using standard speed rotary machine

Pass o n/a o - Floor scrubbing using an automatic scrubber-dryer

Pass o n/a o - Floor stripping

Pass o n/a o - Applying floor polishes and sealants

Pass o n/a o - Stain removal

Pass o n/a o - Chewing gum removal

Pass o n/a o - Suction cleaning

Pass o n/a o - Water extraction

Date: / / Employee Name:

Employee Signature:

Manager Signature:

Note: Do not sign until competency is complete. Repeat training until employee passes
Competency Measurement.
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TRAINING MODULE TWO - DOCUMENTATION

Instructions: 1. If a component of this training module is not necessary to the staff
members assigned work task assignments indicate check ‘n/a’.
2. Provide training relative to each component described below utilizing
the method instructions for each subject matter.
3. Observe the staff member while they perform the individual work task
as indicated in the methods instruction and by training
4. If the staff member demonstrates competency, indicate by placing a
check mark next to "Pass’
5. If the staff member does not demonstrate competency review the
Method again and provide them with the opportunity to fully
demonstrate competency (see Item 4)

Pass o n/a o — Damp Mopping - Horizontal and Vertical Surfaces

Pass o n/a o - Damp Mopping - Bedside & Overhead Lamps/lighting

Pass o n/a o - Damp Mopping - Chairs

Pass o n/a o - Damp Mopping - Radiator/air conditioner unit

Pass o n/a o - Damp Mopping - Beds

Pass o n/a o - Spot-mopping — using HDOX cleaning product (see Module 1)

Pass o n/a o - Spot-mopping — using HDOX disinfectant cleaning product (see module 1)
Pass o n/a o - Flat-mopping — using HDOX cleaning product (see Module 1)

Pass o n/a o - Flat-mopping - using HDOX disinfectant cleaning product (see Module 1)
Pass o n/a o — Glass — internal and mirrors

Pass o n/a o - Suction cleaning (see Module 1

Pass o n/a o — Bath cleaning

Pass o n/a o — Replenishing consumables — soap dispenser

Pass o n/a o — Replenishing consumables — hand disinfectant

Pass o n/a o — Replenishing consumables — paper towels

Pass o n/a o — Replenishing consumables — toilet roll/toilet tissue

Pass o n/a o — Shower cubicle cleaning

Pass o n/a o — Limescale removal — shower head and hoses

Pass o n/a o — Limescale removal — faucets, fittings, tile

Pass o n/a o — Limescale removal — floors Pass o n/a o — Terminal cleaning of
vacated rooms

Pass o n/a o — Spilling of bodily fluids Pass o n/a o — Bath hoist cleaning

Pass o n/a o — Commode cleaning Pass o n/a o — IV drip/feeding stand

Pass o n/a o — Mattress cleaning Pass o n/a o — Carts cleaning

Pass o n/a o — Walking aides cleaning Pass o n/a o — Wheelchair cleaning

Pass o n/a o — Weighing scale cleaning Pass o n/a o — Glass — external

Pass o n/a o — Dusting — high dusting
Pass o n/a o — Walls — spot cleaning
Pass o n/a o — Furniture

Pass o n/a o — Refrigerator cleaning
Pass o n/a o — Hand wash basin/sink

Date: / / Employee Name:
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Employee Signature:

Manager Signature:

Note: Do not sign until competency is complete. Repeat training until employee passes competency
TECHNICAL METHOD STATEMENTS

This section consists of a set of technical method statements. This give guidance on how to perform effectively all
common cleaning tasks likely to be required in a healthcare setting.

Healthcare cleaning technology and practice is continually evolving to respond to and anticipate the ever changing
requirements of healthcare environments. This Manual will be reviewed regularly to take account
of these changes.

The cleaning method statements contained in this Manual may be used for training purposes and for work planning.
They should also be used to inform the review of current service provision and current cleanliness policies, as
described in Section 1. The housekeeping department’s cleaning method statements are available for cleaning staff
to consult.

NOTE: Limitations of these technical method statements.
The method statements provide sound practical guidance on general techniques. They cannot provide definitive

guidance on the use of every cleaning product, nor on the cleaning of every item. In all cases, healthcare providers
must refer to the manufacturer’s instructions for specific guidance.

(INTENTIONALLY LEFT BLANK)
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TRAINING MODULE ONE

FLOOR CARE METHODS, MATERIALS, AND EQUIPMENT

The following subjects specify the methods required to effectively clean and maintain floors and
carpets within the facility. The following subjects will guide the porters and housekeepers in the
selection and use of tools, materials, and proper methods to be utilized for maintenance of floor
surfaces.

FLOOR CLEANING

"D OoOS3ITATTSQ@TOQ0TY

Dust-controlling

Damp-flat mopping (single bucket, single solution) — using HDOX cleaning product
Spot-mopping — using HDOX cleaning product

Spot-mopping — using HDOX Red disinfectant cleaning product
Flat-mopping — using HDOX cleaning product

Flat-mopping - using HDOX Red disinfectant cleaning product
Spray cleaning — using high-speed rotary machine
Ultra-high-speed buffing and burnishing

Floor scrubbing using standard speed rotary machine

Floor scrubbing using an automatic scrubber-dryer

Floor stripping

Applying floor polishes and sealants

Stain removal

Chewing gum removal

Suction cleaning

Water extraction

Carpet shampooing

(INTENTIONALLY LEFT BLANK)
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DUST-MOPPING

Equipment and materials required:

e dustpan and brush;

o Waffle squeegee and Waffle green microfiber cloth;

o disposable gloves;

e handheld scraper;

e housekeeping cart;

e laundry bag;

e warning signs.

Method

1. Wash hands and put on gloves.

2. Display the warning signs.

3. Attach the Waffle green cloth to the Waffle squeegee.

4. Pick up all large items of litter, for example tissues and sweet wrappers.

5. Use the scraper to remove any chewing gum or other large deposits attached to the floor.
Very gently run the scraper blade along the surface towards the deposit and then work it
gently in a semi-circular motion until the deposit is removed. Take care not to damage the
surface.

6. When dust-mopping in a room, aim to finish by the door and start at the furthest point away
from it. When dust-mopping a long corridor, aim to perform the task in small sections of
between ten and fifteen paces.

7. Clean the edges of the floor first, with the leading edge of the dust-mop, then work
backwards, dusting the area using an overlapping figure-of-eight pattern. The dust-mop
should remain in contact with the floor at all times.

8. When the Waffle green cloth has become full of dust, remove and dispose of it and replace
it with a new one. Place soiled green clothes into a laundry bag.

9.  Use the dustpan and brush to collect remaining particles.

10. On completion of the task, clean and dry all equipment and store safely and tidily in a
secure storage area.

11. Remove gloves and wash hands.
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SPOT-MOPPING USING HDOXDISINFECTANT CLEANING PRODUCT

Equipment and materials required:

e Mop charging bucket;

e  Disposable glove;

e  Waffle mop handle;

o  Waffle flat mop;

e Housekeeping cart;

e  laundry bag;

e warning signs;

e  HDOX disinfectant cleaning product;

Method

1.  Wash hands and put on gloves.

2. Display the warning signs.

3. Place appropriate number of mop clothes into mop charging bucket and add 1 quart of HDOX solution for
every 10 flat mop cloths.

4.  Attach the Waffle flat mop cloth to the Waffle squeegee mop handle.

5. Spot-mop the floor to remove stains or spillages, leaving the floor as dry as possible.

6. Replace the flat mop cloth as required throughout the cleaning process, placing the flat mop cloth in the
laundry bag.

7. On completion, remove the flat mop head and place in the laundry bag, clean and dry all equipment and store
safely and tidily in a secure storage area.

8. Remove gloves and wash hands.

(INTENTIONALLY LEFT BLANK)
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FILAT-MOPPING USING HDOX CLEANING PRODUCT

Equipment and materials required:

e mop charging bucket;

e  disposable gloves

e flat mop handle;

e flat mop head;

e  housekeeping cart;

e laundry bag;

e warning signs;

e  HDOX cleaning solution (green);

Method

1. Wash hands and put on gloves.

2. Display the warning signs.

3. Dust-mop the floor (refer to the dust-mopping method statement) or suction clean the floor (refer to suction
cleaning method statement).

4. Fold Waffle flat mops and wiping clothes and place in mop charging bucket

5. For every ten flat mops/clothes add one quart of green HDOX cleaning solution. Pour carefully into the
bucket.

6. Attach the mop head to the mop handle.

7. Mop edges of the floor with a straight stroke and then continue working from side to side in a backwards
direction, using a figure-of-eight pattern, turning the mop frequently leaving the floor as dry as possible.

8. Mop the floor in 3-6 square foot sections.

9. Replace the mop head at each resident room throughout the cleaning process, placing the mop head in the
laundry bag.

10. On completion, remove the final mop head and place in the laundry bag, clean and dry all equipment and store
safely and tidily in a secure storage area.

11. Remove gloves and wash hands.

(INTENTIONALLY LEFT BLANK)
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SPRAY CLEANING USING HIGH-SPEED ROTARY MACHINE

Equipment and materials required:

disposable gloves;

HDOX labeled spray bottle;
floor pad and drive disc;
high-speed rotary machine;
laundry bag;

warning signs;

neutral floor cleaning product.

Method

Plan work route and when necessary, temporarily move items that may obstruct you to a new, safe location.

Wash hands and put on gloves.

Display warning signs.

Dust-mop or suction clean the floor, (refer to the dust-mopping method statement or suction cleaning method

statement).

5. Damp-mop if necessary (refer to damp-mopping method statement) ensuring the floor is dry before spray
cleaning.

6. Attach the floor pad to the high-speed machine in strict accordance with the manufacturer’s instructions and
with your training.

7.  Prepare the cleaning solution in strict accordance with the manufacturer’s instructions and with your training.
Do not mix chemicals and only use a cleaning product provided by your supervisor.

8.  Unwind cable and plug into an electrical outlet.

9. Adjust handle to a comfortable height for you to use.

10. Ensure that you are holding the high-speed machine firmly and that the cable is behind the machine.

11. Switch the machine on. Beware of the initial “kick”.

12. Spray a fine mist of the cleaning solution over the floor to be cleaned, holding the spray gun no more than one
three feet from the floor surface. Five sprays are sufficient for 6-9 square feet. Do not over spray as this will
result in a slippery floor.

13. Spray clean the floor area by moving the high-speed machine in continuous passes working forward, then
working backwards to give the best result.

14. When the floor pad becomes full of dirt, unplug the machine and replace the pad with a clean one, placing the
used floor pad in the laundry bag.

15. On completion, remove the final floor pad and place in the laundry bag, clean and dry all equipment and store
safely and tidily in a secure storage area.

16. With dry hands, remove the plug from the mains socket and rewind the electricity cable.

17. When the area is completely dry, return any items to their original positions.

18. Remove gloves and wash hands.

PO E
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ULTRA HIGH-SPEED BUFFING AND BURNISHING

Equipment and materials required:

e  disposable gloves;

e  floor pad and drive disc;

e ultra-high-speed rotary machine (with or without suction unit);

e laundry bag;

e warning signs.

Method

1.  Plan work route and when necessary, temporarily move items that may obstruct you to a new, safe location.

2. Wash hands and put on gloves.

3. Display warning signs.

4.  If the ultra-high-speed machine does not have an integral suction unit, dust-mop or suction clean the floor
(refer to the dust-mopping method statement or suction cleaning method statement).

5. Ifthe ultra-high-speed machine has an integral suction unit, check the filter and bag and replace if necessary.

6. Damp-mop if necessary (refer to damp-mopping method statement) ensuring the floor is dry before buffing.

7. Attach the floor pad to the high-speed machine in strict accordance with the manufacturer’s instructions and
with your training.

8.  Unwind cable and plug into a mains socket.

9. Adjust handle to a comfortable height for you to use.

10. Ensure that you are holding the high-speed machine firmly and that the cable is behind the machine.

11. Switch the machine on. Beware of the initial “kick”.

12. Buff the floor by moving the machine in a straight line in a continuous series of overlapping passes, beginning
with the edges. Do not allow the machine to remain over one area constantly: this will damage the floor
surface.

13. If the floor pad becomes full of dirt, unplug the machine and replace the pad with a clean pad, placing the used
floor pad in the laundry bag.

14. With dry hands, remove the plug from the mains socket and rewind the electricity cable.

15.  On completion, remove the final floor pad and place in the laundry bag, clean and dry all equipment and store
safely and tidily in a secure storage area.

16. When the area is completely dry, return the furniture to original position.

17. Remove gloves and wash hands.

(INTENTIONALLY LEFT BLANK)
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SPRAY HIGH-SPEED BUFFING

Equipment and materials required:

High speed buffer/burnisher;
Spray bottle;
Disposable gloves;
mop handle;
dust mop;
wet mop head;
housekeeping cart
bucket
wringer
buffing pad (white, red, or gorilla)
o White for high speed buffing; achieves deep shine
o Red is used for spray buffing
o Gorillais used for high speed buffing to remove scuff marks and scratches
e laundry bag;
e warning signs;

Method

1. Plan work route and when necessary, temporarily move items that may obstruct you to a new, safe location.
2. Wash hands and put on gloves.

3.  Display warning signs.

4.  If the ultra-high-speed machine does not have an integral suction unit, dust-mop or suction clean the floor

(refer to the dust-mopping method statement or suction cleaning method statement).

If the ultra-high-speed machine has an integral suction unit, check the filter and bag and replace if necessary.

Damp-mop if necessary (refer to damp-mopping method statement) ensuring the floor is dry before buffing.

7. Attach the floor pad to the high-speed machine in strict accordance with the manufacturer’s instructions and
with your training.

8. Unwind cord and plug into an electrical outlet.

9.  Adjust handle to a comfortable height for you to use.

10. Ensure that you are holding the high-speed machine firmly and that the cable is behind the machine.

11. Switch the machine on. Beware of the initial “kick”.

12. Buff the floor by moving the machine in a straight line in a continuous series of overlapping passes, beginning
with the edges. Do not allow the machine to remain over one area constantly: this will damage the floor surface.

13. If the floor pad becomes full of dirt, unplug the machine and replace the pad with a clean pad, placing the
used floor pad in the laundry bag.

14. With dry hands, remove the plug from the mains socket and rewind the electricity cable.

15.  On completion, remove the final floor pad and place in the laundry bag, clean and dry all equipment and store
safely and tidily in a secure storage area.

16. When the area is completely dry, return the furniture to original position.

18. Remove gloves and wash hands.

I
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FLOOR SCRUBBING USING A LOW SPEED ROTARY MACHINE

Equipment and materials required:

disposable gloves;

bucket;

mop handle;

mop head;

edge cleaning tool and pad;

scouring pad;

floor pad and drive disc, or polypropylene brush head
standard speed rotary machine fitted with tank;
laundry bag;

warning signs;

low foam neutral detergent.

Method

1. Plan work route and when necessary, temporarily move items that may obstruct you to a new, safe

location.

Check battery level before use.

Wash hands and put on gloves.

Display warning signs.

Dust-mop or suction clean the floor (refer to the dust-mopping method statement or suction cleaning

method statement).

Clean and prepare the floor edges, using the edge cleaning tool and pad, if necessary. Attach pad to tool

and run the pad along the edge in a short-repeated motion, covering approximately three feet at a time.

7. Attach the floor pad or polypropylene brush head to the standard speed machine in strict accordance
with the manufacturer’s instructions and with your training.

8.  Prepare the cleaning solution in strict accordance with the manufacturer’s instructions and with your
training. Carefully pour the cleaning solution into the standard speed machine’s tank attachment.

9. Unwind cable and plug into a mains socket.

10. Adjust handle to a comfortable height for you to use.

11. Ensure that you are holding the standard speed machine firmly and that the cable is behind the machine.

12. Switch the machine on. Beware of the initial “kick”.

13. Starting at the point furthest away from where you have planned to end, start scrubbing the first 15
square foot section. Using the handle, release a small amount of the cleaning solution onto the floor.

14. Scrub the floor area by moving the high-speed machine in continuous, small, overlapping, side to side
movements.

15. Regularly replace the floor pad. Unplug the machine and replace soiled pads, placing the used floor pad
in the laundry bag.

16. For stubborn stains, manually use a small scouring pad.

17.  With dry hands, remove the plug from the mains socket and rewind the electricity cable.

18.  On completion, remove the final floor pad and place in the laundry bag, empty the water tank, clean and
dry all equipment and store safely and tidily in a secure storage area.

19. If necessary, damp-mop the floor with clean water (refer to damp-mopping method statement).

20. When the area is completely dry, return any items moved to their original positions.

21. Remove gloves and wash hands.
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FLOOR SCRUBBING USING AN AUTOMATIC SCRUBBER
Equipment and materials required:

automatic scrubber;
disposable gloves;

bucket;

mop handle;

mop head;

edge cleaning tool and pad;
scouring pad,;

floor pad and drive disc, or polypropylene brush head;
laundry bag;

warning signs;

neutral floor cleaning product.

Method

1. Plan work route and when necessary, temporarily move items that may obstruct you to a new, safe location.

Check battery level before use.

3. Ensure that the automatic scrubber-dryer’s floor pads or brush heads and its squeegee blade are clean prior

to use. Ensure that the float valve is in place and working.

Wash hands and put on gloves.

Display warning signs.

Dust-mop or suction clean the floor, (refer to the dust-mopping method statement or suction cleaning

method statement).

7. Clean and prepare the floor edges, using the edge cleaning tool and pad, if necessary. Attach pad to tool and
run the pad along the edge in a short repeated motion, covering approximately three feet at a time.

8.  Attach the floor pad or polypropylene brush head to the automatic scrubber-dryer in strict accordance with
the manufacturer’s instructions and with your training.

9.  Prepare the cleaning solution in strict accordance with the manufacturer’s instructions and with your
training. Carefully pour the cleaning solution into the automatic scrubber-dryer tank.

10. Check that the dirty water tank is empty and clean.

11. Turn the solution and vacuum on. Lower the squeegee. Starting at the point furthest away from where you
have planned to end, release a small amount of the cleaning solution onto the floor, ensure the extraction
system is set correctly and is working.

12. Scrub the floor area by moving the machine slowly forward over the area. Regularly check the dirty and
clean water tanks, emptying and refilling as necessary.

13. Regularly replace the floor pad. Unplug the machine and replace it, placing the used floor pad in the laundry
bag.

14. For stubborn stains, manually use a small scouring pad.

15. Remove any excess water and splashes using a mop or cloth.

16. With dry hands, remove the plug from the mains socket and rewind the electricity cable.

17. Oncompletion, remove the final floor pad and place in the laundry bag, empty the water tanks, clean and
dry all equipment and store safely and tidily in a secure storage area.

18. When the area is completely dry, return any items moved to their original positions.

19. Remove gloves and wash hands.
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FLOOR STRIPPING (PREPARATORY TO APPLYING FLLOOR POLISH OR
SEALANT)

Equipment and materials required:

Disposable gloves;

bucket;

mop handle;

mop head;

scraper;

edge cleaning tool and pad;
floor pad and drive disc;
standard speed rotary floor machine;
wet pick-up machine;

eye goggles;

knee pads;

laundry bag;

warning signs;

floor stripping chemical product;
universal indicator paper.

Method

Plan work route and when necessary, temporarily move items that may obstruct you to a new, safe location.

Wash hands and put on gloves.

Display warning signs.

Ensure standard speed machine and floor pads are clean prior to use.

Dust-control or suction clean the floor, (refer to the dust-mopping method statement or suction cleaning

method statement).

6. Remove chewing gum and other deposits using a scraper and weaken polish build-up to edges using an edge
cleaning tool. Attach pad to tool and run the pad along the edge in a short repeated motion, covering
approximately three feet at a time.

7. Attach the floor pad to the low speed machine in strict accordance with the manufacturer’s instructions and
with your training. Always use green pads to strip linoleum floors, as black pads may cause damage. Use
black pads for standard VCT tile floors.

8.  Prepare the floor stripper solution in strict accordance with the manufacturer’s instructions and with your
training. Use eye goggles when preparing the solution and remove afterwards. Carefully place the solution
in a mop bucket. Using the mop, apply the solution to the first fifteen foot section of flooring.

9.  Unwind cable and plug into a mains socket.

10. Adjust handle to a comfortable height for you to use.

11. Ensure that you are holding the low speed machine firmly and that the cable is behind the machine.

12. Switch the machine on. Beware of the initial “kick”.

13. Allow a five minute contact time for the stripper solution and then start stripping the floor by moving the
standard speed rotary machine in continuous, small, overlapping, side to side movements.

14. Do not allow the floor to dry while stripping the floor. If necessary, repeat the application of solution as
above.

15. When the floor pad becomes full of dirt, unplug the machine and replace it, placing the used floor pad in the

laundry bag.

aghwhPE
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FLOOR STRIPPING (PREPARATORY TO APPLYING FLOOR POLISH OR

SEALANT) CONTINUED
16. Use a wet pick-up machine to remove remaining slurry from the floor (refer to water extraction method
statement).
17. If polish residue remains, repeat the process, using increased solution strength and allow additional contact
time.

18. On completion, unplug the cord from the electrical outlet and remove the final floor pad and place in the
laundry bag, clean and dry all equipment and store safely and tidily in a secure storage area.
19. Remove gloves and wash hands.

(INTENTIONALLY LEFT BLANK)
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APPLYING FLOOR WAX OR SEALER

Equipment and materials required:

bucket;

mop handle;

flat mop head for applying wax or sealer;
disposable gloves;

housekeeping cards

warning signs;

liquid floor wax or sealant.

Method

Wash hands and put on gloves.

Display the warning signs.

Prepare the floor for polishing (refer to floor stripping method statement).

Pour the appropriate amount of floor wax or sealer into the reservoir.

Attach the mop head to the mop handle.

Place the mop head onto the surface of the wax so that the floor wax is slowly absorbed into the mop; do

not submerge the mop — when the mop is taken out of the bucket it should not be dripping.

7. Carefully apply the wax, starting at the point furthest from where you intend to finish. Begin with a single
stroke along the edge.

8.  Keeping the mop in contact with the floor, draw the wax or sealant across the floor so that a uniform
amount is evenly spread. Replenish mop with wax from the resevoir as required. As you go, ensure that the
floor has no bare patches, streaks or bubbles; the wax can be reworked with the mop for only 30 seconds
after it is applied (refer to manufacturer’s instructions for advice).

9.  When the area is completed, allow it to dry. Be careful not to walk on the surface until it is completely dry.

10. The second coat should then be applied. Repeat points 4, 5, 6, 7, 8 and 9 above, except that the polish
or sealant should be laid at right angles to the first coat.

11. A third coat may be applied if required, laying the wax at right angles to the second coat.

12.  On completion, remove the flat mop head and place in the laundry bag, clean and dry all equipment and
store safely and tidily in a secure storage area.

13. Return any items moved to their original positions.

14. Remove gloves and wash hands.

ouhkwhPE
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STAIN REMOVAL

Equipment and materials required:

e bucket;

e cloth;

e  soft or medium scrubbing brush;

e  disposable paper towels;

e  disposable gloves;

e  knee pads;

e warning signs;

e  carpet stain remover or general surface cleaner.
Method

Where possible, all liquid spillages should be absorbed and cleaned before they can dry, using paper towels. This
will normally prevent staining which is resistant to routine cleaning. Where such staining does occur, it should be
treated in the first instance by the friction method:

1. Wash hands and put on gloves.

2. Display the warning signs.

3. Put warm water into the bucket.

4. Wet and wring out the cloth, and rub gently at the stain, starting on the outer edge and working towards the
middle.

5. Change to use of the brush if 4) is unsuccessful.

6.  On completion, clean and dry all equipment and store safely and tidily in a secure storage area. Leave
warning signs in place until the area has thoroughly dried.

7.  Remove gloves and wash hands.

8.  If the friction method is unsuccessful, the chemical method should be used:

9.  Wash hands and put gloves on.

10. Display the warning signs.

11. Prepare the cleaning solution in the bucket, in strict accordance with the manufacturer’s instructions and

with your training. Do not mix chemicals, and only use a cleaning product provided by your supervisor.

12. Wet and wring out the cloth, and rub gently at the stain, starting on the outer edge and working towards the
middle.

13. Change to use of the brush if (11) is unsuccessful.

14. On completion, clean and dry all equipment and store safely and tidily in a secure storage area. Leave
warning signs in place until the area has thoroughly dried.

15. Remove gloves and wash hands.

If this is unsuccessful, the use of stain specific agents may be necessary, using the same general method. These may
cause damage to flooring. In all cases, consult your supplier, and ensure that small test patches are made.
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CHEWING GUM REMOVAL
Equipment and materials required:

scraper;

dustpan and brush;

disposable gloves;

eye goggles;

knee pads;

warning signs;

aerosol freezing spray for gum removal.

Method

1. Wash hands and put on gloves and kneepads if working on large areas. (Note: kneepads should be available
for use by staff that requires physical support regardless of the area to be covered).

2. Display the warning signs.

3. Insert directional tube into the aerosol spray head valve and spray freezing agent directly onto the surface of
the chewing gum for 4-5 seconds.

4. Immediately, use scraper to gently remove the frozen gum.

5. Use the dustpan and brush to collect the frozen pieces.

6. Repeat points 3 to 5 until deposit is removed.

7. Remove gloves and wash hands.

(INTENTIONALLY LEFT BLANK)
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VACUUM SUCTION CLEANING

Equipment and materials required:

disposable gloves;

vacuum suction cleaner (cylinder or upright);

vacuum suction cleaner attachments, e.g. crevice tool;
warning signs.

Method

CoNogR~wNE

10.

11.
12.

Plan work route and when necessary, temporarily move items that may obstruct you to a new, safe location.
Wash hands and put on gloves.

Display warning signs.

Check the internal dust bag and replace if full.

Check that the filters are clean and are not obstructed.

Manually pick up any larger items of debris from the floor, such as tissues and sweet wrappers.

Unwind cable and plug into a mains socket.

Use the crevice tool to suction clean any areas requiring this, including floor edges.

Use the floor head to clean the main body of the floor. The bristles should be in the “down” position for
hard floors and the “up” position for soft floors. Start at the point furthest from where you intend to finish
and clean the floor using short, parallel, overlapping lanes. Several passes may be required.

On completion, remove the plug from the mains socket and re wind the electricity cable. All equipment
should be cleaned and stored tidily in the secure storage area.

Return any items moved to their original positions.

Remove gloves and wash hands.
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WATER EXTRACTION

Equipment and materials required:

wet pick-up vacuum machine;
hose wand attachment;
disposable gloves;

mop handle;

mop head;

laundry bag;

warning signs.

Method

1. Plan work route and when necessary, temporarily move items that may obstruct you to a new, safe location.
Identify where you are going to dispose of dirty collected water, referring to risk assessment and your
supervisor.

2. Wash hands and put on gloves.

3. Display warning signs.

4.  Check that the wet pick-up machine is clean prior to use.

5. Unwind cable and plug into an electrical outlet. Switch on the wet vacuum machine, ensuring that the cable
is behind the machine.

6. Move the wet pick-up machine or wand slowly across the floor in a steady forward motion to pick up liquid.

7. Use the hose wand attachment, or other suitable attachments, to collect residual water from restricted areas.

8.  Each time the dirty water tank is full, turn off the machine and empty the tank in the identified area.

9.  On completion, turn off the machine and empty the dirty water tank in the identified area.

10. With dry hands, remove the plug from the mains socket and rewind the electricity cable.

11. Mop any small remaining wet patches (refer to spot-mopping method statement).

12. For stubborn stains, manually use a small scouring pad.

13. Remove any excess water and splashes using a mop or cloth.

14. On completion, clean and dry all equipment and store safely and tidily in a secure storage area.

15. When the area is completely dry, return any items moved to their original positions.

16. Remove gloves and wash hands.
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CARPET EXTRACTION

Equipment and materials required:

e  carpet shampooing machine with attachments;
e cloth;
e  domestic gloves;
e mop handle;
e mop head;
e laundry bag;
e warning signs;
e  carpet shampoo.
Method
1.  Plan work route and when necessary, temporarily move items that may obstruct you to a new, safe location.
Identify where you are going to dispose of dirty collected water, referring to your supervisor
2. Wash hands and put on gloves.
3. Display warning signs.
4.  Check that the machine is clean prior to use.
5. Vacuum Suction clean the floor (refer to vacuum suction cleaning method statement).
6. Prepare the cleaning solution in strict accordance with the manufacturer’s instructions and with your

training. Carefully pour the cleaning solution into the carpet shampoo machine’s tank.

Unwind cord and plug into an electrical outlet.

8.  Turn on the carpet shampooing machine, ensuring that both the solution release and extraction functions are
working.

9.  Starting at the furthest point from where you have planned to finish, begin carpet shampooing by moving
the machine slowly backwards and forwards in straight overlapping lines, covering a 6-9 square foot
section.

10. Turn off the solution release function and go over the section twice more using the suction function only.
Use attachment to reach areas inaccessible to the machine.

11. When the dirty water tank is filled, turn off the machine and dispose of the dirty water in the planned
location.

12.  On completion, empty the dirty water tank, clean and dry all equipment and store safely and tidily in a
secure storage area.

13.  With dry hands, remove the plug from the electrical outlet and rewind the electricity cord.

14. Wet vacuum suction clean the floor (refer to wet vacuum suction cleaning method statement).

15. When the area is completely dry, return any items moved to their original positions.

16. Remove gloves and wash hands.

~
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TRAINING MODULE TWO
GENERAL CLEANING METHODS

The following subjects specify the methods required to effectively clean and maintain floors
surfaces within the facility. The following subjects will guide the porters and housekeepers in
the selection and use of tools, materials, and proper methods to be utilized for maintenance and
disinfect of surfaces.

Damp Mopping - Horizontal and Vertical Surfaces
Damp Mopping - Bedside & Overhead Lamps/lighting
Damp Mopping - Chairs
Damp Mopping - Radiator/air conditioner unit
Damp Mopping - Beds
Spot-mopping — using HDOX cleaning product (see Module 1)
Spot-mopping — using HDOX disinfectant cleaning product (see module 1)
Flat-mopping — using HDOX cleaning product (see Module 1)
Flat-mopping - using HDOX disinfectant cleaning product (see Module 1)
Glass — internal and mirrors
lass - external
Suction cleaning (see Module 1)
Dusting — high dusting
Furniture polishing
Walls — spot cleaning
Microwave cleaning
Refrigerator cleaning
Bath cleaning
Hand wash basin/sink
Replenishing consumables — soap dispenser
Replenishing consumables — hand disinfectant
Replenishing consumables — paper towels
Replenishing consumables — toilet roll/toilet tissue
Shower cubicle cleaning
Limescale removal — shower head and hoses
Limescale removal — faucets, fittings, tile
Limescale removal — floors
Terminal cleaning of vacated rooms
Spilling of bodily fluids
Bath hoist cleaning
Commode cleaning
IV drip/feeding stand
Mattress cleaning
Carts cleaning
Walking aides cleaning
Wheelchair cleaning
Weighing scale cleaning
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Equipment and materials required:

e Mop charging bucket;

e cloth;

e  disposable gloves;

e housekeeping cart;

e  HDOX cleaning solution;

e warning signs.

Method

1. Wash hands and put on gloves.

2. Display warning signs.

3. Fold microfiber cleaning clothes and place in mop charging bucket.

4, Place the bucket on the housekeeping cart.

5. Pour one quart of cleaning solution in bucket for every 10 cleaning clothes.

6. Remove items from the surface to be cleaned.

7. Begin damp-dusting. For small flat surfaces, wipe in straight lines beginning with the edges. For larger
surfaces, begin with the edges and damp-dust using an overlapping figure-of-eight pattern. Turn the cloth on
each second pass, and rinse regularly in the solution.

8. Take care to damp-dust the edges and undersides of surfaces after the tops. Where extendable items, such as
bedside tables are to be damp-dusted, extend them before beginning to work.

9. Greasy or stubborn deposits may require repeated passes.

10. Replace any items moved on to the clean surface when it is dry.

11. On completion, place the cloth in a laundry bag, clean and dry all equipment and store safely and tidily in a
secure storage area.

12. Remove gloves and wash hands.

(INTENTIONALLY LEFT BLANK)

Housekeeping & Laundry Manual - Revised: September 14, 2022



\'/ OCEAN HEALTHCARE

DAMP-DUSTING - BEDSIDE AND OVERHEAD LAMPS

Equipment and materials required:

Mop charging bucket;
Microfiber cloth;
disposable gloves;
housekeeping cart;
HDOX cleaning solution;
warning signs;

Method

Wash hands and put on gloves.

Display warning signs.

Fold microfiber clothes and place in mop charging bucket.

Place the bucket on a housekeeping cart.

Pour one quart HDOX green cleaning solution in bucket for every 10 clothes.

Starting at the base, damp-dust all surfaces carefully avoiding the bulb and bulb fitting. Turn the cloth

regularly.

Greasy or stubborn deposits may require repeated passes.

Leave the lamp to dry.

9. On completion, place the cloth in the laundry bag on the cart, clean and dry all equipment and store safely
and tidily in a secure storage area.

10.  Remove gloves and wash hands.
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DAMP-DUSTING - CHAIR

Equipment and materials required:

Mop charging bucket;

Microfiber cloth;

disposable gloves;

housekeeping cart;

vacuum cleaner with crevice tool;
HDOX cleaning solution;
warning signs.

Method

Wash hands and put on gloves.

Display warning signs.

Fold microfiber cleaning clothes and place into mop charging bucket.

Place the bucket on a housekeeping cart.

Pour one quart of HDOX green cleaning solution into mop charging bucket for every 10 cleaning clothes

Use the suction cleaner and crevice tool to remove debris from between and underneath cushions and from

corners and edges (refer to vacuum suction cleaning method statement).

Dampen or rinse a cloth in the cleaning solution.

8. Begin damp-dusting. For small flat surfaces, wipe in straight lines beginning with the edges. For larger
surfaces, begin with the edges and damp-dust using an overlapping figure-of-eight pattern. Turn the cloth
on each second pass and rinse regularly in the solution.

9. Take care to damp-dust the edges and undersides of surfaces after the tops. Where extendable items, such
plate rests and footrests, are to be damp-dusted, extend them before beginning to work.

10. Greasy or stubborn deposits may require repeated passes.

11. On completion, place the cloth in a laundry bag, clean and dry all equipment and store safely and tidily in a
Secure storage area.

12.  Remove gloves and wash hands.
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DAMP-DUSTING - RADIATOR

Equipment and materials required:

Mop charging bucket;
Microfiber cloth;

disposable gloves;

flexible radiator cleaning tool;
housekeeping cart;

HDOX cleaning solution;
warning signs.

Additional Notes:

Radiator covers should be removed prior to cleaning. Where these are fixed and require unscrewing and re
screwing by the maintenance department, it is very important that the task is performed in a planned manner
to ensure that covers are not left off the radiators for any longer than is necessary for the cleaning process.
Carefully check the temperature of the exposed radiator by placing your hand near it. If you think it is too hot
for you to clean safely, inform your supervisor, who will consult with the maintenance department.

Method

NookrwhE
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11.

12.

Wash hands and put on gloves.

Display warning signs.

Fold microfiber cleaning clothes and place in mop charging bucket.

Place the bucket on a housekeeping cart.

Pour one quart of HDOX green in bucket for every ten clothes.

Remove radiator cover as described in the health and safety notes.

Begin damp-dusting. For small flat surfaces, wipe in straight lines beginning with the edges. For larger
surfaces, begin with the edges and damp-dust using an overlapping figure-of-eight pattern. Turn the
cloth on each second pass and rinse regularly in the solution.

Use the flexible radiator tool to reach less accessible areas.

Take care to damp-dust the edges and undersides of surfaces after the tops.

Greasy or stubborn deposits may require repeated passes.

On completion, place the cloth in laundry bag, clean and dry all equipment and store safely and tidily in a
secure storage area.

Remove gloves and wash hands.
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DAMP-DUSTING - BEDS

Equipment and materials required;

Mop charging bucket;
Microfiber cloth;
disposable gloves;

knee pads;

housekeeping cart;
HDOX cleaning solution;
warning signs.

Additional Notes:

e  This task will normally be performed while the patient is out of the bed. If it is necessary for the cleaning
to be done while the patient is present, seek permission from the nurse in charge to pump up the bed. Ensure
the cot side is up and explain to the patient what you are doing.

Method

Wash hands and put on gloves and knee pads.

Display warning signs.

Fold microfiber clothes and place into mop charging bucket.

Place the bucket on a housekeeping cart.

Pour one quart of HDOX green solution into mop charging bucket for every ten clothes

Raise or lower the bed to a convenient height for cleaning.

Temporarily remove items from the bed frame to a new and safe location.

Begin damp-dusting. Start from the top and work downwards to the base and the wheels. Turn the cloth

regularly.

9. Take care to damp-dust the edges and undersides of surfaces after the tops.

10. Greasy or stubborn deposits may require repeated passes.

11. Replace any items moved, back on to the bed frame when it is dry.

12. Lower or raise the bed to its original position.

13. On completion, place the cloth in laundry bag, clean and dry all equipment and store safely and tidily in a
secure storage area.

14.  Remove gloves and wash hands.
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GLASS - INTERNAL GLASS AND MIRRORS

Equipment and materials required:

Mop charging bucket

Microfiber cleaning cloth;
disposable gloves;

HDOX green labeled spray-bottle;
HDOX green cleaning solution;
warning signs.

Additional Notes:

e  Glass automatic doors must be switched off before cleaning. Where this requires the involvement of estates or
security personnel, this work must be planned to ensure that doors do not remain inactive for longer than
necessary for cleaning.

Method

=

Wash hands and put on gloves.

Display warning signs.

3. Prepare the cleaning solution in the labeled spray bottle, in strict accordance with the manufacturer’s
instructions and with your training. Do not mix chemicals and only use a cleaning product provided by
your supervisor.

N

4, Spray some of the cleaning solution onto the first cloth so that it is slightly damp.

5. Clean the glass surface or mirror, starting along the top edge and then working down in an overlapping
figure-of-eight pattern covering the entire surface.

6. Greasy or stubborn deposits may require repeated passes.

7. On completion, place the cloth in laundry bag on the cart, clean and dry the spray bottle and store safely and
tidily in a secure storage area.

8. Remove gloves and wash hands.
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GLASS - EXTERNAL GLASS

The routine cleaning of external glass is usually carried out by a specialist contractor. This method statement

is designed for use in carrying out additional cleans to low level external glass and the outside surfaces of glass
automatic doors in high traffic areas. It is not recommended that any climbing equipment is used in this cleaning
procedure. Glass automatic doors must be switched off before cleaning. Where this requires the involvement of
estates or security personnel, this work must be planned to ensure that doors do not remain inactive for longer than
necessary for cleaning.

Equipment and materials required:

e Mop charging bucket;

e  Microfiber cloth;

e  disposable gloves;

e non-abrasive pad;

e  squeegee blade with extension attachment;

e housekeeping cart;

e  HDOX cleaning solution;

e warning signs.

Method

1. Wash hands and put on gloves.

2. Display warning signs.

3. Check that the squeegee blade is undamaged, and that the extension pole will attach correctly.
4. Fold microfiber clothes and place in mop charging bucket.

5. Place the bucket on a housekeeping cart.

6. Fold microfiber clothes and place into mop charging bucket.

7. Utilize a cleaning cloth treated with HDOX green solution and apply liberally to glass surface, starting

along the top edge, then working downwards in an overlapping figure-of-eight pattern, rubbing away
noticeable deposits as you go.

8. For greasy or stubborn deposits, it may be necessary to use the non-abrasive pad. If this is unsuccessful the
scraper may be used. Very gently run the scraper blade along the surface towards the deposit and then work
it gently in a semi-circular motion until it is removed. Take care not to press down onto the surface.

9. Using the squeegee blade, with extension attachment if necessary, dry the window. Start with a single stroke
along the top edge, and then move downwards in an overlapping figure-of-eight pattern.

10.  Using the second cloth, clear the window frames of any remaining cleaning solution. Replace the cloth
when it becomes soiled.

11. On completion, place the cloths in laundry bag, clean and dry all equipment and store safely and tidily in a
secure storage area.

12. Remove gloves and wash hands.
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DUSTING - HIGH-DUSTING

Equipment and materials required:

e  high-dusting tool;
e telescopic handle attachment (if required);
e  dusting tool duster head or dusting cloth;
e  disposable gloves;
e  housekeeping cart;
e laundry bag;
e warning signs.
Method
1. Wash hands and put on gloves.
2. Display warning signs.
3. Check that pictures, clocks and other hangings are secure before dusting.
4, Place the duster head or duster cloth onto the high-dusting tool. If dusting a high-ceilinged room, it may be
necessary to use the telescopic attachment.

5. Firmly holding the handle of the tool or telescopic attachment, begin to high dust. Work systematically
around the room you are dusting, covering a 3-6 square foot section at a time. Begin at the highest point and
work methodically to the lowest point.

6.  Start by dusting the join of the ceiling with the wall.

7. Pass the dusting tool head along the tops of all high surfaces, such as picture frames, bed rails, pipes,
clocks, cupboard tops, and high ledges.

8. Pass the flat surface of the tool head over the wall surface, starting at the top and working systematically
downwards in overlapping side to side passes.

9. Repeat the process for the next 3-6 square foot section.

10. Replace duster heads or duster cloths when they become soiled. Place reusable heads in the laundry bag.

11. Change the cleaning solution when it becomes soiled.

12.  On completion, dispose of the final cloth, clean and dry all equipment and store safely and tidily in a secure
storage area.

13.  Remove gloves and wash hands.
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FURNITURE POLISHING
Equipment and materials required:
e clothsx 2;
e  disposable gloves;
e HDOX Green
e warning signs.

Additional Notes:

e Do not move PC equipment and other equipment from desks without consulting the user. Be aware of your
manual handling training and request assistance if necessary.

Method

1. Wash hands and put on gloves.

2. Display warning signs.

3. Plan your work route and temporarily remove magazines, leaflets, and other items from surfaces to be

polished to a new, safe location.

4, Damp-dust all surfaces (refer to damp-dusting — horizontal and vertical surfaces method statement).

5. On completion, dispose of the final cloths in the laundry bag on the cart, clean and dry all equipment and
store safely and tidily in a
secure storage area.

6. Remove gloves and wash hands.

(INTENTIONALLY LEFT BLANK)

Housekeeping & Laundry Manual - Revised: September 14, 2022




\\'/) OCEAN HEALTHCARE

WALLS - SPOT-CLEANING

Equipment and materials required:

e Mop charging bucket;

e Microfiber clothes;

e  disposable gloves;

e  non-abrasive pad;

e housekeeping cart;

e  HDOX green cleaning solution;

e warning signs;

Method

1. Wash hands and put on gloves.

2. Display warning signs.

3. Fold microfiber clothes and place into mop charging bucket.

4, Place the bucket on a housekeeping cart.

5. Pour one quart of HDOX into mop charging bucket for every ten clothes.

6. Gently wipe the mark, scuff or soiling from the wall using a gentle circular motion, starting at the outside
of the soiling and moving towards the center.

7. Dry the area and remove any drips and runs using the second dry cloth.

8. For greasy or stubborn deposits, repeat the process using the non-abrasive pad in place of the first cloth.
Stop immediately if any damage to the painted surface begins to occur and inform your supervisor.

9. On completion, place cloths in laundry bag, clean and dry all equipment and store safely and tidily in a

secure storage area.
10. Remove gloves and wash hands.
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MICROWAVE

Equipment and materials required:

Mop charging bucket;

Microfiber cloths;

disposable gloves;

non-abrasive pad;

warning signs;

general purpose cleaning solution.

Method

Wash hands and put on gloves.

Display the warning signs.

Fold microfiber clothes and place into mop charging bucket.

Place bucket on housekeeping cart

Pour one quart of HDOX into bucket for every ten clothes.

Disconnect the microwave from the electrical outlet.

Remove the cloth in the cleaning solution and wring so that it is fairly dry.

Clean the microwave, working from outside to inside, paying particular attention to the “ceiling” of the

inside and the inside of the door. For greasy or hardened deposits, the non-abrasive pad may be required.

Allow to dry with the door open.

10.  On completion, place clothes in laundry bag, clean and dry all equipment and store safely and tidily in a
secure storage area.

11.  Remove gloves and wash hands.

12.  With dry hands, plug the machine into the electrical outlet and test for correct operation. If it does not

operate correctly, report this to your supervisor.
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REFRIGERATOR

Equipment and materials required:

e  Mop charging bucket;

e  Microfiber cleaning cloths;

e  disposable gloves;

e non-abrasive pad;

e warning signs;

e  HDOX cleaning solution.

Method

1. Fold and place microfiber clothes into mop charging bucket

2. Pour one quart of HDOX green into bucket for every ten clothes.

3. Wash hands and put on gloves.

4. Display the warning signs.

5. Move food to another refrigerator, discarding any out of date or unlabeled food.
6. Manually remove any large pieces of debris, such as pieces of food wrapper.

7. Disconnect the refrigerator from the electrical outlet.

8. Following the manufacturer’s instructions, carefully remove all detachable parts.
9. Dampen or rinse the cloth in the cleaning solution and wring so that it is dry.

10. Clean the detachable parts and all the surfaces of the refrigerator, paying particular attention to the door

seal, the shelf rails, and the join between the door and the refrigerator.

11. Fold and turn cloth regularly.

12. Allow to dry and carefully reassemble, following the manufacturer’s instructions.

13. On completion, place clothes in laundry bag, clean and dry all equipment and store safely and tidily in a
secure storage area

14.  Remove gloves and wash hands.

15.  With dry hands, plug the refrigerator into the mains socket and test for correct operation. If it does not
operate correctly, report this to your supervisor.

16.  When the refrigerator has reached the correct temperature, replace decanted food.
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BATH

Do not use a bottle brush to clean overflows or drains. Report any faults, including scale build-up which resists
normal cleaning, to your supervisor.

Equipment and materials required:

Mop charging bucket;
Microfiber cleaning cloths;
disposable gloves;

warning signs;

HDOX green cleaning solution.
labeled spray bottle;

paper towels;

Relflex blue and green cloths;
pair of tweezers;

warning signs;

HDOX (red solution) and Envirox Mineral Shock.

Method

Fold and place microfiber clothes into mop charging bucket

Pour one quart of HDOX green into bucket for every ten clothes.

Wash hands and put on gloves.

Display the warning signs.

Display the warning signs.

Empty the bath, if necessary, and clear the surrounding area.

Use the tweezers to remove hair from the plug, drain, plug chain and overflow. Remove from tweezers, place

in a paper towel and dispose of in waste bag.

Dampen or rinse the cloth in the cleaning solution and wring so that it is fairly dry.

9.  Working from the outside to the inside, begin cleaning wall tiles, ledges, pipe work, dispensers and underside
or edges of bath.

10. Clean the taps, overflow, inside surface of the bath, plug, plug chain and drain. Greasy soiling and lime-scale
deposits will require use of the non-abrasive pad.

11. On completion, place the cleaning cloths in laundry bag; clean and dry all equipment and store safely and
tidily in a secure storage area.

12. Remove gloves and wash hands.
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HAND WASH BASIN

Do not use a bottle brush to clean overflows or drains. Report any faults, including scale build-up which resists
normal cleaning, to your supervisor.

Equipment and materials required:

Mop charging bucket;
Microfiber cleaning cloths;
disposable gloves;

warning signs;

HDOX green cleaning solution.
labeled spray bottle;

paper towels;

Relflex blue and green cloths;
pair of tweezers;

warning signs;

HDOX (red solution) and Envirox Mineral Shock.

Method

Fold and place microfiber clothes into mop charging bucket

Pour one quart of HDOX green into bucket for every ten clothes.

Wash hands and put on gloves.

Display the warning signs.

Display the warning signs.

Working from the outside to the inside, begin cleaning wall tiles, ledges, pipe work, dispensers and underside

and edges of the sink.

7. Clean the taps, overflow, inside surface of the sink, plug, plug chain and drain. Greasy soiling and lime-scale
deposits will require use of the non-abrasive pad.

8.  Rinse cloth regularly and change the cleaning solution when it becomes soiled.

9. Using the tap and a new cloth, rinse the cleaned area and thoroughly dry it, using a well wrung cloth or paper
towels. Insufficient drying will give a dull and unpleasing appearance to the stainless steel or chrome bright-
work.

10. On completion, place used cleaning cloth in laundry bag; clean and dry all equipment and store safely and
tidily in a secure storage area.

11. Remove gloves and wash hands.
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REPLENISHING CONSUMABLES - SOAP DISPENSER

Equipment and materials required:

Mop charging bucket;
Microfiber cleaning cloths;
disposable gloves;
warning signs;

HDOX cleaning solution.
labeled spray bottle;

paper towels;

Relflex green cloths;

pair of tweezers;

warning signs;

dispenser key (if required);
hand soap refill cartridges;
HDOX cleaner.

Method

Nogak~owphE
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Fold and place microfiber clothes into mop charging bucket

Pour one quart of HDOX into bucket for every ten clothes.

Wash hands and put on gloves.

Display the warning signs.

Open the dispenser, using the key if necessary, and check whether the soap needs to be replenished.

If necessary, remove the empty cartridge and place in a waste bag.

Damp-dust all external and internal areas of the dispenser. Pay particular attention to the exit point and to the
nozzle of the cartridge if this is not being replaced, as build-ups of soap may form in these areas. Use the non-
abrasive pad if necessary.

Check the floor below the dispenser to see whether it has been leaking. If it has, clean the deposit from the
floor (refer to stain removal method statement) and inform your supervisor.

When the dispenser is dry, fit the new cartridge and close dispenser, following the manufacturer’s
instructions.

Move on to next dispenser and repeat points 3to 7.

On completion, place soiled cleaning cloth in laundry bag; clean and dry all equipment and store safely and
tidily in a secure storage area.

Remove gloves and wash hands.
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REPLENISHING CONSUMABLES - HAND DISINFECTANT DISPENSER

Note: Hand disinfectant is alcohol based and will damage flooring if it is allowed to drip. Best practice guidance is
to use dispensers which have lipped drip trays fitted, or to use a non-drip foam product.

Mop charging bucket;
Microfiber cleaning cloths;
disposable gloves;
warning signs;

HDOX cleaning solution.
labeled spray bottle;

paper towels;

Relflex green cloths;

pair of tweezers;

warning signs;

dispenser key (if required);
hand soap refill cartridges;
HDOX cleaner.

Method

Fold and place microfiber clothes into mop charging bucket

Pour one quart of HDOX into bucket for every ten clothes.

Wash hands and put on gloves.

Display the warning signs.

Open the dispenser, using the key if necessary, and check whether the soap needs to be replenished.

If necessary, remove the empty cartridge and place in a waste bag.

Damp-dust all external and internal areas of the dispenser. Pay particular attention to the lipped tray, the exit

point and to the nozzle of the cartridge if this is not being replaced, as build-ups of hand disinfectant may

form in these areas. Use the non-abrasive pad if necessary.

8.  Check the floor below the dispenser to see whether it has been leaking. If it has, clean the deposit from the
floor (refer to stain removal method statement) and inform your supervisor.

9. When the dispenser is dry, fit the new cartridge and close dispenser, following the manufacturer’s
instructions.

10. Move on to next dispenser, and repeat points 3to 7.

11. On completion, place soiled cleaning cloth in laundry bag; clean and dry all equipment and store safely and
tidily in a secure storage area.

12.  Remove gloves and wash hands.
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REPLENISHING CONSUMABLES - PAPER TOWELS

Equipment and materials required:

Mop charging bucket;
Microfiber cleaning cloths;
disposable gloves;
warning signs;

HDOX cleaning solution.
labeled spray bottle;

paper towels;

Relflex green cloths;

pair of tweezers;

warning signs;

dispenser key (if required);
hand soap refill cartridges;
HDOX cleaner.

Method

Fold and place microfiber clothes into mop charging bucket

Pour one quart of HDOX into bucket for every ten clothes.

Wash hands and put on gloves.

Open the dispenser, using the key if necessary, and check whether the paper towels need to be replenished.
If necessary, remove any paper towels present.

Damp-dust all external and internal areas of the dispenser. Pay particular attention to the exit point. Use the
non-abrasive pad for greasy or stubborn deposits.

7. When the dispenser is dry, insert the paper towels and close dispenser, following the manufacturer’s
instructions. Do not overfill the dispenser, which will prevent correct dispensing and do not leave “spare”
paper towels near or on top of the dispenser.

8. Move on to next dispenser, and repeat points 3 to 6.

9. Rinse cloth regularly and change the cleaning solution when it becomes soiled.

10. On completion, place soiled cleaning cloth in laundry bag; clean and dry all equipment and store safely and
tidily in a secure storage area.
11. Remove gloves and wash hands.
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REPLENISHING CONSUMABLES - TOILET ROLL AND TOILET TISSUE

Equipment and materials required:

e  Mop charging bucket;

e Microfiber cleaning cloths;

e  disposable gloves;

e warning signs;

e  HDOX cleaning solution.

e labeled spray bottle;

e paper towels;

e  Relflex green cloths;

e pair of tweezers;

e warning signs;

e  dispenser key (if required);

e  hand soap refill cartridges;

e  HDOX cleaner.

Method
1. Fold and place microfiber clothes into mop charging bucket
2. Pour one quart of HDOX into bucket for every ten clothes.
3. Wash hands and put on gloves.
4. Open the dispenser, using the key if necessary, and check whether the toilet roll or tissue needs to be

replenished.

5. If necessary, remove any tissue present.
6. Damp-dust all external and internal areas of the dispenser. Pay particular attention to the exit point.

7.  When the dispenser is dry, insert the toilet roll or tissue and close dispenser, following the manufacturer’s
instructions. Do not overfill the dispenser, which will prevent correct dispensing, and do not leave “spare”
toilet rolls or tissue near or on top of the dispenser.

8. Move on to next dispenser, and repeat points 3 to 6.

9. Rinse cloth regularly and change the cleaning solution when it becomes soiled.

10. On completion, clean and dry all equipment and store safely and tidily in a secure storage area.

11. Remove gloves and wash hands.
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SHOWER CUBICLE
Equipment and materials required:

Mop charging bucket;
Microfiber cleaning cloths;
disposable gloves;
warning signs;

HDOX cleaning solution.
labeled spray bottle;

paper towels;

Relflex green cloths;

pair of tweezers;

warning signs;

dispenser key (if required);
HDOX cleaner.

Method

Fold and place microfiber clothes into mop charging bucket

Pour one quart of HDOX into bucket for every ten clothes.

Wash hands and put on gloves.

Clear all objects from the cubicle.

Use the tweezers to remove hair from the drain and overflow. Remove from tweezers, place in a paper towel

and dispose of in waste bag.

Dampen or rinse the cloth in the cleaning solution and wring so that it is fairly dry. Dampen the non-abrasive

pad.

7. Working from the outside to the inside, begin cleaning. Clean the curtain rail first, then, starting at the highest
point, clean the wall tiles.

8. Clean the shower curtain.

9. Clean the shower head, hose, taps and soap tray.

10. Clean the drain and overflow.

11. Rinse cloth regularly and change the cleaning solution when it becomes soiled.

12. Using the tap and a new cloth, rinse the cleaned area and thoroughly dry it, using a well wrung cloth or paper
towels. Insufficient drying will give a dull and unpleasing appearance to the stainless steel or chrome bright-
work.

13. On completion, clean and dry all equipment and store safely and tidily in a secure storage area.

14. Remove gloves and wash hands.
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LIMESCALE REMOVAL - SHOWER HEADS AND METAL HOSES

This task should be planned carefully; it should be carried out in a secure, well-ventilated area, with running water
supply, away from patients. Prior to commencing, staff should identify a safe drain in which the discarded cleaning
solution can be disposed of, in liaison with the estates department.

Equipment and materials required:

e Mop charging bucket;
e Microfiber cleaning cloths;
e  disposable gloves;
e warning signs;
e  HDOX cleaning solution.
e labeled spray bottle;
e paper towels;
e  Relflex green cloths;
e pair of tweezers;
e warning signs;
e  dispenser key (if required);
e  HDOX cleaner (red) and Envirox Mineral Shock.
Method
1. Fold and place microfiber clothes into mop charging bucket
2. Pour one quart of HDOX into bucket for every ten clothes.
3. Wash hands and put on gloves.
4. Remove detachable shower heads and metal hoses and take to identified secure, well-ventilated area.
5. Prepare the cleaning solution in the bucket, in strict accordance with the manufacturer’s instructions and with
your training. Do not mix chemicals and only use a cleaning product provided by your supervisor.
6. Place the shower heads and hoses in the cleaning solution. If you cannot remove the shower head from the
wall, place the tablet and water in a polythene bag and tie securely round the shower head.
7. Soak for 15 minutes, or until all bubbling stops.
8. Remove the items and rinse in flowing water.
9. Carefully discard the cleaning solution in the identified drain.
10. If lime-scale remains, repeat points 5 to 8.
11. On completion, clean and dry all equipment and store safely and tidily in a secure storage area.
12. Return detachable shower heads and hoses to original area and refit.
13. Remove gloves and wash hands.
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LIMESCALE REMOVAL - FAUCETS, FITTINGS AND TILES

Equipment and materials required:

Wash hands and put on gloves.

Plan the task with colleagues to work around requirement for showers to be available. Mop charging bucket;
Microfiber cleaning cloths;

disposable gloves;

warning signs;

HDOX cleaning solution.

labeled spray bottle;

paper towels;

Relflex green cloths;

pair of tweezers;

warning signs;

dispenser key (if required);

hand soap refill cartridges;

HDOX cleaner (red) and Envirox Mineral Shock.

Method

Fold and place microfiber clothes into mop charging bucket

Pour one quart of HDOX into bucket for every ten clothes.

Wash hands and put on gloves.

Apply Envirox Mineral Shock to tiles, faucets and other bright work, paying particular attention to water
outlets.

Leave in contact for five minutes.

Use Reflex blue microfiber cloth and additional Envirox Mineral Shock to loosen heavier areas of scaling
during contact time.

Neutralize with clean water and rinse all treated areas thoroughly.

If lime-scale remains, repeat points 3 to 7.

. On completion, clean and dry all equipment and store safely and tidily in a secure storage area.

0. Remove gloves and wash hands.
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LIMESCALE REMOVAL - FLOORS

Note: for planned periodic use in washrooms, showers, hydrotherapy pools and changing rooms. Care must be
taken to ensure that lime-scale remover does not run directly into the hydrotherapy pool. The design of the pool will
determine the precautions required to avoid this.

This procedure should not be carried out when the areas are in use. Care should be taken to ensure that the floors
are free from excess water. Pools should be covered. Electrical cords should not be allowed to come into contact
with water.

Equipment and materials required:

e Mop charging bucket;
e  Microfiber cleaning cloths;
e  disposable gloves;
e warning signs;
e  HDOX cleaning solution.
e labeled spray bottle;
e paper towels;
e  Relflex green cloths;
e warning signs;
e  HDOX cleaner (red) and Envirox Mineral Shock.
Method
1. Fold and place microfiber clothes into mop charging bucket
2. Pour one quart of HDOX into bucket for every ten clothes.
3. Plan work route and when necessary, temporarily move items that may obstruct you to a new, safe location.
4. Wash hands and put on gloves.
5. Display warning signs.
6. Attach the floor pad or polypropylene brush head to the standard speed machine in strict accordance with the
manufacturer’s instructions and with your training.
7. Unwind cable and plug into an electrical outlet.
8. Adjust handle to a comfortable height for you to use.
9. Ensure that you are holding the standard speed machine firmly and that the cable is behind the machine.
Switch the machine on. Beware of the initial “kick”.
10. Starting at the point furthest away from where you have planned to end, start scrubbing the first 9-12 square
foot section.
11. Scrub the floor area by moving the high-speed machine in continuous, small, overlapping, side to side
movements.
12. Replace or turn the floor pad as required, unplug the machine and replace or turn the pad, placing the used
floor pad in the laundry bag if replacing.
13. For stubborn scaling, manually use a small scouring pad.
14. Rinse the floor thoroughly with clean water and allow to air dry.
15. Repeat points 5 to 15 for the next 9-12 square foot section.
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LIME-SCALE REMOVAL - FLOORS (continued)

On completion, and with dry hands, remove the plug from the electrical outlet and rewind the electrical cord.
Remove the final floor pad and place in the laundry bag.

Clean and dry all equipment and store safely and tidily in a secure storage area.

When the area is completely dry, return any items moved to their original positions.

Remove gloves and wash hands.
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TOILET

Equipment and materials required:

e  Mop charging bucket;

e Microfiber cleaning cloths;
e  disposable gloves;

e warning signs;

e  HDOX cleaning solution.
e labeled spray bottle;

e  paper towels;

e  Relflex green cloths;

e pair of tweezers;

e warning signs;

° HDOX Red.

Method

1. Fold and place microfiber clothes into mop charging bucket

2. Pour one quart of HDOX into bucket for every ten clothes.

3. Wash hands and put on gloves.

4. Clear and tidy the surrounding area, moving any items placed on top of the cistern or on ledges.

5. Place the toilet brush head beneath the water level and flush the toilet.

6. Lower the water level by pumping down three or four times with the toilet brush and replace the brush in
its holder.

7. Prepare the solution of HDOX cleaning solution in the bucket, in strict accordance with the manufacturer’s
instructions and with your training. Do not mix chemicals and only

a. use a cleaning product provided by your supervisor.

8. Prepare the solution of toilet bowl cleaner in the labeled spray bottle, in strict accordance with the
manufacturer’s instructions and with your training. Do not mix chemicals and only use a cleaning product
provided by your supervisor.

9. Spray the HDOX Red into the inside of the toilet bowl, taking care to spray under the rim and around the
normal waterline and leave in contact while performing the next tasks. Do not allow to dry.

10. Working from the outside to the inside, begin cleaning the flush handle, wall tiles, ledges, pipe work, toilet
roll holder, sanitary bins, cistern, toilet seat lid. Lift the toilet seat and clean the underside and hinges of
the seat, then the rim and underside of the bowl, finishing with the junction with the floor. Greasy soiling
and lime-scale deposits will require use of the non-abrasive pad.

11. Take the toilet brush and use it to scrub the inside of the toilet bowl, paying particular attention to under
the rim and the normal waterline.

12. Thoroughly dry the flush handle using paper towels. Insufficient drying will give a dull and unpleasing
appearance to the stainless steel or chrome bright-work.

13. Clean the toilet brush and holder using the general purpose cleaning solution and a cloth. If the brush or
holder is damaged, scuffed or otherwise difficult to clean, it should be safely disposed of and replaced
with a new one. Inform your supervisor.

14. On completion, clean and dry all equipment and store safely and tidily in a secure storage area.

15. Remove gloves and wash hands.
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URINAL

Equipment and materials required:

Mop charging bucket;
Microfiber cleaning cloths;
disposable gloves;
warning signs;

HDOX cleaning solution.
labeled spray bottle;
paper towels;

Relflex green cloths;

pair of tweezers;

warning signs;

HDOX Red.

Method

=

Fold and place microfiber clothes into mop charging bucket

Wash hands and put on gloves.

3. Spray HDOX Red into the inside of the urinal bowl and leave in contact while performing the next tasks. Do
not allow to dry.

Working from the outside to the inside, begin cleaning wall tiles, ledges, pipe work, and underside and edges
of the urinal bowl. Greasy soiling and light lime-scale deposits will require use of the non-abrasive pad.
Clean the flush handle.

Rinse cloth regularly and change the cleaning solution when it becomes soiled.

Using a new cloth and non-abrasive pad, scrub the inside of the urinal bowl.

Using clean water and a new cloth rinse the cleaned area and thoroughly dry it, using a well wrung cloth or
paper towels. Insufficient drying will give a dull and unpleasing appearance to the stainless steel or chrome
flush outlets.

9. On completion, clean and dry all equipment and store safely and tidily in a secure storage area.

10. Remove gloves and wash hands.
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TERMINAL CLEANS OF VACATED ROOMS - USING A HDOX AND
HDOX RED PRODUCTS

Equipment and materials required:

Mop charging bucket;
Microfiber cleaning cloths;
disposable gloves;
warning signs;

HDOX green solution.
labeled spray bottle;
paper towels;

Waffle cloths;

pair of tweezers;
warning signs;

HDOX Red.

Method

Fold and place microfiber clothes into mop charging bucket

Pour one quart of HDOX into bucket for every ten clothes.

Wash hands and put on gloves.

Display the warning signs.

Take down curtains (refer to curtain changing method statement), place in separate clearly marked infected

linen laundry bag.

Strip bed and place linen in separate clearly marked infected linen laundry bag.

High-dust the room (refer to high-dusting method statement).

8. Using a green Waffle cloth dampened in the disinfectant cleaning solution, begin cleaning surfaces, changing
cloths as they become soiled. Work in the following order: curtain tracks and high ledges; furniture and
fittings; patient equipment, such as drip stands; alcohol gel. soap and paper towel dispensers (refer to
replenishment method statements); bed frame; wash hand basin, shower and toilet (refer to wash room cleaning
and sanitary cleaning method statements).

9. Attach the flat mop cloth to the Waffle squeegee mop handle.

10. Damp-dust walls.

11. Mop edges with straight strokes and use a figure-of-eight pattern on the remainder of the floor, turning the mop
frequently. The floor should be fairly dry on completion.

12. On completion, clean and dry all equipment and store safely and tidily in a secure storage area, away
from other equipment.

13. Remove and dispose of single-use gloves, apron and other protective wear.

14. Hang clean curtains (refer to curtain changing method statement).

arwbdE

~No

Housekeeping & Laundry Manual - Revised: September 14, 2022



\\'/) OCEAN HEALTHCARE

SPILLAGES OF BODILY FLUIDS

Equipment and materials required:

e  Body fluid kit

e bucket;

e  cloth;

e  disposable gloves;

e paper towels;

e warning signs.

Method

1. Wash hands and put on gloves.

2. Display warning signs.

3. Using a bio-hazard kit, clear spillages of urine or feces and other bodily fluids utilizing tools and materials
contained within the kit and place directly into the provided bio-hazard waste bag. The bag should be next to
the spillage in readiness for this. Tie the bag following waste disposal policy and dispose of at the central
point as soon as possible.

4.  Use the disinfectant pads provided in the kit to wipe the contaminated area down.

5. Dampen or rinse a cloth in the cleaning solution.

6. Disinfect thoroughly, changing the cloth as necessary. On completion, dispose of cloths, gloves and other
protective wear used as clinical waste, as at point 3.

7. Damp-mop the affected area with HDOX Red (refer to damp-mopping method statement).
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BATH HOIST

Equipment and materials required:

e bucket;

e cloth;

e  non-abrasive pad;

e  disposable gloves;

e  housekeeping cart;

e  HDOX cleaner;

e alcohol disinfectant wipes;

e laundry bag;

e warning signs.

Method

1. Wash hands and put on gloves.

2. Display warning signs.

3. Remove the detachable material component, if present, and place in laundry bag.

4.  Prepare the cleaning solution in the bucket in strict accordance with the manufacturer’s instructions and with
your training. Do not mix chemicals and only use a cleaning product provided by your supervisor.

5. Place the bucket on a housekeeping cart.

6. Dampen or rinse a cloth in the cleaning solution.

7. Wipe the hoists clean, starting at the highest point and working downwards. Pay particular attention to joints
and connecting parts.

8. Change the cleaning solution and cloth when it becomes soiled.

9.  Wipe with alcohol disinfectant wipe.

10. Fita clean material component, if appropriate.

11. Move on to next hoist and repeat points 6 to 11.

12.  On completion, dispose of the cloth, clean and dry all equipment and store safely and tidily in a secure storage
area.

13. Remove gloves and wash hands.
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COMMODE

Equipment and materials required:

e bucket;

e cloth;

e  disposable gloves;

e non-abrasive pad;

e  housekeeping cart;

e HDOX Red cleaning solution;

e warning signs.

Method

1. Wash hands and put on gloves.

2. ldentify a suitable area for cleaning and identify a suitable drain for disposal of the used cleaning solution.

3. Display warning signs.

4.  Prepare the cleaning solution in the bucket in strict accordance with the manufacturer’s instructions and with
your training. Do not mix chemicals and only use a cleaning product provided by your supervisor.

5. Place the bucket on a housekeeping cart.

6. Dampen or rinse a cloth in the cleaning solution.

7. Wipe the commode clean, working from the outside in, starting at the highest point and finishing with the pan.
For greasy or stubborn soiling, use the non-abrasive pad. Pay particular attention to arm rests and the
underside of the rim. Take care to clean ridges and awkward surfaces. If these resist cleaning inform your
supervisor, who will consider alternative cleaning techniques such as steam cleaning.

8.  Change the cleaning solution and cloth when it becomes soiled, disposing of the solution in the identified
drain.

9. Allowtodry.

10. On completion, dispose of the cloth, clean and dry all equipment and store safely and tidily in a secure storage
area.

11. Remove gloves and wash hands.
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IV DRIP/FEEDING STAND

Equipment and materials required:

bucket;

cloth;

disposable gloves;
non-abrasive pad;
housekeeping cart;
HDOX cleaning solution;
warning signs.

Method
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Wash hands and put on gloves.

Display warning signs.

Prepare the cleaning solution in the bucket in strict accordance with the manufacturer’s instructions and with
your training. Do not mix chemicals and only use a cleaning product provided by your supervisor.

Place the bucket on a housekeeping cart.

Dampen or rinse a cloth in the cleaning solution.

Wipe the drip stand clean, working from the top to the bottom and paying attention to the underside and the
wheels. For greasy or stubborn soiling, use the non-abrasive pad.

Wipe pump unit surfaces

Allow to dry.

Move on to next drip stand and repeat points 5 to 7.

Change the cleaning solution and cloth when it becomes soiled.

On completion, place cloth in soiled line, clean and dry all equipment and store safely and tidily in a secure
storage area.

Remove gloves and wash hands.
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MATTRESS

Equipment and materials required:

e bucket;

e cloth;

e  domestic gloves;

e non-abrasive pad;

e  housekeeping cart;

e  HDOX cleaning solution;

e alcohol disinfectant wipes;

e warning signs.

Method

1. Wash hands and put on gloves.

2. Display warning signs.

3. Prepare the cleaning solution in the bucket in strict accordance with the manufacturer’s instructions and with
your training. Do not mix chemicals and only use a cleaning product provided by your supervisor.

4. Place the bucket on a housekeeping cart.

5. Dampen or rinse a cloth in the cleaning solution.

6. Wipe the impermeable mattress cover clean, turn the mattress and clean the underside and complete
by cleaning all edges. If mattress is a specialty mattress such as an air mattress , unfasten from bed frame and
air pump hoses, lift and disinfect all surfaces of matress, hoses, and pump. For greasy or stubborn soiling, use
the non-abrasive pad.

7. Change the cleaning solution and cloth when it becomes soiled.

8.  Allow the mattress to dry.

9.  Wipe all surfaces with an alcohol disinfectant wipe.

10. On completion, dispose of the cloth, clean and dry all equipment and store safely and tidily in a secure storage
area.

11. Remove gloves and wash hands.
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MEDICATION AND TREATMENT CARTS

Equipment and materials required:

bucket;

waffle cloth;

domestic gloves;
non-abrasive pad;
housekeeping cart;
HDOX cleaning solution;
warning signs.

Method
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Wash hands and put on gloves.

Display warning signs.

Prepare the cleaning solution in the bucket in strict accordance with the manufacturer’s instructions

and with your training. Do not mix chemicals and only use a cleaning product provided by your supervisor.
Place the bucket on a housekeeping cart.

Dampen or rinse a cloth in the HDOX cleaning solution.

Wipe the cart clean, working from the top to the bottom and paying attention to the undersides, edges and the
wheels. For greasy or stubborn soiling, use the non-abrasive pad.

Allow to dry.

Move on to next cart and repeat points 5 to 7.

Change the cleaning solution and cloth when it becomes soiled.

On completion, dispose of the cloth, clean and dry all equipment and store safely and tidily in a secure storage
area.

Remove gloves and wash hands.
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WALKING AIDS

Equipment and materials required:

bucket;

cloth;

domestic gloves;
non-abrasive pad;
housekeeping cart;
alcohol disinfectant wipe;
HDOX cleaning solution;
warning signs.

Method
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Wash hands and put on gloves.

Display warning signs.

Prepare the cleaning solution in the bucket in strict accordance with the manufacturer’s instructions and with
your training. Do not mix chemicals and only use a cleaning product provided by your supervisor.

Place the bucket on a housekeeping cart.

Dampen or rinse a cloth in the cleaning solution.

Wipe the surfaces of the walking aid clean, working from the top to the bottom and paying particular attention
to the handles, undersides, joints and feet. For greasy or stubborn soiling, use the non-abrasive pad.

Change the cleaning solution and cloth when it becomes soiled.

Allow to dry.

Wipe with an alcohol disinfectant wipe.

On completion, dispose of the cloth, clean and dry all equipment and store safely and tidily in a secure storage
area.

Remove gloves and wash hands.
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WHEELCHAIRS

Equipment and materials required:

bucket;

cloth;

domestic gloves;
non-abrasive pad;
housekeeping cart;
HDOX cleaning solution;
warning signs.

Method

whn P

B oo~

Wash hands and put on gloves.

Display warning signs.

Prepare the cleaning solution in the bucket in strict accordance with the manufacturer’s instructions and with
your training. Do not mix chemicals and only use a cleaning product provided by your supervisor.

Place the bucket on a housekeeping cart.

Dampen or rinse a cloth in the cleaning solution.

Wipe the surfaces of the wheelchair clean. Begin with the handles, seatback, seat cushions, and arms, then the
frame and seat, finishing with the spokes, rim and tires. Pay particular attention to undersides and edges. For
greasy or stubborn soiling, use the non-abrasive pad. If there is heavy soiling in difficult to reach areas which
resist cleaning, inform your supervisor who will consider whether steam cleaning is necessary

(refer to cleaning with steam method statement).

Change the cleaning solution and cloth when it becomes soiled.

Allow to dry.

Wipe all surfaces with an HDOX Red.

On completion, dispose of the cloth, clean and dry all equipment and store safely and tidily in a secure storage
area.

Remove gloves and wash hands.

(INTENTIONALLY LEFT BLANK)
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WEIGHING SCALES
Equipment and materials required:
e bucket;
e cloth;
e  domestic gloves;
e  non-abrasive pad;
e housekeeping cart;
e  HDOX cleaning solution;
e warning signs.
Method
1. Wash hands and put on gloves.
2. Display warning signs.
3. Prepare the cleaning solution in the bucket in strict accordance with the manufacturer’s instructions
and with your training. Do not mix chemicals and only use a cleaning product provided by your supervisor.
4. Place the bucket on a housekeeping cart.
5. Dampen or rinse a cloth in the cleaning solution.
6.  Wipe the weighing scales clean, working from the outside in and finishing with the weighing pan. For greasy
or stubborn soiling, use the non-abrasive pad.
7. Allow to dry.
8. Move on to next set of scales and repeat points 5to 7.
9. Change the cleaning solution and cloth when it becomes soiled.
10. On completion, dispose of the cloth, clean and dry all equipment and store safely and tidily in a secure storage
area.
11. Remove gloves and wash hands.

(INTENTIONALLY LEFT BLANK)
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HANDWASHING TECHNIQUES

THE CHART BELOW DETAILS PROPER HAND WASHING
TECHNIQUES DESIGNATED TO PREVENT THE SPREAD OF
BACTERIA, GERMS, AND DISEASE.

How to handrub? [ & B |

WITH ALCOHOL HANDRUB \ ‘SN:'(
O ;
,_‘ y \ J A 7

Rub hands palm to palm Rub back of each hand with
the palm of other hand
with fingers interlaced

(% 2 (5 N
Apply a small amount [about 3ml) of the product in x ), y
a cupped hand, covering all surfaces X ;@
I . J N J Once dry, your hands are safe
Rub palm to palm with Rub with backs of fingers
fingers interlaced to opposing palms with

fingers interlaced

(6 O ) 7 &\
How to handwash? /% )@
WITH SOAP AND WATER = >

Rub each thumb clasped in Rub tips of fingers in ?
opposite hand using opposite palm in a Rinse hands with water Use elbow to Dry thoroughly with
rotational movement circular motion turn off tap a single-use towel

Wet hands with water Apply enough soap to
cover all hand surfaces L Rub each wrist with opposite hand

Your hands are now safe

Sy
cIeanyoungpngsvb
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POLICY: LAUNDRY OPERATIONS

PURPOSE:
To establish processes and methods to effectively provide clean linens to residents

SCOPE:
Laundry Department

RESPONSIBILITY:
Director of Housekeeping

POLICY: The Director of Housekeeping shall establish/implement processes and methods to manage the laundry
department and the delivery of linen and personal garment services to the resident

PROCEDURES:
1. Determine the operational hours required to meet the needs of the established par system
2. Establish a laundry par system
3. Establish a resident personal clothing system
a. ldentification of resident clothing articles
b.  Washing and drying procedures
c. Schedule (by unit) of service
i. Pickup
ii. Return
4, Establish and manage a dryer maintenance program
a. Daily lint filter cleaning maintenance
b. Exhaust vent and fire box cleaning maintenance
5. Establish and manage testing of laundry discharge water (sour/pH testing) protocols

(INTENTIONALLY LEFT BLANK)
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POLICY: SCHEDULE of LAUNDRY SERVICE

PURPOSE:
To establish schedules for processing cleaned laundry and delivering to resident units

SCOPE:
Laundry Department

RESPONSIBILITY:
Director of Housekeeping
Laundry Aide

POLICY: To collect, clean, and return linens and resident personal clothing in an organized and
timely way

PROCEDURES:
a. Linens are processed on a daily basis as follows:

i. 7am —3pm & 11pm — 7am (seven days per week): laundry aides
assemble linens, utilizing established "PAR’ levels for each unit, on
clean lines carts designated for delivery to specific units

ii. Laundry aides deliver clean linen carts, with appropriate quantities of
linens, to each resident unit for each shift
b. Personal Clothing articles are processed as follows:
i. Soiled personal clothing is placed in the resident unit soiled utility
room by nurse aides into a designated bin
ii. The porter assigned to the resident unit drops soiled resident clothing
down laundry chute at: 7:30 am, 11:30am, and 2:30 pm.

Recordkeeping: N/A
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POLICY: LAUNDRY PAR SYSTEM

PURPOSE:
To determine the minimum linen needs for the residents and provide sufficient
quantities of linens for each shift each day

SCOPE:
Laundry Department
Nursing Department

RESPONSIBILITY:
Director of Nursing
Director of Housekeeping
Laundry Aide

POLICY: The Director of Housekeeping, in conjunction with the nursing department, shall
establish the par level of linen needed daily.

PROCEDURES:

1. Monitor and record daily usage for a two-week period.

2. Have the Director of Nursing list the total amount of linen needed per hall, per shift.
This will be the initial par level document on the Linen Par Sheet (Form).

3. Document the pars on the Daily Par Sheet (Form).

4. Review the pars with the laundry staff and post the par sheets in the clean linen area.
The staff must provide the par level to each unit.

5. Load and/or deliver the linen to the designated linen cart or linen room. Document
the amount delivered on the Daily Par Sheet under the column labeled “DELIV™.

6. Linens provided at laundry room location; document the amount given under

“DELIV” and subtract this from the amount to be delivered on the floor.

The laundry staff will monitor the amount of linen given to each hall.

Stock the carts and/or linen rooms with the designated par level.

9. Document amount of excess linen remaining on cart or in unit linen storage room on
the Linen Return Sheet (Form).

10. Review the linen return sheet for a period of two weeks. If there is a considerable
amount returned on a daily basis, adjust your pars accordingly. Review the change
with the Director of Nursing and add an additional 5% on the par. For example; if
the initial par is 100 and a consistent return of 25 exists, adjust your par to 80.

Calculated: 100 -25=75 (actual usage)
75 x 5% = 3.75 (round up to 5)
75 + 5 =80 (adjusted par level)

11. Review the par levels on a regular basis to develop an exact science in the laundry
area

12. Designate a capable employee, as crew leader, to help monitor the productivity.

o~
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LINEN INITIAL PAR SHEET

SHIFT:

UNIT:

ITEM

Bed Spreads

Bibs

Blankets

Blankets (Bath)
Diapers (Medium)
Diapers (Large)
Diapers (X-Large)
Gowns

Pads

Pillow Cases
Sheets (Fitted)
Sheets (Flat)
Towels (Bath)
Towels (Hand)
Wash Cloths

Other:

REQUIRED QUANTITY
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LINEN DAILY DELIVERY SHEET (PER INITIAL PAR SHEET)

SHIFT: UNIT:

ITEM QUANTITY DELIVERED

Bed Spreads

Bibs

Blankets

Blankets (Bath)

Diapers (Medium)

Diapers (Large)

Diapers (X-Large)

Gowns

Pads

Pillow Cases

Sheets (Fitted)

Sheets (Flat)

Towels (Bath)

Towels (Hand)

Wash Cloths

Other:
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LINEN RETURN SHEET

SHIFT:

UNIT:

ITEM

Bed Spreads

Bibs

Blankets

Blankets (Bath)
Diapers (Medium)
Diapers (Large)
Diapers (X-Large)
Gowns

Pads

Pillow Cases
Sheets (Fitted)
Sheets (Flat)
Towels (Bath)
Towels (Hand)
Wash Cloths

Other:

QUANTITY RETURNED
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POLICY: RESIDENT PERSONAL CLOTHING - Identification and cleaning
procedure

PURPOSE:
To establish processes and methods to effectively to assure proper cleaning and
maintenance of resident personal clothing articles

SCOPE:
Laundry Department

RESPONSIBILITY:
Director of Housekeeping
Laundry Aide

POLICY: The Director of Housekeeping shall establish/implement processes and methods to
manage the cleaning and maintenance of resident personal clothing

PROCEDURES:
2. Upon intake of a new resident
a. Laundry aide will document each article of clothing
b. Properly label each article of clothing with an indelible ink marker
a. Personal Clothing articles are processed as follows:
i.  Soiled personal clothing is placed in the resident unit soiled utility
room by nurses’ aides into a designated bin

ii. The porter assigned to the resident unit drops soiled resident clothing
down laundry chute at: 7:30 am, 11:30am, and 2:30 pm.

iii. Laundry aides retrieve the dropped soiled resident clothing from the
laundry chute room and place in a separate bin

iv. Personal clothing laundry aide upon their start of shift will then place
soiled personal clothing into washing machine and at end of wash
cycle place into dryers.

v. After drying cycle is finished, laundry aide will remove clothing and
hang/fold each clothing article placing the articles on a clothing rack
designated for each resident unit

vi. Laundry aide, upon filling designated cart, will deliver the cart to
corresponding resident unit and distribute to the associated and
corresponding resident room closets

Recordkeeping: Records of resident clothing articles (intake form) are maintained in the
housekeeping office
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POLICY: LAUNDRY WASHING and DRYING PROCEDURES

PURPOSE:
To clean linens in a sanitary and efficient manner to provide sufficient quantities of

linens for each shift each day

SCOPE:
Laundry Department

RESPONSIBILITY:
Director of Nursing
Director of Housekeeping
Laundry Aide

POLICY: To establish procedures and protocols for the proper and efficient laundering of soiled
linen articles. All linens and personal clothing are processed under Standard Precautions
protocols and considered infectious

PROCEDURES:

1. Soiled Linens —

c. Soiled linens are collected by nursing staff and deposited into the soiled linen
room

d. At designated times, the porter assigned to the resident unit will drop soiled
linens down soiled linen chute

e. Laundry aides retrieve the soiled linens from the laundry chute/sorting room
located on the first floor.

f.  Washing the Linens —*Note: DO NOT RUN WASHER UNLESS FULLY
LOADED

Laundry aides sort the linens according to type (pads, blankets, sheets,

etc)

i. Upon sorting linens, the aide will place the linen articles in the door
opening of the washing machine, filling it to capacity (linens pushed
in tight to back of machine up to the top of the door opening)

ii. Laundry aide will then enter the desired program code into the control
key pad located on the top front of the machine.
iii. Press the "Start’ button
iv. After completion of the wash cycle the laundry aide will open the
door and wipe the edges of the opening with a disinfecting cleaning
solution, then remove the cleaned linens and place them in a clean bin
to transport to the dryer room
g. Drying the Linens — *Note: DO NOT PLACE MOP HEADS IN DRYERS
(hang up to dry) & DO NOT RUN DRYER UNLESS FULLY LOADED

i. Place the cleaned linens into a dryer and close the door

ii. Using the control key pad, enter the code that corresponds to the type
of linens placed in the dryer
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POLICY: DRYER MAINTENANCE

PURPOSE:
To establish schedules for cleaning and removal of lint build-up in the dryer machines

to assure

SCOPE:
Laundry Department

RESPONSIBILITY:
Director of Housekeeping
Laundry Aide

POLICY: The Director of Housekeeping shall establish/implement/monitor schedules for lint
filter cleaning and semi-annual duct/fire box cleaning

PROCEDURES:

1. Lint Filter — every two hours of dryer operation
a. Open access panel on front of clothes dryer and remove the lint filter
b. Clean build up of lint from filter and re-install filter; close access door
2. Duct Work and Fire Box
a. This is a contracted work task and is performed twice per year at six-month
intervals
3. Dryer Drum Maintenance — dryer drums shall be inspected and/or cleaned at the end of
each day shift (all debris shall be scraped, or wire brushed off the surface of the drum as
to maintain the perforated drum holes free and clean for intended circulation). The staff
shall record the inspection/cleaning activity on the Dryer Drum Maintenance Form
posted in the dryer room.

Recordkeeping:
Lint filters — log sheet in laundry area
Duct/Fire Box — Contractor service sticker on face of dryer

(INTENTIONALLY LEFT BLANK)
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POLICY: SOUR TESTING

PURPOSE:
To assure proper use of laundry chemical levels are maintained to effectively clean,
disinfect, and deodorize linens and resident personal clothing articles

SCOPE:
Laundry Department

RESPONSIBILITY:
Director of Housekeeping
Laundry Aide

POLICY: The Director of Housekeeping shall secure the testing of laundry discharge water to
determine the effectiveness of the use of laundry chemical additives

PROCEDURES:
1.  The laundry chemical distributor provides a monthly service to measure and document
the effectiveness and proper use of laundry chemical additives

Recordkeeping: Test log sheet is maintained in the Housekeeping office

(INTENTIONALLY LEFT BLANK)
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POLICY: RESIDENT BATHROOM CLEANING: C-DIFF SPECIFIC

PURPOSE:
To provide clean, aseptic and pleasant environment for the resident

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURES:
8. Prepare the area
a. Knock on door, open slightly and announce your name, department, and your intention
to enter.....if occupied wait until the resident has finished toileting activities
9. Toilet Bowl
a. At completion of all other bathroom cleaning processes indicated below and prior to
mopping the floor, use a washable toilet bowl brush/mop to vigorously scrub toilet bowl
surfaces. * for room with c-diff case spray apply a 1:10 bleach solution and utilize a
disposable or washable bowl brush and do not use in any other room (contain or
dispose after using).
b. Flush toilet twice
c.  Wipe outer surfaces with disinfecting solution and cloth. * for room with c-diff case
wipe outer surfaces with a bleach wipe.
10. High Dusting
a. Using a duster, remove cobwebs from corners and edges at ceiling
11. Mirror and Shelf Unit
a. Remove articles from shelf
b. Using a cloth and HDOX green solution, wipe all surfaces to remove dust, buildup, and
streaks
c. Place articles back on shelf
d. Discard used soap bar and replace with new
12. Sink, Bathtub and Shower
a. Where the resident bathroom has a shower or tub wipe the inside and outside surfaces
with a green cloth and HDOX Red solution
b. Be sure to rinse cloth frequently and change water as needed
c.  Wipe sink with cloth and disinfecting solution
13. Floors and Walls
a. Spot clean walls with all-purpose cleaner and cloth
b. Using HDOX green solution and a cloth wipe walls with particular attention to area of
switches and door handles
c. Wipe toilet seat and outside toilet surfaces with HDOX Red solution and cloth *
14. Clean Wastebasket
a. Remove liner and dispose of in trash container on housekeeping cart
b. Wipe interior and exterior surfaces of can with cloth and HDOX green solution
c. Install new plastic liner

Recordkeeping: n/a
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POLICY: RESIDENT DAILY ROOM CLEANING - OCCUPIED ROOM
*C-DIFF SPECIFIC

PURPOSE:
To maintain resident rooms clean, hygienic and attractive without disrupting resident
care and activities

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper

PROCEDURES:
11. Prepare equipment
a. Assemble all supplies and equipment and transport to resident rooms on a
housekeeping cart
12. Prepare area
a. Gently knock on room door.... announce your name and department....ask
permission to enter room
b. Bring housekeeping cart into room
13. Clean resident bathroom first (see Resident Bathroom Cleaning policy above)
14. Damp cleaning
a. Damp wipe the following with HDOX Red solution and cloth. For room with
C-diff case, after wiping with HDOX Red solution, wipe with bleach wipes
as indicated below by **’
i. Furniture surfaces — top, side, front **’
ii. Light fixtures and switches — top, sides, front **’
iii.  Window frames and sills
iv. Lamp fixtures (if any) '*’
v. Chairs — surfaces and frame * chair arm rails only (unless fabric)
vi. Dressers — top, sides, front **’
vii. Side table — top, sides, front “*’
viii. Overbed table — base, top, frame **’
ix. Door handles **’
15. Clean resident bed
a. As needed or when room is carbolized *** wipe bed side rails with bleach wipes
16. Spot clean soiled areas
a. Check walls and doors
b. Remove cobwebs and dust with high duster
c. Wipe soiled areas with cloth and HDOX green solution
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POLICY: RESIDENT DAILY ROOM CLEANING — OCCUPIED ROOM
*C-DIFF SPECIFIC continued

17. Clean wastebasket
a. Remove liner and discard in trash bin on housekeeping cart
b. Wipe inside and outside surfaces of can
c. Install new plastic liner
18. Dust/Damp mop — Mop bathroom and resident room as one activity, mopping the
bathroom last (see Wet/Damp Mopping procedure above)
19. Replenish supplies and equipment for resident care as needed
20. Place used flat mop in laundry bag attached to housekeeping cart

Recordkeeping: n/a

(INTENTIONALLY LEFT BLANK)
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POLICY: RESIDENT ROOM CLEANING - C-DIFF DISCHARGE AND
MONTHLY CARBOLIZATION

PURPOSE:
To thoroughly clean and disinfect the entire resident room including furniture and
fixtures prior upon a discharge of a monthly scheduled basis and to assure that surfaces
are clean and hygienic

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper
Nursing Staff

PROCEDURES:
14. Frequency — Each resident room will be carbolized once per month or upon
discharge
15. Scheduling — inform nursing in advance of performing cleaning activities so that the
nursing staff has sufficient time to remove bedding
16. Prepare area
a. Ensure use proper precautions to prevent exposure
17. Clean resident bathroom first (see Resident Bathroom Cleaning policy above)
18. Replace always: Privacy curtains and window curtains
19. Damp cleaning
a. Damp wipe the following with HDOX Red solution and green cloth. Upon
wiping with HDOX Red, wipe surfaces with bleach wipe as indicated
with **°
i. Furniture surfaces — top, side, front *
ii. Light fixtures and switches — top, sides, front *
ili. Window frames and sill
iv. Lamp fixtures (if any) *
v. Chairs — surfaces and frame (* chair arm rails)
vi. Dressers — top, sides, front *
vii. Side table — top, sides, front *
viii. Overbed table — base, top, frame *
iX. Door handles and door surfaces (both interior and hall side) *
20. Clean resident bed
a. Remove mattress
b. Clean all surfaces of bed and bed frame with a Waffle cloth and HDOX red
solution and then wipe with a bleach wipe *
c. Wipe mattress on all surfaces paying special attention to seams and tufts
(ends, sides, top and bottom) and then wipe with a bleach wipe *
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POLICY: RESIDENT ROOM CLEANING — CARBOLIZATION continued

21. Clean Walls and doors utilizing Waffle cloth
a. Starting high remove cobwebs and dust with high duster
b. Wipe soiled areas with cloth and HDOX green solution

22. Clean wastebasket
a. Remove liner and discard in trash bin on housekeeping cart
b. Wipe inside and outside surfaces of can
c. Install new plastic liner
23. Damp mop — Mop bathroom and resident room as one activity (see Wet/Damp
Mopping procedure above)
24. Replenish supplies and equipment for resident care as needed
25. Place used flat mops in laundry bag attached to linen cart

(INTENTIONALLY LEFT BLANK)
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POLICY: RESIDENT ROOM CLEANING/DISINFECT and COMMON
SPACE CLEANING/DISINFECT PROCEDURE FOR HIGH TOUCH
SURFACE PROTECTION FOR NOROVIRUS and OTHER VIRUSES

PURPOSE:
To thoroughly clean, disinfect, and provide an active continuing barrier in resident
rooms and common space areas to include all high touch surfaces

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper
Nursing Staff

PROCEDURES:
1. Frequency — Daily (HDOX Red disinfect and apply Critical Care) (FOLLOW
LABEL DIRECTIONS FOR CONTACT DWELL TIME)
2. Prepare surfaces for application of Critical Care
a. Ensure use proper precautions to prevent exposure
b. Resident Rooms - damp wipe the following with Critical Care solution and
Waffle green cloth.
i. Furniture surfaces — top, side, front *
ii. Light fixtures and switches — top, sides, front
iii.  Window frames and sill
iv. Lamp fixtures (if any)
v. Chairs - surfaces and frame (* chair arm rails)
vi. Dressers — top, sides, front *
vii. Side table — top, sides, front *
. Overbed table — base, top, frame *
iX. Door handles and both sides of door surfaces (include door frame)
X. Bed side rails

xi. Bathroom door handles and door surfaces (include door frame)
xii. Bathroom fixtures (toilet surfaces and flush handle, sink surfaces and
faucet handle surfaces)
xiii.  Wall light switches and switch plate

Upon disinfect each of these surfaces, spray a light mist of Critical Care on
contact surfaces and allow to dry (do not wipe off).

Repeat above procedures daily until 72 hours after last resident presents last
symptoms
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POLICY: RESIDENT ROOM CLEANING and COMMON SPACE
PROCEDURE FOR DISINFECT AND TOUCH SURFACE PROTECTION
FOR NOROVIRUS and OTHER VIRUSES (CONTINUED)

c. Common Space areas —
i. Halls —

1. Handrails — disinfect with HDOX Red daily and apply Critical
Care directly to handrails with a light mist (do not wipe off,
allow to dry)

2. Smoke barrier doors - disinfect with HDOX Red daily and
apply Critical Care directly to push devices and push plates
with a light mist (do not wipe off, allow to dry)

3. Clean and Soiled linen closets - disinfect with HDOX Red
daily and apply Critical Care directly to handles and push
plates (include door frames) with a light mist (do not wipe
off, allow to dry)

4. Dining rooms and lounges - disinfect with HDOX Red daily
and apply Critical Care directly to touch surfaces of chair
frames, soap dispensers, door surfaces, paper towel
dispensers, etc., with a light mist (do not wipe off, allow to
dry)

5. Elevators - disinfect with HDOX Red daily and apply Critical
Care directly to door surfaces and control push buttons with
a light mist (do not wipe off, allow to dry)

6. Hoyer lifts, scales, BP cuff stands, etc. - disinfect all
surfaces with HDOX Red daily and apply Critical Care
directly to touch surfaces with a light mist (do not wipe off,
allow to dry)

(INTENTIONALLY LEFT BLANK)
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POLICY: RESIDENT ROOM CLEANING - TB DISCHARGE CLEANING

PURPOSE:
To thoroughly clean and disinfect the entire resident room including furniture and
fixtures upon a discharge of a TB diagnosed resident

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper
Nursing Staff

PROCEDURES:
15. Frequency —resident room will be cleaned upon discharge
16. Scheduling — inform nursing in advance of performing cleaning activities so that the
nursing staff has sufficient time to remove bedding
17. Prepare area
a. Ensure use proper precautions to prevent exposure
18. Clean resident bathroom first (see Resident Bathroom Cleaning policy above)
19. Replace always: Privacy curtains and window curtains
20. Damp cleaning
b. Damp wipe the following with HDOX Red solution and green cloth. Upon
wiping with HDOX Red wipe surfaces with bleach wipe as indicated with "*’
i.  Furniture surfaces — top, side, front *
ii. Light fixtures and switches — top, sides, front *
iii. Window frames and sill
iv. Lamp fixtures (if any) *
v. Chairs — surfaces and frame (* chair arm rails)
vi. Dressers — top, sides, front *
vii. Side table — top, sides, front *
viii. Overbed table — base, top, frame *
iX. Door handles and door surfaces (both interior and hall side) *

21. Clean resident bed
c. Remove mattress
d. Clean all surfaces of bed and bed frame with a Waffle cloth and HDOX Red
solution and then wipe with a bleach wipe *
e. Wipe mattress on all surfaces paying special attention to seams and tufts (ends,
sides, top and bottom) and then wipe with a bleach wipe *
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POLICY: RESIDENT ROOM CLEANING - TB DISCHARGE CLEANING
continued

22. Clean Walls and doors utilizing Waffle cloth
f. Starting high remove cobwebs and dust with high duster
g. Wipe soiled areas with cloth and HDOX green solution
23. Clean wastebasket
h. Remove liner and discard in trash bin on housekeeping cart
i.  Wipe inside and outside surfaces of can
J.Install new plastic liner
24. Damp mop — Mop bathroom and resident room as one activity (see Wet/Damp
Mopping procedure above substituting Waffle mop and HDOX Red with bleach
impregnated wipes)
25. Replenish supplies and equipment for resident care as needed
26. Place used flat mops in laundry bag attached to linen cart

(INTENTIONALLY LEFT BLANK)
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TRAINING INFORMATION FOR WAFFLE MOP SYSTEM:

The Waffle Mopping system is designed to effectively remove soil from soil when used in
conjunction with Hdox cleaning solutions (see Hdox information below). The system effectively
aides in the prevention of spreading organisms because each room gets its own mop cloth and
cleaning cloth, thus eliminating cross contamination between resident rooms.

The mop consists of three components: 1). Mop handle, 2). Squeegee, and 3). Specially designed
mop cloth (green or blue). The green cloth is used for general cleaning on glass, porcelain, walls,
ceilings, floors (VCT, ceramic tile, vinyl wood grained, terrazzo, marble, wood, etc.) while the blue
cloth is used for ceramic tile floors or for removing heavy soil from other surfaces.

The mop handle is telescopic for adjusting the handle to the level of the users chin for maximum
efficiency (see chart below)

Place the squeegee on the floor while maintaining a downward
pressure. Twist the telescoping handle to release and extend the length

i

Adjust telescopic stick until the handle touches your chin — 'T“ _

Once you have adjust the mop handle to the appropriate length, select a Waffle cleaning cloth (green
for general cleaning) (red for deep cleaning ceramic) and attach it to the squeegee unit at the end of
the mop handle. The mop system is not ready to use.

Begin using the mop system at the wall edges and corners (see chart below)

| I
R
T

[ g
:‘ I
| -
| v

Push the squeegee along the edge of the wall and work through corners. Once corners and edges
have been mopped, continue cleaning remainder of floor employing the figure "8 movement while
applying even pressure on the floor by pushing downward on the mop handle.

‘ Housekeeping & Laundry Manual - Revised: September 14, 2022



\\% OCEAN HEALTHCARE

TRAINING INFORMATION FOR WAFFLE MOP SYSTEM: (continued)

As you move the mop system in the figure "8 motion (cloth should always remain behind the
leading edge) you will notice that dirt is building up on the leading edge of the mop cloth. To get a
clean leading edge, slightly pick up the squeegee and move the squeegee back on the cloth
approximate (1) one inch as shown in chart below.

*(Note that the cloth remains behind the leading edge of the squeegee)

If you have moved the squeegee on the cloth until completely soiled, flip the unit so that the clean
side of the cloth may be used to continue mopping the floor with the cloth behind the leading edge of
the squeegee.

(INTENTIONALLY LEFT BLANK)
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TRAINING INFORMATION FOR PEROXY Hdox CLEANING SOLUTIONS:

Peroxy Hdox, EPA registered, is a hydrogen peroxide based cleaning solution that is used in
conjunction with the Waffle Mop System. It is an effective general cleaner as well as a disinfectant,
spirucide, and fungicide, giving you more cleaning power from one product and two dilutions.

Cleaning with
Hydrogen Peroxide

Hydrogen Peroxide is a naturally occurring compound consisting of 2
parts hydrogen and 2 parts oxygen. This makes the chemical formula
H202, or in simple terms, Water with an extra Oxygen molecule.
Unlike traditional disinfectants that use Ammonium compounds to
poison microbes and leave behind toxic residue, Peroxy HDOX uses
Hydrogen Peroxide to oxidize, or burn, organic matter. When Peroxy
HDOX comes into contact with organic matter like microbes, it burns it
through oxidation, releasing its extra Oxygen molecule, and leaving
behind plain water.

This process makes Peroxy HDOX highly effective and does not require
arinse.

Hdox is a concentrated hydrogen peroxide cleaning solution that has (2) two dilution rates (green
and red). The green solution is effective on all surfaces (see charts below) while the Red solution is

an effective disinfectant and is used on high touch surfaces and bathroom surfaces (see charts
below).

i, Degreant S, Viciee, Duifoct, gkt When o 20 drcaed Perry HIDOX I Clsnr, Degeesnr, Samtree, Viewesde, Dnedecees. | ik
et AN e i DS, B iree, et ity eecs Pereny MO 6 | d

. Desiafe
Use Green Dilution For:

o
Use Green Dilution For:

= Glass & Mirmor Cleaning.
- Flooe Cleanis

ispenser Repair o Staff Education Please Contact:
del Dispersador o Formacida del Persoeal, por favor contactar:

*LPA Rog No K191

Upon entering the resident room, lightly mist spray all bathroom fixtures and resident room high
touch surfaces with the red solution to begin the process of killing organisms. Once this is
accomplished, clean the resident room as required in the Resident Room cleaning procedures within
this manual (see Table of Contents for specific type of room cleaning; occupied, etc.). Upon
completion of resident room cleaning, go back to the resident bathroom and follow established
Resident Bathroom cleaning procedures as detailed on pg. 25 of this manual.
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SMOKING MATERIAL CLEAN UP AND CONTAINMENT

While the facility does not approve of discarding smoking material in a manner other than placement
of spent cigarettes, cigars, etc. in the provided containment receptacle. It is recognized that some
smokers may inadvertently discard smoking material on the facility grounds. As such, the following
shall apply:

Task: Remove smoking material from any area where smoking material is discarded on ground
and/or patios/sidewalks and assure that materials are properly extinguished prior to disposal

Frequency: Daily
Tools Required:

1. Porter pan and broom
2. Carry bucket with water

Procedure:

e Add water to carry bucket (approximately 3 inches deep).

Using the porter pan and broom, sweep any/all smoking materials (cigarette remains, cigarette
packages, etc.) into the porter pan.

Once material has been swept empty the contents of the porter pan into the carry bucket
allowing the material to soak in the water

Discard water soaked smoking material in a regular trash container or dumpster

Neatly and safely store the carry bucket and porter pan/broom

(INTENTIONALLY LEFT BLANK)
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INSERVICE TRAINING SIGN IN SHEET

In-service Subject:

Date of In-service: / /

Name of Trainer:

Employee Name:

Note: Manager must attach a copy of the in-service subject page and also
provide a copy to each staff member in attendance. Sign in sheet shall be

maintained on file.
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PEROXY HDOX EPA REGISTRATION APPROVED CLAIMS

The statement below depicts the EPA approval for Earth Laboratories, Inc. Peroxy Hdox labeling
relative to Earth Lab EPA Reg. No. 84198-1.

Note to Agency: Texl appearing in parenthesis { ) or brackets [ ] is optional text. {Brackered fext} is for admipistrative
purposes only and will not appear on final printed label,

11022010
"Virucidal: Peroxy HDOX, when [used as directed at] [diluted] [10 ounces of
concentrate] [product] [per gallon of water] [used concentrated] is effective against
Influenza Type A (Hong Kong) [ATCC VR-544] and Respiratory syncytial virus (RSV)
[ATCC VR-26] in the presence of 200 ppm hard water, 5% soil load and a 10 minute
contact time on hard non-porous inanimate surfaces.

Kills HIV-1 [AIDS virus] [HTLV-IIlg, Advanced Biotechnologies, Columbia, MD] when
[used as directed] [diluted] [at 5 ounces of Peroxy HDOX concentrate] [product] [per
gallon of water] [used concentrated] in the presence of 200 ppm hard water on hard non-
porous inanimate surfaces with a 5 minute contact time.

Sanitizing: Peroxy HDOX, when [used as directed at] [diluted] [5 ounces of
concentrate] [product] [per gallon of water] [used concentrated] is effective as a non-
food contact sanitizer against Staphylococcus aureus [ATCC 6538] and Enterobacter
aerogenes [ATCC 13048) in the presence of 200 ppm hard water, 5% soil load and a 5
minute contact time on hard non-porous inanimate surfaces.

FEB -4 201

(INTENTIONALLY LEFT BLANK)
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CRITICAL CARE EPA REGISTERED/APPROVED CLAIMS -

The claims depicted below are EPA registered and approved for Envirox Critical Care kill times
relative to listed germs:

Vancomyein resistant Enferococcus faecium (WRE)

Methicilin resistant Staphylocovetss aureus (MRSA)

Communty Assoctaled Methicilin resestant Staphylacoccus aureus (CA-MRSA)
WMWMWBWBM m

1Yty 1-Steain LY Y
“Herpes Simplex Type 1 VR-T33 Fi) Sra?
“Roavins

“Human Coronawirus

“Norovins

“Influenza AVR-54, Hong Kong Strain
*Rhinovines R37 VR-1147, Strain 151-1
%fm 2, VR-1002 Lansing Strain

controlled with 30 second kil ime.
mm;mmmn i-SimIﬂl!H, Sir.'l
1 VR-733 F() Srain, Influenza AVR-544, V147
151“’(& 2,YR-1002 Lansing Strain, ummmmmm

Bttt M b
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ENVIROX CRITICAL CARE - BACTIRIUM DESTRUCTION and PROTECTION

a healthier way to clean®
30-Second Kill

critical ca rem 24hr Residual Kill

DISINFECTANT-FUNGICIDE-VIRUCIDE" RE:=NA NSl

if you have high absenteeism, an outbreak, or you just want to be proactive this season, we recommend
using Envirox’s Critical Care. Critical Care is a silver ion technology based product designed to kill most
germs in 30 seconds to 2 minutes and leave a 24 hr residual kill behind. Click here for specifications.
What does that mean? After your daily cleaning process, spray Critical Care on every hard surface for
added protection. The silver ion technology allows it to kill germs when they come in contact with the
surface. Envirox Critical Care kills bacteria, viruses and fungus with a 0 rating on the HMIS Health scale.

You can't get safer than that! And it's a great seasonal addition to any current cleaning process. See
below for a visual.

BACTERIUM
Bacterium destroyed

Bacterium hits surface 5 1
and Silver lon
attaches/penetrates ]
cell wall to kill bacterium "“‘ 1

SILVER
ION
sitting on
surface
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Environmental Services Emerging Pathogen Plan

Cleaning Activities
1.) Pre-outbreak
a. Changes to daily job tasks
I. Utilize Diversy Virex Il 256 disinfectant to treat all high touch surfaces.
(FOLLOW VIREX LABEL RECOMMENDATIONS FOR CONTACT
DWELL TIMES)
ii. Continue using Hdox cleaning solution (green bottle) for floors and non-
touch surfaces
1. Continue using microfiber flat mop and cleaning cloth system
2. Continue using battery powered auto-scrubber and battery
powered burnisher
iii. Enforce morning tour to support essential replacement of depleted paper
and soap products in resident rooms and public bathrooms
iv. Disinfect resident room high touch surfaces as defined in Housekeeping
Manual Norovirus Cleaning pg. 118 - see attached
v. Disinfect common space high touch surfaces to include resident room
door handles, hall handrails, smoke barrier door push bars, all other hall
door handles, counter tops, wall hung computer Kiosks, medication cart
and treatment cart, and public bathrooms following Virex label
recommended surface dwell times.
vi. Disinfect pantry door handles, ice machine control buttons, refrigerator
door handles and door surface
vii. Cease floor stripping projects — utilize the project porter time to deep
clean/disinfect pantries, storage closets, entrance vestibules, elevator
cars, snack and drink vending machines, hall doors, activity rooms, TV
lounges, dining rooms, etc.
viii. Disinfect all dining room, activity room, TV lounge chair hard touch
surfaces
ix. Disinfect all housekeeping carts (housekeepers)
x. Disinfect all floor care equipment after each use (porters)
xi. Disinfect all touch surfaces at entrance vestibule (inside and out)
xii. Monitor staffing levels and report to Administration unfilled positions
1. Callin staff to fill open positions or revert to 5 step-cleaning
process while spreading the un-filled position room cleaning to
present staff
a. Saturday and Sunday housekeepers will perform room
and hall disinfect activities

(INTENTIONALLY LEFT BLANK)
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Environmental Services Emerging Pathogen Plan (continued)

b. Exiting the Isolation Room —
xiii. Open door with a clean paper towel.
xiv. Discard
Xv. in wastebasket.
xvi. Remove protective clothing
xvii. Remove mask by strings
xviii. Remove gown gently, folding it inside out, and dispose of in proper
XiX. receptacle
xx. Wash arms and hands
2.) Place used flat mops in separate plastic liner, seal the liner and place that bag in laundry
bag attached to housekeeping cart. Seal the laundry bag liner and transport to the Laundry
area for laundering.

3. Post-outbreak
1. Continue activities as outlined in Pre-outbreak above for a period TBD or until notified by Administration
2. Upon notification from Administration that it is approved to revert to normal operations apart from
daily high touch surface cleaning in resident rooms and hallway (handrails, door push bars, and hall door
handles, entrance vestibule touch surfaces)
3. Continue monitoring effectiveness of all housekeeping processes

Training Activities

Pre-Outbreak -Immediately in-service 100% of staff regardless of Job Description specific to the Norovirus and
Other Virus Cleaning procedures in the Housekeeping Manual pg. 118 and 119

Upon completion of training the Manager will observe each staff member perform a complete room clean to
determine competency

Inter-outbreak — the Manager will, upon notification of a resident displaying cold or flu symptoms or b
confirmation of COVID19, immediately select the primary housekeeper and the position fill housekeeper to
provide information relative to established Isolation cleaning practices (reference Housekeeping Manual pg. 33)
within the identified room. Information shall include proper use and disposal of Personal Protective Equipment,
proper disinfect procedure for any housekeeping tool or implement taken into the room and sanitation of same upon
exit of the room, proper procedure for double bagging isolation and disposal of the bag. The manager will then
observe the activities as described within the information given to determine competency.

Post-outbreak — all training activities will revert to pre-outbreak protocols except for Isolation room cleaning (shall
be focused on each time an isolation situation Is announced).

(INTENTIONALLY LEFT BLANK)
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Environmental Services Emerging Pathogen Plan (continued)

Laundry Operations
Pre-outbreak — laundry operations as usual
Inter-outbreak — laundry operations as usual

Post-outbreak as usual

Cleaning Supplies and Hand Disinfectant
Pre-outbreak
1. Hdox Green Solution shall be used to clean ordinary surfaces and Diversy Virex |l 256

disinfectant or equivalent, to meet the Emerging Pathogen Label Claim Requirements shall be
used to disinfect all high touch surfaces or as specified above in COVID19 affected resident
room (floors).

2. Disinfectant shall be installed in each resident room, as well as various common space locations,
and maintained as needed

Inter-outbreak
1. Use approved disinfectant in conjunction with cleaning activity protocols
2. Daily monitoring of any/all hand disinfectant cartridges — refill as needed

Post-outbreak
1. Continue utilizing approved disinfectant
2. Continue daily monitoring of hand disinfectant cartridges — refill as needed

(INTENTIONALLY LEFT BLANK)
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TERMINAL CLEANS OF VACATED ISOLATION ROOMS - USING
HDOX GREEN SOLUTION AND HDOX RED PRODUCTS

PURPOSE:
To thoroughly clean and disinfect the entire resident room including walls, furniture,
equipment, and fixtures prior upon resident discharge or monthly scheduled basis; to
assure that surfaces are clean and hygienic

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper/Porter
Nursing Staff

FREQUENCY:
Each resident room will be terminally cleaned upon discharge and monthly as scheduled

PRE-CLEANING:
Upon discharge of residents within the room it is necessary to allow the room and contents
to remain inactive for a period of 72 hours prior to cleaning (during active pandemic
period). If not during pandemic period, the room shall be terminally cleaned after 4 hours’
time lapse after resident discharge.

PERSONAL PROTECTIVE EQUIPMENT (PPE):
Regardless of time lapse after resident discharge, any staff entering the room shall don
proper PPE, (see pg. 142 for proper protective equipment and pg. 143 for donning and
doffing protective equipment ), to protect themselves from potential exposure to airborne
and/or surface borne microorganisms remaining within the room.

SCHEDULING:
Inform nursing in advance of performing cleaning activities so that the nursing staff has
sufficient time to remove bedding and any remaining personal effects

SUPPLIES NEEDED:

Battery backpack sprayer

Handheld 1quart spray bottle (Hdox green)
Handheld 1quart spray bottle (HDOX Red)
Trash can liners

Paper towels

Toilet paper

Hand soap refill

Disinfectant refill

N A WNE
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TERMINAL CLEANS OF VACATED ISOLATION ROOMS - USING HDOX
GREEN SOLUTION AND HDOX RED PRODUCTS (CONTINUED)

9. Microfiber cleaning cloths
10. Floor mop squeegee with microfiber cloths
11. Scraper

PROCEDURES:

1. Prepare to enter area.
a. Ensure use of proper precautions and PPE to prevent potential exposure

2. Clean resident bathroom first (see Resident Bathroom Cleaning policy above)
a. Discard any paper products in room or bathroom to include tissues, wipes,
toilet paper, paper towels, etc. (replenish all after entire room has been
cleaned)

3. Remove privacy curtains and window curtains with clean curtains (if windows have
blinds remove blinds and wet treat thoroughly with HDOX Red).
a. Replace privacy curtains with clean curtains after all cleaning/disinfecting
activities are complete and at completion of wax application.
b. Reinstall disinfected window treatments after all cleaning activities are
complete.

2. Damp cleaning (mist spray high touch surfaces with HDOX Red (see pg. 125)
a. Damp wipe the following with HDOX green solution and green cloth. Upon
wiping with HDOX wipe surfaces with bleach wipe as indicated with **’
ii. Furniture surfaces — top, side, front *
iii. Light fixtures and switches — top, sides, front *
iv. Window frames and sill
v. Lamp fixtures (if any) *
vi. Chairs — surfaces and frame (* chair arm rails)
vii. Dressers — top, sides, front, inside drawer surfaces
viii. Side table — top, sides, front, inside drawer surfaces
iX. Overbed table — base, top, frame
x. Door handles and door surfaces (both interior and hall side)
xi. Window glass) After disinfecting, clean with Hdox green to remove
haze and/or streaks

3. Clean resident bed
a. Remove mattress (clean all surfaces of mattress)
b. Clean all surfaces of bed and bed frame with a cloth and HDOX Red solution and
then wipe with a bleach wipe *
c. Wipe mattress on all surfaces paying special attention to seams and tufts (ends,
sides, top and bottom) and then wipe with a bleach wipe

4. Clean Walls and doors utilizing Waffle cloth
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TERMINAL CLEANS OF VACATED ISOLATION ROOMS - USING
HDOX GREEN SOLUTION AND HDOX RED PRODUCTS

(CONTINUED)
a. Starting high remove cobwebs and dust with high duster
b. Wipe soiled areas with a microfiber cloth and HDOX green solution to remove
soil and germ load

5. Clean wastebasket
a. Remove liner, double bag, and place in trash bin on housekeeping cart
b. Wipe inside and outside surfaces of can

6. Damp mop — Mop bathroom and resident room as one activity (see Wet/Damp Mopping
procedure above)

7. Replenish supplies and equipment for resident care as needed

8. Place used flat mops in laundry bag attached to linen cart

UPON COMPLETION OF ALL CLEANING ACTIVITIES:

1. UTILIZE THE BATTERY POWERED BACKPACK SPRAYER TO APPLY HDOX
RED ON ALL SURFACES.

A. Bathroom Surfaces — walls, toilet surfaces (lift toilet seat to disinfect underneath),
toilet flush handle, safety grab rails, light switches, door surfaces, door frames, door
handles/knobs, sink surfaces, sink faucet fixture and handles, paper towel dispenser,
soap dispenser, toilet paper holder/dispenser, nurse call cord, etc.

B. Resident Room Surfaces —
i. walls (top to floor) wall cove base,
ii. hall door surfaces (inside and out)
iii. hall door handles/knobs
iv. wardrobe surfaces (inside and outer)
v. dresser surfaces (inside and outer)
vi. overbed table (top table surface, underneath table surface, table height adjustment
handle surfaces, table base, table post, etc.
vii. bed frame (spray underside of frame components and top side frame components
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viii.

Xi.
Xil.
Xiii.
Xiv.
XV.
XVI.
XVil.
XViii.
XiX.
XX.

Terminal cleans of vacated ISOLATION rooms — using HDOX GREEN SOLUTION and HDOX
RED products (continued headboard and footboard
bed side rails

bed controller (if any)

nurse call button

side chair frame surfaces

armchair frame surfaces

air conditioner surfaces and control panel
baseboard heater surfaces (if any)
trash can surface (inside and out)
bedside stand surfaces (inside and out)
wall light switches

overbed light switch cord

mattress

NOTE: If resident rooms are in an unoccupied nursing unit: clean/disinfect all rooms as
depicted above. After all rooms then repeat similar process for nurse stations, halls, lounges,
shower rooms, storage rooms, soiled utility rooms, dining rooms, TV lounges, activities rooms,
offices etc. (if contained within the nursing unit).

NOTE: Where and when possible, and upon approval of the Administrator, strip and wax
individual resident room floors and/or entire nursing unit floors (if nursing unit is totally

unoccupied).

(INTENTIONALLY LEFT BLANK)
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USE OF REUSABLE CLOTH ISOLATION GOWNS - COLLECTION,
WASHING, DRYING AND
INSPECTION/EVALUATION/IDENTIFICATION PROCEDURE

PURPOSE:
To establish processes and methods to effectively to assure proper cleaning, inspection,
and maintenance of reusable cloth isolation gowns

SCOPE:
Laundry Department

RESPONSIBILITY:
Director of Housekeeping
Laundry Aide

POLICY: The laundry department shall assure the collection, disinfect/laundering, inspection,
identification for continued use of reusable isolation gowns

PROCEDURES:
1. Washing/Drying - Upon collection of soiled reusable cloth isolation gowns

a. Laundry aide will:

i. Place soiled reusable gowns in the washing machine (set to personal
clothing cycle)

ii. Upon completion of wash cycle, the reusable gowns shall be
transferred to the linen dryer. The drying temperature shall be set to
the lowest heat setting (140 degrees) and a cycle setting appropriate
for personal clothing (varies by dryer manufacturer; see dryer
manufacturer guidelines)

2. After drying cycle is finished, laundry aide will remove gowns and:

a. Prior to folding, the laundry aide shall inspect the condition of the gown for
wear and integrity of string type ties at the back of the gown. If found
unusable, the gown shall be disposed of in an appropriate trash container

b. If the gown is in useable condition the laundry aide shall mark the gown with
hash marks as indicated in the diagram below and at the location of the gown
as indicated in picture exhibit below. Once the hash mark is added, the gowns
shall be folded and placed on a clean linen cart for distribution to the nursing
unit(s)

Mark the lower inside of the left flap of the gown vm
the type of hash mark diagram shown below.

A

The gown should be serviceable for approx. 100
washings (a hash mark must be made for each
successful wash/dry/inspection cycle).

!
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PEROXY HDOX (RED) EPA Q" LIST APPROVAL FOR EMERGING
VIRUSES STRONGER THAN COVID19 and EPA List ' N° APPROVAL

Exhibit "A" - EPA LIST "Q°

ClearFilter(s)
5
Show[25_v]entries Export toPDF || Exportto sV

Disinfectants for Emerging Viral Pathogens (EVPs)
Surface Type
H ital;
Follow {Hospitaly
" . Contact " For use on For use on For use on - - Industrial;
Registration . " Formulation Surface . . - . directions for N N
Active Ingredient(s) Product Name Company 2| Tier1 Tier2 Tier3 A Residential;
Number " Type Type i ! ' the following
Minutes viruses? viruses? viruses? th (s) Veternary;
pathogens] Animal
housing)
Hard Hospital;
Earth Laboratories " Feline calicivirus
841981 Hydrogen peroxide Peraxy HDOX Dilutable Nonporous Yes Yes No Industrial;
Inc (Norovirus)
(HN) Residential
Previous 1 Nex

Showing 1 to 1of 1 entries (filtered from 442 total entries)

Exhibit '‘B" - EPA LIST 'N°

List N Tool: COVID-19 Disinfectants

Search by selecting ons or mors option above. Chick the "Show Resufts” button to view your list of results. Sslect 35 many ogtions as you wish. Click the "Clear

Results” button o remove 3l selzctons and stan over. Click "Erowse All” to disc'ay all products

Total count: 1

Show entries

Follow the
disinfection
EPA Contact Why is thi
Active Product directions and i Formulation  Surface ot
Registration Company Time {in Use Sige | product on
Number (i Ingredient(s) Name | preparation for ezt Type | Type | st N2
the following -
virus i
xathogen than
- Esrth Hard pathog »
a Hydrogen Feroxy S 5 . Hzakhcare;,  SARS-CollZ
84108- YOratorie o 5 Dilut onp S - | ey
ol paroxide HDOX Lar..;,:éo. es Homuis fetole P""_&r?”: Institutional ~_(COVID-18);
. viral
pathogen
claim
Previous 1 Next

Showing 1to 1.of 1 entries
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RESIDENT ROOM CLEANING/DISINFECT and COMMON SPACE
CLEANING/DISINFECTING PROCEDURE FOR HIGH TOUCH
SURFACE PROTECTION FOR MONKEYPOX

PURPOSE:
To thoroughly clean, disinfect, and provide an active continuing barrier in resident
rooms and common space areas to include all high touch surfaces

SCOPE:
Housekeeping

RESPONSIBILITY:
Director of Housekeeping
Housekeeper
Nursing Staff

PPE STATEMENT: STAFF MUST WEAR A GOWN, GLOVES, EYE PROTECTION,
AND AN N95 MASK WHEN CLEANING AREAS WHERE PEOPLE WITH
MONKEYPOX HAVE BEEN.

CLEANING STATEMENT: DISCONTINUE USE OF FEATHER DUSTERS OR DRY
WIPING OF HIGH SURFACES SUCH AS OVER BED LIGHTING, PICTURE
FRAMES, WALL CLOCKS, BATHROOM LIGHTING, BATHROOM MIRRORS, ETC.
ALL SURFACES SHALL BE DAMP WIPED AS DESCRIBED BELOW:

PROCEDURES:
1. Frequency — Daily (HDOX Red disinfect and apply Critical Care) (FOLLOW
LABEL DIRECTIONS FOR CONTACT DWELL TIME)
2. Prepare surfaces for application of Critical Care
a. Ensure use proper precautions to prevent exposure
b. Resident Rooms - damp wipe the following with Critical Care solution and
Waffle green cloth.
i. Furniture surfaces — top, side, front *
ii. Light fixtures and switches — top, sides, front
iii. Window frames and sill
iv. Lamp fixtures (if any)
v. Chairs — surfaces and frame (* chair arm rails)
vi. Dressers — top, sides, front *
vii. Side table — top, sides, front *
viii. Overbed table — base, top, frame *
iX. Door handles and both sides of door surfaces (include door frame)
X. Bed side rails
xi. Bathroom door handles and door surfaces (include door frame)
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POLICY: RESIDENT ROOM CLEANING and COMMON SPACE
PROCEDURE FOR DISINFECTING AND TOUCH SURFACE
PROTECTION FOR MONKEYPOX (CONTINUED)

xii. Bathroom fixtures (toilet surfaces and flush handle, sink surfaces and
faucet handle surfaces)
xiii.  Wall light switches and switch plate

Upon disinfect each of these surfaces, spray a light mist of Critical Care on
contact surfaces and allow to dry (do not wipe off).
c. Common Space areas —
i. Halls —

1. Handrails — disinfect with HDOX Red daily and apply Critical
Care directly to handrails with a light mist (do not wipe off,
allow to dry)

2. Smoke barrier doors - disinfect with HDOX Red daily and
apply Critical Care directly to push devices and push plates
with a light mist (do not wipe off, allow to dry)

3. Clean and Soiled linen closets - disinfect with HDOX Red
daily and apply Critical Care directly to handles and push
plates (include door frames) with a light mist (do not wipe
off, allow to dry)

4. Dining rooms and lounges - disinfect with HDOX Red daily
and apply Critical Care directly to touch surfaces of chair
frames, soap dispensers, door surfaces, paper towel
dispensers, etc., with a light mist (do not wipe off, allow to
dry)

5. Elevators - disinfect with HDOX Red daily and apply Critical
Care directly to door surfaces and control push buttons with
a light mist (do not wipe off, allow to dry)

6. Hoyer lifts, scales, BP cuff stands, etc. - disinfect all
surfaces with HDOX Red daily and apply Critical Care
directly to touch surfaces with a light mist (do not wipe off,
allow to dry)

(INTENTIONALLY LEFT BLANK)
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POLICY: HANDLING RESIDENT LINENS, PERSONAL LAUNDRY, AND
TOUCHING ENVIRONMENTAL SURFACES IN POSITIVE MONKEYPOX
ROOM OR UNIT and IN FACLITIY LAUNDRY ROOM

« Entering isolation areas—Staff who enter isolation areas should wear
a gown, gloves, eye protection, and an N95 mask.

« Laundry— Bedding, towels, clothing) may be washed in a standard
washing machine with warm water and detergent; bleach may be
added but is not necessary.

o Soiled laundry should not be shaken or otherwise handled in a
manner that may disperse infectious particles.

o When handling dirty laundry from people with known or
suspected monkeypox infection, staff, volunteers, or residents
should wear a gown, gloves, eye protection, and an N95 mask or
respirator. PPE is not necessary after the wash cycle is
completed.

« Cleaning and disinfection—Staff, volunteers, or residents should wear
a gown, gloves, eye protection, and a well-fitting mask or respirator
when cleaning areas where people with monkeypox spent time.

« Hand hygiene - (i.e., hand washing with soap and water or use of an
alcohol-based hand rub) should be performed by persons having
contact with or after touching lesion material, clothing, linens, or
environmental surfaces that may have had contact with lesion
material.

(INTENTIONALLY LEFT BLANK)

‘ Housekeeping & Laundry Manual - Revised: September 14, 2022



\'/ OCEAN HEALTHCARE

POLICY: PROPER PERSONAL PROTECTIVE EQUIPMENT TO BE
WORN IN ISOLATION ROOMS AND AREAS WHERE INFECTED
INDIVIDUALS HAVE BEEN WITH MONKEYPOX OR OTHER
EMERGING VIRUSES

?

Protective Gowns are
to be worn for
isolation room
cleaning and soiled
linen sorting

Protective gloves are to
be worn while handling
chemicals, cleaning
rooms, sorting soiled

Protective eyewear is to be
worn while filling chemical
spray bottles at designated
filling stations (housekeeping
storeroom and porter closet
across from laundry), etc.

PROTECTIVE N95
FACE MASKS ARE
TO BE ALWAYS
WORN WITHIN
THE FACILITY
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U OCEAN HEALTHCARE

SEQUENCE FOR DONNING AND DOFFING PERSONAL PROTECTIVE
EQUIPMENT

Exhibit "E’ Sequence for Putting on/off Personal Protective Equipment

SEQUENCE FOR PUTTING ON HOWTO SAFELY REMOVE PERSONAL PROTECTIVE EQUIPMENT (PPE)
PERSONAL PROTECTIVE EQUIPMENT (PPE) EXAMPLE 1

There are a variety of ways to safely remove PPE without contaminating your clathing, or mucous membranes with
The type of PPE used will vary basad on the level of precautions required, such as standard and contact, droplet or potentially infactious materials. Here is one exampla. Remove all PPE before exiting the patient room except a respirator, if
airborne infection isolation precautions. The procedure for putting on and removing PPE should be tailored to the specific waorn. Remove the respirator after laaving the patient room and closing the door. Remave PPE in the following sequence:

type of PPE 1. GLOVES
1 GOWN = Qutside of gloves are contaminated!

+ It your hands get contaminated during glove removal, immediately
wash your hands or use an alcohol-based hand sanitizar

* Fully cover torso from neck to knees, arms

to end of wrists, and wrap around the back

Using a gloved hand, grasp the palm area of the other gloved hand
« Fasten in back of neck and waist

and peel off first glove

Hald remaved glove in gloved hand

Slida fingars of unglovad hand under ramaining glove at wrist and
peel off second glove over first glove

Discard gloves in a wasts cantainer

2. GOGGLES OR FACE SHIELD

+ Outside of goggles or faca shield are contaminated!
 If your hands get contaminated during goggle or face shield removal,
immediately wash your hands or use an alcohol-based hand sanitizer

= Remove gopgles or face shield from the back by liting head band or
gar pieces

« Ifthe item is reusable, place in designated receptacle for
reprocessing. Othanwise, discard in a wasts container

3. GOWN

« Gown front and sleeves are contaminatad!

« If your hands get contaminated during gown removal, immediately
wash your hands or use an akcohal-basad hand sanitizar

2. MASK OR RESPIRATOR

« Secure ties or elastic bands at middle
of head and neck

« Fitflexible band to nose bridge
* Fit snug to face and below chin
 Fit-check respirator

«+ Unfasten gown ties, taking care that sleeves don't contact your bady
whan reaching for ties

« Pull gown away from neck and shoulders, touching inside af gown only

Tum gawm inside cut

Fold or rallinto & bundle and discard in a waste cantainer

4. MASK OR RESPIRATOR
« Front of mask/raspirator is contaminatad — DO NOT TOUCH!

« If your hands get contaminated during mask/resirator removal,
immediately wash your hands ar use an alcohol-based hand sanitizar

3. GOGGLES OR FACE SHIELD

* Place over face and eyes and adjust to fit

.

.

4. GLOVES

* Extend to cover wrist of isolation gown

= Grasp bottom ties or elastics of the mask/respirator, then the ones at
the top, and remove without touching the front
« Discard in a waste container

5. WASH HANDS OR USE AN
ALCOHOL-BASED HAND SANITIZER

IMMEDIATELY AFTER REMOVING
USE SAFEWORK PRACTICES TO PROTECT YOURSELF ALL PPE
AND LIMITTHE SPREAD OF CONTAMINATION

(INTENTIONALLY LEFT BLANK)
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POLICY: RESIDENT ROOM CLEANING PROCEDURES FOR ROOMS
DESIGNATED AS ENHANCED BARRIER PRECAUTIONS ROOM,
DROPLET PRECAUTIONS ROOM, CONTACT PRECAUTIONS, and
AIRBORNE PRECAUTION ROOM

Definition of resident rooms designated as potential surface or bodily
fluid contact for housekeepers during cleaning procedures:

A.) Enhanced Barrier Precautions - Enhanced Barrier Precautions (EBP)
are an infection control intervention designed to reduce transmission
of resistant organisms that employs targeted gown and glove use
during high contact resident care activities.

B.) Droplet Precautions - droplet Precautions are used to prevent the
spread of pathogens that are passed through respiratory secretions
and do not survive for long in transit. These droplets are relatively
large particles that cannot travel through the air very far. They are
transmitted through coughing, sneezing, and talking.

C.) Airborne Precautions - airborne precautions are used to protect

against airborne transmission of infectious agents.

Diseases requiring airborne precautions include, but are not limited
to:

i. Measles,

ii. Severe Acute Respiratory Syndrome (SARS),

iii. Varicella (chickenpox), and

iv. (TB) Mycobacterium tuberculosis.
Airborne precautions apply to patients known or suspected to be
infected with microorganisms transmitted by airborne droplet
nuclei. Preventing airborne transmission requires personal
respiratory protection and special ventilation and air handling.
Residents diagnosed with airborne disease shall be isolated and

housekeeping shall clean the room only upon resident discharge to
the hospital.

‘ Housekeeping & Laundry Manual - Revised: September 14, 2022



m OCEAN HEALTHCARE

POLICY: RESIDENT ROOM CLEANING PROCEDURES FOR ROOMS
DESIGNATED AS ENHANCED BARRIER PRECAUTIONS ROOM, ,
DROPLET PRECAUTIONS ROOM, CONTACT PRECAUTIONS, and
AIRBORNE PRECAUTION ROOM (CONTINUED)

D.) Contact Precautions - contact precautions are used to prevent

transmission of infectious agents which are spread by direct or indirect
contact with the patient or the patient’s environment

(INTENTIONALLY LEFT BLANK)
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\\V OCEAN HEALTHCARE

POLICY: RESIDENT ROOM CLEANING PROCEDURES FOR ROOMS
DESIGNATED AS ENHANCED BARRIER PRECAUTIONS ROOM,
DROPLET PRECAUTIONS ROOM, CONTACT PRECAUTIONS, and
AIRBORNE PRECAUTION ROOM (CONTINUED)

Housekeeping shall follow the policies/procedures stated below s
designated for each of the four precaution types:

a. Enhanced Barrier Precautions - Policy procedures to be followed during

resident occupation and at discharge of resident:

i. Pg. 143 - Sequence for Donning and Doffing Personal Protective
Equipment

ii. Pg.33 - Resident Room Cleaning of Occupied Isolation Room

iii. Pg. 31 - Resident Room Cleaning Discharge

ii. Pg.133 - Terminal Clean of Vacated Isolation Room

b. Droplet Precautions - Policy procedures to be followed during resident

occupation and at discharge of resident:

i. Pg. 143 - Sequence for Donning and Doffing Personal Protective
Equipment

ii. Pg.33 - Resident Room Cleaning of Occupied Isolation Room

iii. Pg. 31 - Resident Room Cleaning Discharge

ii. Pg.133 - Terminal Clean of Vacated Isolation Room

c. Airborne Precaution - NOTE: Housekeeping staff shall not enter an
Airborne Precaution room until resident has been discharged to hospital.

Policy procedures to be followed upon discharge to hospital:

i. Pg. 143 - Sequence for Donning and Doffing Personal Protective
Equipment

ii. Pg. 120 - Resident Room Discharge TB Cleaning Procedure

ii. Pg. 133 -Terminal Clean of Vacated Isolation Room
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POLICY: RESIDENT ROOM CLEANING PROCEDURES FOR ROOMS
DESIGNATED AS ENHANCED BARRIER PRECAUTIONS ROOM,
DROPLET PRECAUTIONS ROOM, CONTACT PRECAUTIONS, and
AIRBORNE PRECAUTION ROOM (CONTINUED)

d. Contact Precautions - Policy procedures to be followed during resident

occupation and at discharge of resident:

i. Pg. 143 - Sequence for Donning and Doffing Personal Protective
Equipment

ii. Pg.33 - Resident Room Cleaning of Occupied Isolation Room

iii. Pg. 31 - Resident Room Cleaning Discharge

ii. Pg. 133 -Terminal Clean of Vacated Isolation Room

NOTE: Each of the four precautions cleaning processes above shall be
prioritized within the daily work task schedule to prevent room cross
contamination (i.e., clean precautions/isolation rooms after non-affected
rooms have been cleaned)

(END)
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