	COMMUNITY HEALTH CENTRE, PADMAPUR

	HOSPITAL ADMINISTRATION MANUAL



[image: image1.jpg]\ \ -
\ "
SN AN ‘
\ole PR
e . WS RAN
y . e\
— 7



[image: image2.png]


STANDARD OPERATING PROCEDURES

FOR
HOSPITAL HOUSEKEEPING MANAGEMENT
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COMMUNITY HEALTH CENTRE, PADMAPUR

KENDUJHAR, ODISHA

Email Id:padmapur.bpmu@gmail.com
1.0 Purpose: 
To provide process, instructions and methodology for Management of House Keeping with the aim of providing a clean and hygienic hospital environment
2.0 Scope:  It includes:

· Collection and disposal of all the categories of Bio Medical Waste. 
· Cleaning of the hospital premises. 
· Washing of linen. 
· Maintaining clean and hygienic hospital environment.
3.0 Reference: Quality Management System Manual, MNL: QSM: 01, Section 7.1 
4.0 Process Flow Chart: 













5.0 Standard Procedures

	S.No
	Activity
	Responsibility
	Related Document 

	
	House Keeping service in CHC, Padmapur
	
	

	5.1
	Service Provision: housekeeping services is outsourced to an external agency which has deployed housekeeping staffs (as per contract) in the hospital for the general upkeep and cleanliness.
	
	

	5.2
	Duty Roaster: Duty roaster is maintained by Matron/ Assistant Matron who are guided by the Housekeeping Supervisor for posting the housekeeping staff in various areas of the hospital for maintenance of cleanliness and hygiene of the hospital.
	
	

	5.3
	Ward and office cleaning
	Sweeper
	

	5.3.1
	The trash from the floor and tables is collected in the waste bin.
	
	

	5.3.2
	Wet cloth is to be used for cleaning the hospital furniture, fixtures and windows.
	
	Daily Housekeeping and Cleaning Schedule

	5.3.3
	Mopping of the floor is done using a disinfectant in all shifts.
	
	Daily Housekeeping and Cleaning Schedule

	5.3.4
	Any equipment present is cleaned using a dry cloth.
	
	Daily Housekeeping and Cleaning Schedule

	5.4
	Bath room cleaning
	
	

	5.4.1
	The trash is to be collected in a waste bin.
	Sweeper
	

	5.4.2
	Scrub the wash basin and toilets using a disinfectant.
	
	

	5.4.3
	The floor is mopped using a disinfectant.
	
	Daily Housekeeping and Cleaning Schedule

	5.5
	Disposal of waste
	
	

	5.5.1
	The colored polybags from the Biomedical Waste bins are collected and tied with the thread.
	Sweeper
	

	5.5.2
	Rubber gloves are to be worn while collecting the bags from the bins in a trolley.
	
	

	5.6
	Housekeeping Procedures
	
	

	
	
	
	

	5.6.1
	The floor is cleaned weekly. Detergent and copious amount of water shall be used during one cleaning.

Mopping of the floor is done with Phenyl and water. The mopping is always done in one direction.
	Sweeper
	

	5.6.2
	The walls are washed with a brush using detergent and water. High dusting is done with a wet mop. Fans and lights are cleaned with soap and water. All work surfaces disinfected by wiping with Bacillocid/ Carbolic Acid. Cupboards, shelves, bed lockers, IV Stands, stools and other fixture cleaned with detergent and water.
	Sweeper
	

	5.6.3
	Curtains are changed on a monthly basis or whenever soiled. These curtains are sent for regular laundering.
	Sweeper
	

	5.6.4
	Patient’s bed is cleaned every week with detergent and water. 1% hypochlorite is used when soiled blood or body fluids.
	Sweeper
	

	5.7 
	OT cleaning
	Sweeper
	

	5.7.1
	Collect the trash in the bin
	
	

	5.7.2
	Clean the OT furniture and all ledges and dust holding surfaces using a wet cloth.
	
	Daily Housekeeping and Cleaning Schedule

	5.7.3
	Mop the floor using the disinfectant.
	
	Daily Housekeeping and Cleaning Schedule

	5.7.4
	Wipe All equipment, furniture, room lights, suction point, OT Tables, surgical light reflectors, other light fittings, slabs etc. with soap solution.
	
	Daily Housekeeping and Cleaning Schedule

	5.7.5
	After the surgery wipe used equipments, furniture, operating table etc. with detergent and water. If there is a blood spill disinfect with Sodium Hypochlorite before wiping.

Empty and clean suction bottles and tubing with disinfectants.
	
	Daily Housekeeping and Cleaning Schedule

	5.8 
	Linen
	Sweeper/Dhobi
	

	5.8.1
	Rubber gloves are to worn while collecting the dirty linen from the wards
	
	

	5.8.2
	Soak the infected linen in the bucket containing bleaching powder and water in the 1:10 ratio.
	
	

	5.8.3
	Soaked linen are washed in the washing machine having washing powder.
	
	

	5.9
	Pest control
	Sweeper
	

	5.9.1
	Pesticides are to be sprayed for avoiding pest and insecticides every six months.
	
	A log book of pest control register


6.0 Formats: (Enclose in appendix)

	S. No.
	Format No.
	Format Name 
	Type

	1.
	FF /HK/01
	Daily Housekeeping and cleaning schedule 
	Forms


7.0 Records :

	S.No.
	Record Number
	Record Name
	Type
	Retention Period

	1
	RG/HK/01
	Housekeeping attendant attendance register


	Register
	3 year


8.0 Process Efficiency Criteria:

	Si. No.
	Activity
	Efficiency Criteria

	1
	Periodical Check
	Periodical check should be done on weekly basis

	2
	Hygiene Score
	Targeted score at scale of 10

	3
	Patient Satisfaction Score
	Target score at Likert Scale


9.0 Reference Documents:

BMW collection and transportation guidelines

Housekeeping Checklist

Hygiene Score Checklist

APPENDIX

1. Housekeeping & Cleaning Schedule
	Daily Work Schedule:

	Date:……………….

	Srl
	 
	Wards and Veranda-Sweeping & mopping (4 times /day)
	Fans (weekly once)
	Furniture  (daily once)
	Doors & Windows                   (daily once)
	Washing of all Toilets of hospitals                                                               (2 times/Day)
	Wash Basin   (Twice a day)
	All Roof &

 Walls 

	 
	 
	10- 12 pm
	
	5-7 pm
	
	8am
	8am
	8am
	
	10am
	
	6pm
	
	
	8am
	2

pm
	8 am – 12 pm

	1
	Blood Storage Unit
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	2
	O & G
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	3
	Female Medical Ward
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	4
	Male Medical Ward
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	5
	Ortho
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	6
	Paediatric
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	7
	Female Surgical Ward
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	8
	Male Surgical Ward
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	9
	OPD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	10
	Eye
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	11
	ILR
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	12
	Hospital Campus Area (2 times/day)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	13
	All Drains       (once/ Day)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Cleaning schedule





OT cleaning





Bathroom cleaning





Ward & Office cleaning





After surgery





Before surgery





Collection of trash in the waste bins





Dusting of the equipments and furniture





Collection of trash in the waste bins





Collection of trash in the waste bins





Scrubbing of wash basins and toilet with disinfectant





Trash from tables and floor collected in waste bins





Wiping of used equipments and furniture using detergent and water





Wiping of all equipments and furniture using soap solution





Mopping of floor with a wet cloth using disinfectant solution





Mopping of floor with a wet cloth using disinfectant solution





Empty and clean suction bottles and tubing with disinfectant solution





Mopping of floor using disinfectant





Mopping with disinfectant





In case of blood spills disinfect with sodium hypochlorite








