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President, Board of Directors
Policy:
It is the policy of the ETSU Physicians and Associates that each office/laboratory will maintain its facility in a clean and tidy manner.  It is the responsibility of all employees to ensure that the facility remains clean and tidy to the best of their ability during operating hours.  A cleaning service will be scheduled to clean the office/laboratory based on a list of specific responsibilities.

Procedure:
1. The cleaning schedule for the main office space (hallways, reception area, nurse's station) will include the following responsibilities:

a. Daily responsibilities:

· spot vacuum carpet traffic lanes,

· dust mop hard floor surfaces,

· dust furniture and vertical surfaces,

· wet mop hard floor surfaces as dictated by weather/spillage,

· empty and reline waste containers daily,

· remove waste to designated area, and

· clean and sanitize drinking fountain.

b. Weekly responsibilities:

· vacuum carpet completely wall to wall,

· spot clean carpets as needed,

· damp mop hard floor surfaces,

· dust pictures, clocks, vents, windowsills and moldings excluding 

personal items,

· spot clean walls and switch plates,

· spot clean glass, windows, interior doors and partitions, and

· vacuum furniture.

c. Monthly responsibilities:

· dust blinds,

· dust low-level sills, baseboards and moldings,

· edge vacuum carpet,

· vacuum furniture, and

· buff hard surface floors.

d. Bi-annual responsibilities:

· scrub and refinish hard surface floors, and

· shampoo all carpets.

2. The cleaning schedule for the restrooms (staff and public) will include the following responsibilities.

a. Daily responsibilities:

· empty trash and reline,

· clean and sanitize sinks and counters,

· damp wipe fixtures and chrome,

· clean and refill dispensers,

· clean mirrors completely,

· descale and sanitize toilet bowls,

· clean and sanitize toilet seats and lids,

· descale and sanitize urinals,

· spot clean partitions,

· clean napkin holder,

· spot clean door, walls, switch plates, etc., and 

· damp mop floors with disinfectant.

b. Weekly responsibilities:

· clean doors completely,

· dust all ledges,

· clean partitions completely,

· damp wipe and dry all chrome pipes under sinks, and

· clean vents.

c. Monthly responsibilities:

· wash walls, and
· scrub floors. 

3. The cleaning schedule for the exam rooms and laboratory areas will include the following responsibilities.

a. Daily responsibilities:

· empty trash and reline,

· damp wipe counter top,

· clean and disinfect exam tabletops,

· spot vacuum carpets,

· dust mop hard floor surfaces,

· wet mop hard floor surfaces using disinfectant,

· damp wipe and restock dispensers (soap, paper towel, etc.),

· clean and disinfect cleared counters and sinks,

· dust/damp mop scales, and

· for procedure room, damp wipe all cabinets, splashguard, walls, switch plates, doors, and door handles with disinfectant solution.

b. Weekly responsibilities:

· damp wipe all scales,

· clean entire exam table,

· spot clean walls, fixtures and doors,

· high dust pictures, clocks, etc., excluding personal items,

· vacuum carpet wall to wall, and

· edge vacuum waiting rooms and hallways.

c. Monthly responsibilities:

· buff hard surface floors,

· dust blinds,

· damp wipe all trash containers inside and out,

· clean and sanitize entire exam table, sides and steps,

· vacuum furniture, and

· clean horizontal surfaces.

d. Bi-Annual responsibilities:

· shampoo all carpets, and

· scrub and refinish all hard surface floors.

4. The cleaning schedule for the lobby, reception area, corridors, stairwells, elevators, and medical records room will include the following responsibilities.

a. Daily responsibilities:

· spot vacuum carpets and walk off mats, and

· spot clean elevators and mop daily,

· dust mop hard surface floors,

· wet mop hard surface floors,

· spot clean glass doors and windows, and

· police, sweep and mop stairways and landings.

b. Weekly responsibilities:

· spot clean/extract mats as needed,

· spot clean carpets,

· spot clean elevator thresholds and tracks,

· vacuum all carpets completely wall to wall,

· high dust pictures, clocks, ledges, vents and moldings excluding personal items,

· low dust sills, ledges and moldings, and

· spot clean elevator thresholds and tracks as needed.

c. Monthly responsibilities:

· spot clean all traffic lanes of carpeting,

· buff elevators and/or hard surface floors, and

· vacuum/wipe all furniture top to bottom.

d. Quarterly responsibilities:

· scrub stairwells as needed, and

· shampoo carpets of all center corridor areas.

e. Bi-annual responsibilities:

· scrub lobby hard surface tile,

· shampoo all carpets and/or corridors, and

· scrub and refinish all elevators and hard surface floors.
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