II. OFFICE ADMINISTRATION 

2.04 Housekeeping 

The following list is the routine schedule of cleaning and upkeep for the School Based Health Center. Cleaning must be performed wearing gloves and observing Universal Precautions: 



· Clean all exam rooms daily. This includes using a germicidal cleaner to clean counter tops, sinks, chairs, exam lights, and exam tables (including removing the paper protector and cleaning all tables). 

· Clean all areas that had a blood spill with 10% bleach solution. A 10% bleach solution is made every day. 

· Empty all garbage containers daily and take to the dumpsite. All biohazard waste is emptied in the biohazard container and stored there until full. When full, return to the RMC Main Site and give to Maintenance Personnel for proper disposal. 

· Clean all lids on the biohazard garbage cans in each room daily. 
· Clean all chairs in the waiting room and exam rooms as needed. 
· Dust off all office furniture, weekly or more often if needed. 
· Organize items, dust, and keep watch for anything out of place daily.

· Order supplies when needed. 

· Defrost all freezers when needed. 
· Check all refrigerators and watch the temperature -gauge especially in the laboratory refrigerator for proper function. 

· Keep all storage areas clean and walk ways clear. 
· Keep all boxes and supplies in an orderly manner and out of walk ways daily. 

· Check all thermostats for proper setting before leaving at the end of each day. 

· At the end of every workday, make sure all outside doors are locked. 
· Turn off all lights. 
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