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[bookmark: _Toc444376548][bookmark: _Toc504374802][bookmark: _Toc528165788]1. 	Purpose and Objective

[bookmark: _Toc424550452]1.1	Maharat Learning Center (MLC) is committed to ensuring the health and safety of its employees, clients and visitors and in addition to the Health, Safety and Environment (HSE) Policy (HSE001), this Environmental Cleaning and Waste Management Policy has been created to identify and implement best practices in environmental cleaning and waste management.

1.2	The following guidelines and procedures on environmental cleaning and waste management have been prepared to ensure all employees understand the related cleaning and safety precautions necessary for work at the Center.  This policy was developed in accordance with the Community Development Authority (CDA), Dubai Health Authority (DHA) and Dubai Municipality guidelines and regulations.
[bookmark: _Toc444376549][bookmark: _Toc504374803][bookmark: _Toc528165789]2. 	Scope 

[bookmark: _Toc424550453]2.1	The Environmental Cleaning and Waste Management Policy applies to all MLC properties and to all employees and consultants working on MLC premises. 
[bookmark: _Toc444376550][bookmark: _Toc504374804][bookmark: _Toc528165790]3. 	Definitions and Abbreviations

[bookmark: _Toc424550454]3.1	MLC: Maharat Learning Center
3.2	CEO/MD: Chief Executive Officer/Managing Director
3.3	HR: Human Resources
3.4	HSE: Health, Safety and Environment
3.5	CDA: Community Development Authority
3.6	DHA: Dubai Health Authority
3.7	MSDS: Material Safety Data Sheet
3.8	PPE: Personal Protective Equipment
[bookmark: _Toc444376551][bookmark: _Toc504374805][bookmark: _Toc528165791]4. 	Policy
[bookmark: _Toc424550455]
4.1	It is the responsibility of all staff at MLC to follow and implement policy and procedures outlined herein.    

4.2	The Center Manager is the assigned HSE representative in-charge and is responsible for ensuring that the elements of this policy and associated procedures are implemented, under the guidance and management of the Chief Executive Officer/Managing Director (CEO/MD). 

4.3	The CEO/MD shall ensure the availability of sufficient staff and other resources to maintain and implement the Environmental Cleaning and Waste Management Policy. The Center Manager shall ensure compliance to all HSE and related Environmental Cleaning and Waste Management regulatory requirements. 
4.5	In addition to this document, the Centers maintain related detailed policies and procedures that address the following;
· Health, Safety and Environment Policy (HSE001)
· Infection Control Policy (HSE002)
· Risk Management Policy (QM003)

4.6	MLC employ an ‘in-house’ housekeeping team who are responsible for the daily environmental cleaning of the Center.  The duties of the housekeeping team include (but not limited to):
· Floors Hard: Suction clean, damp mop, remove spots and spillages.
· Floor Soft (carpet): Suction clean, remove spots and spillages, deep clean.
· Furniture and Fixtures, damp wipe, Periodic cleaning according to type.
· Low Level Surfaces: Damp clean ledges and pipes.
· High Level Surfaces: Clean ledges, walls and windows.
· Telephones and Computer screens and keyboards.
· Paintwork: Walls and doors, frames, skirting boards and sills - clean to remove all marks.
· Glass Partitions and Panels: Clean to remove all marks.
· Fixtures and Fittings: Clean wash hand basins, taps, toilets, flush handles, seats and surrounds. Clean brush holders, toilet tissue holders, soap dispensers, paper towel dispensers, surrounds and mirrors. De-scale toilet pans and basins. Clean door handles.
· Kitchen Appliances: Clean spillages. Clean refrigerator, damp wipe exterior, defrost and clean interior. Microwave- damp wipe exterior and clean inside including glass plate.
· Soap, Hand Towels and Toilet Tissue: Replenish supplies. Clean dispensers.
· Waste: Collect and dispose. Clean holders, containers. Replenish liners. Ensure bins are foot operated.
· Clean Equipment: Clean, dry and store equipment in designated area. Remove mop heads and replace with clean mop heads. Clean and tidy store cupboard.
· Maintenance of Furniture, Fixtures and Fabric: Ensure that all domestic service equipment is in good working order. Undertake stock checks (cleaning materials only).
· Other Duties: Report any maintenance required to the Center Manager. Report any sightings of pests to the Center Manager.

4.7	Full job descriptions and responsibilities for the Housekeeping staff are available from the Human Resources (HR) Department.
[bookmark: _Toc444376552][bookmark: _Toc504374806]

[bookmark: _Toc528165792]5. 	Procedures
[bookmark: _Toc444376553][bookmark: _Toc504374807][bookmark: _Toc528165793]5.1	Environmental Cleaning

5.1.1	Cleaning is a common activity performed to maintain a healthy, safe and aesthetically pleasing environment. Cleaning serves the dual functions of providing surface cleanliness and infection prevention and control. Both the importance and complexity of infection prevention and control are increasing due to rapidly developing strains of multidrug-resistant organisms that can result in serious staff and client illness. The transmission of many pathogens is related to contamination of surfaces and equipment.

5.1.2	The Center ensures the working environment is:
· Free from clutter to facilitate effective cleaning.
· Well maintained and in a good state of repair.
· Routinely cleaned (on a daily basis).

5.1.3	Emphasis for cleaning and disinfection is placed on surfaces that are most likely to become contaminated with pathogens, including those in close proximity to clients and frequently-touched surfaces in the service provision environment. There are usually many micro-organisms present in “visible dirt”, and routine cleaning helps to eliminate this dirt. Most service provision areas should be cleaned by wet mopping.

5.1.4	Environmental surfaces (e.g. floors, walls) are those that generally do not get contacted during delivery of care. Cleaning may be all that is needed for the management of these surfaces but if disinfection is indicated, low-level disinfection is appropriate. Administrative and office areas require normal domestic cleaning.

5.1.5	Any areas visibly contaminated with blood or body fluids should be cleaned immediately with detergent and water. Service provision rooms and other areas that have clients with known transmissible infectious diseases should be cleaned with a detergent/disinfectant solution at least daily. All horizontal surfaces and all toilet areas should be cleaned daily.

5.1.6	Disinfectants or detergents/disinfectants with label claims for safe use in setting with children are utilized by the Center. Housekeeping staff follow manufacturer’s recommendations for use of cleaners and disinfectants (e.g. amount, dilution, contact time, safe use and disposal).

5.1.7	Material Safety Data Sheets (MSDS) are made available with specific information to ensure the awareness of risk associated with chemicals and disinfectants.
[bookmark: _Toc504374808]

[bookmark: _Toc528165794]5.2	Environmental Cleaning Service Standards

5.2.1	External Features:
· Fire exits, entrances and balconies are free of dust, grit, dirt, chewing gum, leaves, cobwebs and bird excreta.
· Walls, skirting and ceilings are free of dust, grit, lint, soil, film and cobwebs.
· Walls and ceilings are free of marks caused by furniture, equipment and staff.
· Light switches are free of fingerprints, scuffs and any other marks.
· Light fittings are free of dust, grit, lint and cobwebs.
· Polished surfaces are of a uniform shine.

5.2.2	Windows:
· Internal and external surfaces of glass are clear of all streaks, chewing gum, spots and marks, including fingerprints and smudges.
· Window frames, tracks and ledges are clear and free of dust, grit, marks and spots.

5.2.3	Doors:
· Internal and external doors and doorframes are free of dust, grit, lint, chewing gum, soil, film, fingerprints and cobwebs.
· Doors and doorframes are free of marks caused by furniture, equipment or staff.
· Air vents, grilles and other ventilation outlets are kept unblocked and free of dust, grit, soil, film, cobwebs, scuffs and any other marks.
· Door tracks and doorjamb are free of grit and any other debris.

5.2.4	Hard Floors:
· The floor is free of dust, grit, litter, chewing gum, marks and spots, water or other liquids.
· The floor is free of polish of other build up at the edges and corners or in traffic lanes.
· The floor is free of spots, scuffs or scratches on traffic lanes, around furniture and at pivot points.
· Inaccessible areas (edges, corners and around furniture) are free of dust, grit, lint and spots.
· Appropriate signage and precautions are taken regarding pedestrian safety on newly cleaned or wet floors.

5.2.5	Soft Floors:
· The floor is free of dust, grit, litter, chewing gum, marks or spots, water or other liquids.
· The floor is free of spots, scuffs or scratches on traffic lanes, around furniture and at pivot points.
· Inaccessible areas (edges, corners and around furniture) are free of dust, grit, lint and spots.
· Carpets are of an even appearance without flattened pile. After deep cleaning, there is no shrinkage, color loss or embitterment of fibers.

5.2.6	Ducts, Grills and Vents:
· All ventilation outlets are kept unblocked and free of dust, grit, chewing gum, soil, film, cobwebs, scruffs and any other marks.
· All ventilation outlets are kept clear and uncluttered following cleaning.

5.2.7	Electrical Fixtures and Appliances:
· Electrical fixtures and appliances are free of grease, dirt, dust, deposits, marks, stains and cobwebs.
· Water dispensers are clean and free of stains, mineral build-up and litter.

5.2.8	Furnishings and Fixtures:
· Hard surface furniture is free of spots, soil, film, dust, fingerprints and spillage.
· Soft furnishings are free from stains, soil, film and dust.
· Furniture legs, wheels and castors are free from mop strings, soil, film, dust and cobwebs.
· Inaccessible areas (edges, corners and around furniture) are free of dust, grit, lint and spots.
· All high surfaces are free from dust and cobwebs.
· Equipment is free of tape/plastic etc that may compromise cleaning.
· Furniture has no unpleasant or distasteful odour.
· Shelves, bench tops, cupboards and wardrobes/lockers are clean inside and out and free of dust, litter or stains.
· Internal plants are free of dust and litter.
· Waste/rubbish bins or containers are clean inside and out, free of stains and mechanically intact.
· Fire extinguishers and fire alarms are free of dust, grit, dirt and cobwebs, and mechanically intact.
· All decorative plants are free of dust and debris.

5.2.9	Kitchens Fixtures and Appliances:
· Fixtures, surfaces and appliances are free of grease, dirt, dust, deposits, marks, stains and cobwebs.
· Refrigerators are clean and free of ice build-up.

5.2.10	Toilets and Bathroom Fixtures:
· Porcelain, cubicle rails and plastic surfaces are free from smudges, smears, body fluids, soap build-up and mineral deposits.
· Metal surfaces and mirrors are free from streaks, soil, smudges, soap build-up and oxide deposits.
· Wall tiles and wall fixtures (including soap dispenser and towel holders) are free of dust, grit, and smudges/streaks, mold, soap build-up and mineral deposits.
[bookmark: _Toc444376554][bookmark: _Toc504374809][bookmark: _Toc528165795]5.3	Manual Cleaning of Equipment/Toys

5.3.1	Toys are used on a daily basis in the Center and shall be routinely cleaned, as part of the daily room schedule, to ensure they are free from stains, soil, film and dust. When cleaning equipment and toys, all surfaces of the instrument/equipment must be cleaned taking care to reach all channels and bores of the instrument. If instruments are being washed manually the following procedure should be followed:
· Wear personal protective equipment as required (thick rubber gloves, eye protection, surgical mask and/or face shield).
· Remove any gross soiling on the instrument by rinsing in tepid water (15-18 degrees).
· Take instrument/ equipment apart – fully and immerse all parts in warm water with a biodegradable, non-corrosive, nonabrasive, low foaming and free rinsing detergent or use an enzymatic cleaner if necessary.
· Ensure all visible soil is removed from the instrument – follow manufacturers’ instructions.
· Rinse in hot water (unless directed not to).
· Dry the instrument either in a drying cabinet, or hand dry with clean lint-free cloth.
· Inspect to ensure the instrument is clean.

[bookmark: _Toc444376555][bookmark: _Toc504374810]5.3.2	Additionally, all service provision at the Center are equipped with ‘Wash-me-buckets’.  Staff is directed to place used equipment and toys in the wash-me-bucket to stop cross-contamination of potential infectious diseases.  Toys contained in the ‘Wash-me-buckets’ are collected by the house-keeping staff and cleaned using the above protocol before replacing back in the service provision room for use.
[bookmark: _Toc528165796]5.4	Environmental Cleaning Documentation

5.4.1	The Housekeeping staff at MLC sign-off the following checklists to record the areas that have been cleaned on a daily basis:-
· HSE009-Room Disinfection Checklist
· HSE010-Toilet Cleaning Checklist

5.4.2	The cleaning checklists are provided to and signed off by the Center Manager at the end of each month for record keeping requirements.  The Center Manager is also responsible for sporadic checks of the Housekeeping staff and checklists to ensure duties are being fulfilled.
[bookmark: _Toc444376558][bookmark: _Toc504374811][bookmark: _Toc444376556]

[bookmark: _Toc528165797]5.5	Spillages

5.5.1	All spillages should be treated as follows: 
· Do not leave spillages unattended. A member of staff should remain in the area while another gets assistance.
· Adequate protective clothing should be worn when cleaning up spillages as required.
· Adequate signage should be worn used cleaning up spillages to alert people in the area.
· The affected area should be properly cleaned and disinfected. Absorbent materials, disinfection chemicals, protective clothing, masks, eye protection, gloves should be used as appropriate in the clean-up and disinfection operations
· All spillage or leakage incidents should be recorded on an Incident Report Form (CC007) and reported to the responsible person according to the established procedures. Follow-up investigations of the incidents should be conducted so that improvement measures can be taken to avoid recurrence of similar incidents in future. 
[bookmark: _Toc504374812][bookmark: _Toc528165798]5.6	Waste Management 

5.6.1	It is the responsibility of the Center to comply with Dubai Municipality waste management legislation and regulations. 

5.6.2	The Center ensures all waste is stored and disposed of properly to ensure that it will not cause environmental pollution or cause a health and safety risk.  Waste disposal reciprocals are provided in each service provision room, office and service areas (kitchen, washrooms).
5.6.3	The Center does not conduct any invasive medical or surgical procedures; therefore only produces waste classed as Non-Clinical Waste or General Waste, and does not produce any hazardous waste.
[bookmark: _Toc444376557][bookmark: _Toc504374813][bookmark: _Toc528165799]5.7	General Waste Collection and Disposal

5.7.1	General waste should be in placed in the reciprocals provided and Housekeeping staff regularly collect and dispose of the waste contained in the reciprocals in black bin bags. 
5.7.2	General waste includes all non-hazardous waste materials such as paper, cardboard, glass, metal and plastic; uncontaminated packaging materials; food scraps, etc. 
5.7.3	The Center has access to common waste collection areas in the building where general waste should be placed.
5.7.5	The general principles when handling general waste are as follows: 
· Appropriate Personal Protective Equipment (PPE) should be worn if applicable when handling waste.
· Waste bags, boxes and containers should be closed when two-thirds full or at the manufacturer's fill line and labeled, tagged and securely sealed to prevent spillages, Containers holding liquid must have sufficient absorbent material to prevent leakages from the container. 
· Manual handling of waste bags/containers should be minimized.
· Waste bags should be picked up by the neck only and should not be thrown or dropped to avoid puncture or other damage. 
· To prevent the risk of injury waste bags should not touch the body during handling and containers should be carried by the handle.
· Wash hands thoroughly after handling waste with soap and hot water. 
[bookmark: _Toc444376559][bookmark: _Toc504374814][bookmark: _Toc528165800]6. 	Related References / Documents

	HSE001
	Health, Safety & Environment Policy and Plan

	HSE002
	Infection Control Policy

	HSE009
	Room Disinfection Checklist

	HSE010
	Toilet Cleaning Checklist

	QM003
	Risk Management Policy


[bookmark: _Toc444376560][bookmark: _Toc504374815][bookmark: _Toc528165801]7. 	Amendments

[bookmark: _Toc424550457]7.1	This policy will be reviewed every two years at a minimum, or as required.
[bookmark: _Toc444376561][bookmark: _Toc504374816][bookmark: _Toc528165802]8. 	Attachments

[bookmark: _Toc423942317][bookmark: _Toc424461214][bookmark: _Toc424550458][bookmark: _Toc444376562]8.1 	Attachment A: Policy Authorization Page
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