	Quality Management Manual

Department of Pathology
	Document No.   LADM 12005 Q

Page 4 of 5

	Laboratory Administration 

Laboratory Physical Space Maintenance Policy
	Origination:  11/2012


Version: 0



	Policy Statement
	Saint Agnes Hospital is committed to providing excellent health care in a spiritually-centered environment. One aspect of providing excellent health care is the ability to work in an organized and clean Laboratory. This policy was written to ensure that Saint Agnes Laboratory associates maintain a well organized and clean physical space as they deliver excellent service to our providers and patients. 

	Purpose
	This policy provides associates with the following information regarding Laboratory physical space cleanliness and organization:
· The contact person for Laboratory physical space maintenance issues.
· The general responsibilities of Laboratory management and Laboratory associates.

· The maintenance services provided to the Laboratory by the Facilities Department.

· The cleaning services provided to the Laboratory by the Environmental Services Department.

· The routine organization and cleaning services for which associates are responsible.
· The rational and procedure for the Pink Tag special organizational/cleaning event.

	Scope
	This policy is to be applied to all sections of the Laboratory.

	Laboratory Contact Person 
	The Administrative Assistant is the contact person for all Laboratory physical space cleaning, maintenance requests and information. When an issue arises, associates are responsible for contacting the Administrative Assistant using the following information pathways:

Phone 410-368-8735
Fax 410-368-3378

Pager 959 (also on SmartWeb)

Saint Agnes Email: amcgough@stagnes.org
If an associate makes a service request in an emergency situation during off-shifts, the Administrative Assistant is to be notified as soon as possible using one of the information pathways above. 

	Laboratory Responsibilities 
	It is the responsibility of Laboratory leadership to ensure that associates receive appropriate information to participate fully in maintaining a well organized and clean Laboratory.

It is the responsibility of all Laboratory associates to participate in achieving and maintaining an organized and clean Laboratory.

	Services Provided by Facilities 
	Maintenance Services Provided on Request

· Replacing damaged ceiling tiles

· Replacing lights 

· Hanging signs

· Unclogging sinks and toilets

· Stopping uncontrolled leaks

· Servicing cooling systems

· Repairing electrical wiring

Minor Construction Services Provided on Request

· Custom shelving, cabinets and partitions

· Elective office painting

· Hanging signs

· Making keys

	Services Provided by Environmental Services 
	Scheduled Daily Services:

· Clean floors

· Pull trash in public and opened private offices

· Clean sinks in break and locker rooms

· Restock paper products in break and locker rooms

· Refill sanitary dispensers

Scheduled Weekly Services

· Floors mopped and burnished every Wednesday

Other Scheduled Services:

· Strip, clean, wax floors

Services Provided on Request:

· Clean spills

· Vacuum and shampoo carpets

· Refill hand sanitary dispensers

· Remove furniture to basement storage or trash

· Vacuum and shampoo carpets

	Organization & Maintenance Responsibilities of Laboratory Associates
	Open Use Work Areas

Reduce clutter in the open use work areas of the Laboratory. 
Clutter consists of items not required for performance of the associates’ job duties. It is a major problem because it poses safety hazards, reduces the amount of available workspace and impedes workflow. 

Remove the following items:

· Photos, toys, dolls, sports-themed items and other decorative items on computers, walls, desk and counter tops.

· Personal items attached to public area computers.

· Food, drink, medicines, and other unsanitary items.

Maintain a clean and organized workspace throughout the shift

· Clean and organize the workspace as appropriate so there is no impediment to conducting job duties.

· Identify and properly remove biological and other hazards which pose safety risk when in contact with persons or work stations. 

· These include water, body fluid and chemical spills, sharps, plastics and other materials on floors. 

· Tape and other adhesives on walls, desks and counters are to be removed because adhesives pose a safety risk because they attract and retain bacteria.
Leave a clean and organized workspace at the end of each shift.

· Clean, dust, and arrange the work area at the end of the shift.

· Appropriately secure any sensitive information and equipment.

Follow the procedure to report maintenance and cleanliness issues to the Laboratory Contact Person.

	Pink Tag Events
	Origin and Purpose of Pink Tag Events
The Saint Agnes Laboratory Pink Tag Event is derived from the 5S sorting step for Lean methodology. The 5S’s stand for Sort, Straighten, Shine, Standardize and Sustain. The purpose of a Pink Tag Event is to establish and maintain basic organization, identify barriers to cleanliness, and  improve work flow. 

Pink Tag Events are conducted periodically as deemed necessary. Pink Tag Event Teams consist of a Team Leader -  usually a section manager or supervisor - and one or more section leads. Team composition can vary from event to event. Associates are responsible for participating in Pink Tag Events when they are held.

At times designated by the Laboratory Director, the teams will make rounds through their sections to identify items which are not required for the specific job tasks of each associate, to organize necessary items in the work areas, and to generally clean up the Lab.
Pink Tag Review Process

· When a team member identifies an item which appears not to be necessary for specified job tasks, s/he fills out a pink tag and attaches it to the item.  
· There will be a period of one week for associates to contact the Team Leader to demonstrate a need to keep the item. 
· If an item is determined to be needed, the tag is removed. Items not retained are moved to a holding area for one week pending final disposition. 
· Items unclaimed at the end of that week will be removed from the Laboratory by discard, transfer or another acceptable method.

Pink Tag Follow-Up

Once all unnecessary items are removed, the associates can clean their work spaces.  If more intensive cleaning is required in the section (floors, walls, etc.), the Pink Tag Team Leader will notify the Administrative Assistant for scheduling. Associates will be responsible for maintaining the newly achieved organization and cleanliness.


Saint Agnes Hospital, 900 South Caton Avenue, Baltimore, MD 21229

P:\labadmin\Quality Management\LADM\QSE 12-Facility & Safety\LADM 12005 Q Laboratory Physical Space Maintenance Policy.doc 


