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DUTY STATEMENT

	SITE/UNIT
	CALVARY MATER NEWCASTLE HOSPITAL

	POSITION
	Mental Health Level 3

	DATE OF ISSUE
	March 2023

	SHIFT
	Early Shift 07:00-15:30 and Late Shift 09:30-18:00 

	TIMES MEAL BREAKS ARE TO BE TAKEN
	Early shift 0700:        Morning Tea – 0930-0950 Hours          Lunch – 1230-1300 Hours 
Late shift 0930:         Lunch – 1300-1330 Hours                    Afternoon Tea 1630-1650 Hours

	Working in Pairs / Spotter 
	Work in pairs throughout each ward utilising the following role distribution; 
 
Bedrooms 
No.1 ensuite bathroom, 

  No.2   bedroom
 
Corridors 
No.1 touch points and dusting  
  No.2 floor mopping 
 
Seating Areas 
No.1 touch points, dusting and bins     No.2 Glass & floor management

Swap daily, shift pattern dependant, between No.1 an No.2 

	
	All tasks are to be completed as identified in the Master Cleaning schedule (Clinical Areas) within your eight (8) hour shift. You must mark areas completed each shift with an ‘X’ and sign off the Master Cleaning schedule each day. 

	HELPDESK
	Phones are located in several areas around the hospital.  If you require assistance – pick up the handset and dial 11111 (5 x number 1)


	TIME
	TASK / DESCRIPTION
	NOTES / SUGGESTIONS 

	Start 

7:00am-09:30am
Both staff members work together until 9:30 then go to separate levels 


9.30am – 9.50am 

9.30am – 12.30pm 

12:30-13:00

13:00-13:30

15:30

16:00-16:20
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	· Try to arrive at least 5-10 minutes prior to your shift 


· Greet Staff / Team members
· Advise supervisor you have arrived for your shift 
· Review/record details on Timesheet
· Collect your mops and cloths 
1. Get cloths and mops – look for bag marked “MHL3” (Mental Health Level 3)
2. Get keys, T3 keys, Alarms from Reception in Mental Health 
3. Make way to Cleaning room on Level 3
4. Set up Trolley for shift (e.g. unpack your mops and cloths bag, ensure chemical bottles are full, toilet paper and handtowels are stocked)
REMINDER

Be sure that you do not leave trolley unattended for any length of time.  There are potentially dangerous chemicals on your trolley
Duress Alarms must be signed in each unit on the Duress form in the nurses station as well as the foyer. You must ask for handover before entering each unit and sign form to say you have been told of any patient risks. You must ask if there are any areas or rooms where plastic bags cannot be used. You must ask for infectious rooms before entering each unit.

FLOORS
1. Use the microfibre mop around the edges to collect any dirt/dust 

2. Before you use the T3 ensure you have put adequate “Caution” signs in visible areas
3. Pull handle towards you for make it go forward

4. Pull handle back to go backwards: NOTE you must have the rubber up when going backwards

5. Be sure brushes and rubber are down when using 
6. When you stop the movement of the machine – DO NOT leave brushes down if you have stopped machine as repetitive brushing in one spot will damage the floor

7. Be sure to clean the rubber intermittently – removing any of the dirt/fluff that may have accumulated whilst cleaning – lift the rubber and wipe with cloth
8. The dial controls the speed

9. The slower you go the better it cleans

10. Be sure to slow down the speed when you are turning corners – moving in circles – otherwise machine can get a way from you

11. As soon as you let go of the handle the machine will slow down and come to a stop
12. Whilst floor is drying empty garbage bins
13. Empty and Clean T3 in L2 cleaning cupboard 
14. Return the T3 to the storage room and make sure it is plugged in to charge. Ensure the power is off at the wall when you plug the charging unit in and only after it is plugged into the T5 then turn the power on at the wall. Ensure the top is open to reduce mould and the side opened to let the battery breath

All tasks are to be completed as per the mental health tick sheet
· Weekly – wash all furniture 
· Weekly – T3 Floors

· Weekly – Full Vacuum
· Staff Kitchen – full clean daily

· Staff toilets – full clean daily

· Staff station - Full clean daily including Lounge areas, 

· Clinic Room – full clean daily

· Ward – full clean daily

· Back of house (all offices) – full clean daily

· Activity Room – Empty rubbish bins and mop floor daily
· Laundry – check daily & clean when necessary – check for mould

The following tasks are to be focused on as follows:

Monday = Dusting High and Low

Tuesday = Full Vacuuming

Thursday & Wednesday = T3 floors
Early starter staff member to complete the following areas:
PICU 

· PECC
· Staff Kitchen

· L2 staff toilets 

· L2 staff kitchen and south

· Staff Shower

· Reception 

· Staff Toilets

· Front Foyer

· Utility Room

· Seclusion Area – when possible and requested by staff 
· South Block and Unit

Morning tea for early starter

Late starter staff member to start in Lake Macquarie. When early starter gets back from morning tea you work together until lunchtime. Continue with all tasks as per ticksheet and steps listed above for the following areas:

Lake Macquarie

· Repeat all steps above
Newcastle Unit

· Repeat all steps above

Early Starter lunch

Late Starter Lunch

Early Starter Finish

Late Starter Afternoon tea

Late Starter Finish


	Just in case something urgent pops up that may take you some time prior to your actual start time.

This will ensure they are aware you are at work – WH&S compliance.  Plus, should you need to be advised of something from the shift before yours or information in general you will be up to date. 

Should you need more cloths throughout your shift – see cleaning supervisor in her office and she will provide you with more
Red cloths 
= bathrooms and toilets

Blue cloths 
= general cleaning

Light blue cloths           = glass

· Right side bag of trolley is for dirty cloths and mops

· Left side is for rubbish

CHEMICALS: 

· Oasis Pro 12 – neutral cleaner

· Buddy – extra duty creamy cleanser 
· Oasis Pro 41 -Glass clean

· Oasis Pro 66– Bathroom and toilet cleaner

· Purcell Foam soap – soap dispenser’s refill

· Viroclean – infectious cleaning



· Ensure you have read and signed off on SWSP 1003 Floor Scrubbing (T3) in folder # 19 in the cleaning office. Another copy for your reference is located in your cleaning trolley.
Suggestion: Place a spare garbage bag in the bin – this will make it easier for you when you do your final checks in the afternoon)

Suggestion: Fold cloth in 4 – that way when you are cleaning you can have 8 separate sides to a cloth and get full use of each

Refer to SWSPs 1504 microfibre damp mopping, SWSP 1503 microfibre cleaning restrooms, SWSP 1506 micorfibre cleaning sinks and mirrors.  Copies located in your cleaning trolley.
Note:

Please respond to all other ad hoc cleaning requests as directed by your supervisor.

All contaminated waste bins are to be kept locked. Keys available within designated areas.
All maintenance issues and pest sightings are to be reported to the helpdesk daily.
Ensure all equipment is cleaned and your cleaner’s room is in a tidy state at the end of each shift. In accordance with procedure N19.025

All chemicals and consumables to be checked and topped up if required. To order more stores fill in a Stores Requisition form and hand in to Cleaning office the day before it is required. Be organised!

If you can not access any area or have missed an area let the person following you know (leave them a note). 

Be sure you are aware of your next shift



The signage below is in the order that cleans need to be undertaken in a ward where Infection Control signs are present. Check with your Manager or Supervisor before you begin if you are unclear.
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Staff Member Name ……………………….     Staff Member Signature ……………………………………   Date………………………………





Supervisor Name …………………………       Supervisor Signature ………………………………………..  Date ……………………………...








Purple = Protective Precautions


E.g. Neutropenic patient 


PPE: gloves, gown,


Equipment: microfibre


Chemical: neutral chemical (Oasis Pro 12)


Procedure: Isolation daily and discharge Clean (one step)





�





Gold = Standard Precautions


‘Normal Clean’


PPE: gloves,glasses


Equipment: microfibre


Chemical: neutral chemical (Oasis Pro 12)


Procedure: Daily and Discharge Clean (one step)





�





Orange = Contact Precautions


E.g. multi resistant bacteria (MRSA etc) Discharging skin infections; scabies, Gastroenteritis, Hep A


PPE: gloves,glasses, gown


Equipment: microfibre


Chemical/Procedure: Daily clean (one step) -neutral (Oasis Pro 12)


Discharge Clean (one step) – Viraclean, (C-Diff discharge only, Actichlor one step)
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Green = Droplet Precautions 


E.g. meningococcal infection, norovirus, RSV, influenza, whooping cough, 


PPE: gloves,glasses, gown, flat mask


Equipment: microfibre


Chemical/Procedure: Daily clean (one step) -neutral (Oasis Pro 12)


Discharge Clean (one step) – Viraclean 
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Blue = Airborne Precautions 


E.g. Pulmonary, TB, measles, chickenpox, shingles, SARS





PPE: gloves,glasses, gown, duck bill mask


Equipment: microfibre


Chemical/Procedure: Daily clean (one step) -neutral (Oasis Pro 12)


Discharge Clean (one step) - Viraclean








Caramel = Enteric Precautions


Eg Gastroenteritis, Hep A





Follow Procedures:


N19.008 High Level Isolation Cleaning 


N19.009 High Level Discharge Isolation Cleaning 
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