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	When printed this document becomes uncontrolled.


1. PURPOSE
1.1. This document establishes the basic practices and defines a set of guidelines to ensure good housekeeping is maintained in the laboratory.
2. SCOPE
2.1. This procedure applies to all employees of Standard Meter Lab and some sub contracted service suppliers.
3. RESPONSIBILITY
3.1. Employees are responsible for their departments and any other areas they do work in. 
3.2. Supervisors are responsible for overseeing employees and insuring that the guidelines defined in this procedure are followed. 
3.3. Managers are responsible for making sure housekeeping check lists are completed and filed. Providing objective evidence of adherence to this document. 
3.4. If an employee identifies a problem that prevents him or her from adhering to the guidelines of this document the employee should contact Quality Assurance to obtain a resolution.
3.5. Other   
3.5.1. Facility Lighting - Technical Services personnel
3.5.2. Warehouse - Shipping/Receiving personnel
3.5.3. Windows - outside provider
3.5.4. Janitorial - outside provider t
4. REQUIREMENTS
4.1. Everyone must participate. No one should expect maintenance personnel, a janitor, or a co-worker to clean up their mess. It is the responsibility of each employee to maintain a clean neat and orderly work area. 
4.2. SML will provide the necessary tools i.e. brooms, mops, cleaning supplies, and trash receptacles as necessary.
4.3. This document applies to but is not inclusive of the following:

4.3.1. Lighting
4.3.2. Ventilation
4.3.3. Passageways
4.3.4. Machinery
4.3.5. Storage areas
4.3.6. Chemicals.
4.4. Equipment handling storage and Preservation is covered in SML-210 Handling, storage, packaging & delivery procedure.

5. DEFINITIONS
5.1. Housekeeping:  The Management and maintenance of the property and equipment of an institution or organization. 
6. RECORDS

	  RECORD
	  DESCRIPTION
	  LOCATION
	  RETENTION

	SML-147
SML-146
SML-111
	Record of Janitorial Housekeeping Verification
Record of General housekeeping verification
Record of corrective action status.
	Quality Managers Office
Quality Managers Office

Corrective action Binder
	2 Years Minimum
2 Years Minimum

5 years Minimum


7. METHOD
7.1. A clean place to work is necessary for safety. Good housekeeping is a part of each employee’s job. Everyone must do his/her part to keep the plant orderly and clean. 
7.2. Good housekeeping will protect you and your fellow employees against slipping, tripping and other hazards.
7.2.1. These are some examples of poor housekeeping and what should be done to remedy the issue.
7.2.2. Immediately clean up anything that has spilled on the floor. (Water, oil cleaning solutions etc.) Someone could slip causing serious injury.
7.2.3. Scrap boxes, should be broken down and placed in the dumpster at the end of each shift.
7.2.4. Tables and work Benches should be cleaned and organized after each use. So the next person can start with a clean work area.
7.2.5. Clean any machine and surrounding area after use.
7.2.6. Return all hand tools to their proper places after use or at end of your shift.
7.2.7. Keep all walkways, aisles, open and free of obstructions.
7.2.8. Keep your rest rooms and lunchrooms as clean and neat as possible. 
7.2.9. Put all garbage into garbage cans, not beside them. Do not put paper towels in the toilets.
7.2.10. Always put all brooms and other cleaning supplies away after each use. 

7.2.11. Organize your work station as neatly and efficient as possible. Avoid over clutter.
7.2.12. Keep storage areas neat and organized.
7.2.13. Put away air lines, extension cords, etc. after each use.
7.2.14. Keep desks and filing cabinets clean and well organized.
7.3. Remember, A Safe facility is a clean facility!
8. VERIFICATION
8.1. Check-off sheets will be used to track our status and verify adherence to the procedure.

8.1.1. SML-147: will be completed and signed by our janitorial service after each service.
8.1.2. SML-146: will be completed and signed by a member of SML staff as assigned monthly.
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