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SECTION 1. INTRODUCTION 
 
PURPOSE 
The MAT Health Clinic (MHC) Safe Housekeeping Policy and Procedure aims to provide guidance to MHC staff on 
reducing incidences as a result of poor housekeeping practices, such as: 

• Tripping over loose objects on floors, stairs and platforms 

• Being hit by falling objects 

• Slipping on greasy, wet or dirty surfaces 

• Striking against projecting, poorly stacked items or misplaced material 
 
To avoid these hazards, MHC must maintain order throughout a workday.  Housekeeping order is "maintained" 
not "achieved." Cleaning and organisation must be done regularly, not just at the end of the shift.  
 

SCOPE 
This procedure applies to all MAT Health Clinic Management and staff. 
 

INTRODUCTION 
Effective housekeeping can help control or eliminate workplace hazards. Poor housekeeping practices frequently 
contribute to incidents. If the sight of paper, debris, clutter and spills is accepted as normal, then other more 
serious hazards may be taken for granted. 
 
Housekeeping is not just cleanliness. It includes keeping work areas neat and orderly, maintaining hallways and 
floors free of slip and trip hazards, and removing of waste materials (e.g., paper, cardboard) and other fire 
hazards from work areas. It also requires paying attention to important details such as the layout of the whole 
workplace, aisle marking, the adequacy of storage facilities, and maintenance. Good housekeeping is also a basic 
part of incident and fire prevention. 
 
Effective housekeeping is an ongoing operation, it is not a one-time or hit-and-miss clean up done occasionally. 
Periodic "panic" clean ups are costly and ineffective in reducing incidents. 
 

SECTION 2 – POLICY 
The following Statement of Commitment and the Implementation of Policy Commitment provide the  
overarching direction for MHC in pursuit of workplace health and safety outcomes in relation to safe 
housekeeping. 
 
MHC is committed to providing a workplace that enables all work activities to be carried out safely.  
We will take all reasonably practicable measures to eliminate or minimise risks to the health, safety  
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and welfare of workers, contractors, visitors, and anyone else who may be affected by our  
operations.  
We are committed to complying with the Work Health and Safety Act 2011 (the Act). We will also  
comply with any other relevant legislation, applicable Codes of Practice and Australian Standards as  
far as possible.  
MHC’s Safe Housekeeping Policy and Procedure aims to set out the safety arrangements and principles which are 
to be observed by MHC and its workers to ensure compliance with the WHS Act and to provide  
appropriate mechanisms for continuing consultation and management of WHS matters. 
 

RESPONSIBILITIES 
It shall be the responsibility of the Practice Manager to ensure the effective implementation of the requirements 
of this document and monitor and review its effectiveness on a regular basis. 
 
All staff in the practice are responsible for complying with defined requirements. 
 
Safe housekeeping responsibilities for all staff to follow: 

• It is the responsibility of each staff member to clean up after themselves.  

• Trash and debris should be disposed of appropriately, or placed where it will not pose a hazard to others 

• Keep your work area clean throughout the day. 

• Follow the MHC Routine Housekeeping Schedule. CLICK HERE 

 
SECTION 3 – PROCEDURE 
MAT Health Clinic’s housekeeping schedule is a step-by-step instruction on how to complete each housekeeping 
task.  These processes are approved by management, and all staff are expected to follow them to ensure 
consistency, accuracy, and quality. 
 
In addition to this procedure, we utilise the MHC Routine Housekeeping Schedule and the MHC Safe 
Housekeeping Checklist.  
 

 

SCHEDULE OF TASKS 
Infection  
Reducing touch points between staff and patients is key to limiting the spread of germs. Strong sanitisation 
policies keep everyone safe. Staff must follow safety best practises to improve cleaning tasks at the clinic.  View 
Infection Control Policy  
 

Maintenance 
The maintenance of buildings and equipment may be the most important element of good housekeeping. 
Maintenance involves keeping buildings, equipment and machinery in safe, efficient working order and in good 
repair. It includes maintaining sanitary facilities and regularly painting and cleaning walls. Broken windows, 
damaged doors, defective plumbing and broken floor surfaces can make a workplace look neglected; these 
conditions can cause incidents and affect work practices. So, it is important to replace or fix broken or damaged 
items as quickly as possible. A good maintenance program provides for the inspection, maintenance, upkeep and 
repair of tools, equipment, machines and processes. 
 

Dust and Dirt Removal 
Enclosures and exhaust ventilation systems may fail to collect dust, dirt and chips adequately. Vacuum cleaners 
are suitable for removing light dust and dirt that is not otherwise hazardous. Industrial models have special 

https://mathealthclinic.com/wp-content/uploads/2022/05/MHC-Routine-Housekeeping-Schedule-Template.docx
https://mathealthclinic.com/wp-content/uploads/2022/05/MHC-Routine-Housekeeping-Schedule-Template.docx
https://mathealthclinic.com/wp-content/uploads/2022/05/MHC-Safe-Housekeeping-Checklist-Template.docx
https://mathealthclinic.com/wp-content/uploads/2022/05/MHC-Safe-Housekeeping-Checklist-Template.docx
https://mathealthclinic.com/wp-content/uploads/2019/01/infection-control-policy-v1.0.doc
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fittings for cleaning walls, ceilings, ledges, machinery, and other hard-to-reach places where dust and dirt may 
accumulate. 
Dampening (wetting) floors or using sweeping compounds before sweeping reduces the amount of airborne dust. 
The dust and grime that collect in places like shelves, piping, conduits, light fixtures, reflectors, windows, 
cupboards and lockers may require manual cleaning. 
Compressed air should not be used for removing dust, dirt or chips from equipment or work surfaces. 
 

Employee Facilities 
Employee facilities need to be adequate, clean and well maintained. Lockers may be necessary for storing 
employees' personal belongings. Bathroom facilities require cleaning once or more each shift. They also need to 
have a good supply of soap, towels plus disinfectants, if needed. 
If workers are using hazardous products, facilities are provided such as showers, washing facilities and change 
rooms. 
Smoking, eating or drinking in the work area is prohibited where hazardous products are handled.  
 

Surfaces 
Floors: Poor floor conditions are a leading cause of incidents so cleaning up spilled oil and other liquids at once is 
important. Allowing chips, shavings and dust to accumulate can also cause incidents. Trapping chips, shavings 
and dust before they reach the floor or cleaning them up regularly can prevent their accumulation. Areas that 
cannot be cleaned continuously, such as entrance ways, have anti-slip flooring. Keeping floors in good order also 
means replacing any worn, ripped, or damaged flooring that poses a tripping hazard. 
 

Maintain Light Fixtures 
Dirty light fixtures reduce essential light levels. Clean light fixtures can improve lighting efficiency significantly. 
 

Aisles and Stairways 
Aisles should be wide enough to accommodate people safely. Aisle space allows for the movement of people, 
products and materials. Keeping aisles and stairways clear is important. They should not be used for temporary 
"overflow" or "bottleneck" storage. Stairways and aisles also require adequate lighting. 

 
Spill Control 
When spills occur, it is important to clean them up immediately. Absorbent materials are useful for wiping up 
greasy, oily or other liquid spills. Used absorbents must be disposed of properly and safely. Our clinic has 
management systems in place for dealing with blood and body substance spills. 
 

Equipment 
Equipment housekeeping is very important, they require suitable fixtures with marked locations to provide an 
orderly arrangement. Returning equipment promptly after use reduces the chance of it being misplaced or lost. 
Workers should regularly inspect, clean and repair all equipment and take any damaged or worn equipment out 
of service. 
 

Waste Disposal 
The regular collection, grading and sorting of waste contribute to good housekeeping practices. It also makes it 
possible to separate materials that can be recycled from those going to waste disposal facilities and hazardous 
material. 
Allowing material to build up on the floor wastes time and energy since additional time is required for cleaning it 
up. Placing scrap containers near where the waste is produced encourages orderly waste disposal and makes 
collection easier. All waste receptacles should be clearly labelled. Refer to MHC Waste Management Policy. 

https://mathealthclinic.com/wp-content/uploads/2021/04/MAT-Health-Clinic-Waste-Management-Policy-and-Procedure.pdf
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Storage 
Good organisation of stored materials is essential for overcoming material storage problems whether on a 
temporary or permanent basis. There will also be fewer strain injuries if the amount of handling is reduced, 
especially if less manual material handling is required. The location of the stockpiles should not interfere with 
work but they should still be readily available when required. Stored materials should allow at least one metre of 
clear space under sprinkler heads. 
Stacking boxes on a firm foundation reduces the chance of their movement. Stored materials should not obstruct 
aisles, stairs, exits, fire equipment, emergency eyewash fountains, emergency showers, or first aid stations. All 
storage areas should be clearly marked. 
Flammable, combustible, toxic and other hazardous materials should be stored in approved containers in 
designated areas that are appropriate for the different hazards that they pose. Storage of materials should meet 
all requirements specified in the fire codes and the regulations of environmental and occupational health and 
safety agencies.  

 
 
RELEVENT POLICIES 
The following policies and procedures should be read in conjunction with this policy: 

• Infection Control Policy 

• MHC Waste Management Policy 

• PPE Policy 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://mathealthclinic.com/wp-content/uploads/2019/01/infection-control-policy-v1.0.doc
https://mathealthclinic.com/wp-content/uploads/2021/04/MAT-Health-Clinic-Waste-Management-Policy-and-Procedure.pdf
https://mathealthclinic.com/wp-content/uploads/2020/12/MAT-PPE-Policy.pdf

