Policies and Procedures

Policies and procedures: Believe it or not
healthcare organizations have to have
policies and procedures even on how their
personnel should wash their hands.

Organization: Policies and procedures
follow a strict organizational sequence:
purpose, definitions, policies, procedures.

Format: To permit ease of reading and
reference, an outline format is used, with
decimal numbering. Notice the indentation.
Subsections align to the text of the
preceding, higher-level section. For
example, section 3.2.A aligns to
“Personnel” of section 3.2.

Definitions: Although it's hard not to laugh
at the beginning of the definition of
handwashing, the reference to an
antimicrobial agent is significant? you
can’t just use hand soap!

Policies: A “policy” is a statement of a goal,
areference to a law or regulation, or in this
case an explanation of conditions in which

these procedures must be followed.

Procedures: Here begin the step-by-step
instructions, which use imperative
phrasing. The procedures show you how
to carry out the policy.
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HANDWASHI NG FOR HOVE HEALTHCARE PERSONNEL
PURPCSES

The purposes of this policy are to:

1.1 Pronote the prevention and control of infection.
1.2 Est abl i sh gui delines for handwashing in the home environnent.
DEFI NI TI ONS

2.1 Handwashi ng i s the rubbing together of the surfaces of the hands
with soap or antimcrobial agent followed by rinsing the hands in
cl ean water.

PQOLI CY
3.1 Al'l patient care personnel will wash their hands using the
techni que outlined in this handwashi ng procedure.
3.2 Personnel will wash their hands:
3.2.A After entering the patient’s hone, before rendering care
3.2.B Before performng an invasive or sterile procedure
3.2.C Before contact with an i mmunoconprom sed patient
3.2.D After any care or treatnment that involves touching organic
material s or open wounds
3.2.E After handling contam nated nmaterials, dressings, or
equi prment
3.2.F After conpleting patient care
3.3 If gloves are worn, handwashi ng rmust follow the renoval of gloves.
PROCEDURE
4.1 Renove |iquid soap and paper towels from black bag and pl ace
besi de a sink that has warm running water.
4,2 Rol | up sl eeves and renove jewelry.
4.3 I nspect hands and fingers for cuts or breaks in the skin. Report

| esions to your supervisor.

4.4 Stand close to the sink, but refrain fromleani ng agai nst the sink
or touching the sink surface during washing.

4.5 Turn on the water using a paper towel to cover the faucets as you
adj ust the water flow and tenperature. Water should be warm



Telegraphic writing style: Notice that in the
policy and procedure sections,
“understood” words are often omitted.
Instead of “Discard the paper towel,” it's
“Discard paper towel.” In this setting,
telegraphic style is expected; otherwise,
avoid it whenever you can.

Specifics: Considering the detail here and
what's at stake, maybe policies and
procedures on handwashing are not so
absurd after all?

Other material: If you look at policy and
procedure manuals in organizations, you'll
see more material on the pages than you
see here: for example, the name of the
organization, headers or footers identifying
the policy/procedure, and dates and
approval stamps indicating the expiration

or validity of this policy/procedure.
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Di scard paper towel.
Wet hands thoroughly, keeping your hands | ower than your el bows.

Apply liquid soap to hands, and rub hands vigorously until a
lather is formed.

Wash hands for at |east 15 seconds using circular notions.

Ri nse hands thoroughly, keeping themdown so that the water runs

fromthe wists to the fingertips.

Dry hands throughly using clean paper towels. Start with the
fingers and nove up to the wists.

Use a dry, clean paper towel to turn off the faucet(s).
Di scard paper towels in a proper receptacle.
After final use, return handwashi ng supplies to your black bag.

If you are in a home where there is no running water or where
sanitary conditions are such that proper handwashing is

i mpossi bl e, scrub hands thoroughly using di sposabl e antiseptic
towel ettes. Wash hands with soap and water as soon as possi bl e.



