SOP: Proper Storage and Organization of Instruments

This SOP details the proper storage and organization of instruments to ensure their longevity, maintain functionality,
and enhance workplace efficiency. It includes guidelines for cleaning, categorizing, labeling, and safely storing instruments
in designated areas to prevent damage, contamination, and misplacement. Effective implementation promotes a safe
and organized environment, facilitating easy access and accountability of all instruments used in daily operations.

1. Purpose

To outline standardized procedures for storage and organization of instruments to preserve condition, ensure safety, and
promote efficiency.

2. Scope

This SOP applies to all staff responsible for handling, cleaning, storing, and managing instruments used in the facility.

3. Responsibilities

¢ All staff: Follow procedures for cleaning and returning instruments to designated storage.
¢ Supervisors: Ensure compliance, provide training, and monitor inventory and storage conditions.

4. Procedure

1. Cleaning:
o Clean allinstruments according to the manufacturer's instructions immediately after use.
o Dryinstruments thoroughly before storage to prevent corrosion or mold.
2. Categorization:
o Group instruments by type, function, or frequency of use.
o Assign each category a unique identifier for efficient tracking.
3. Labeling:
o Label storage containers, drawers, and shelves clearly with instrument names and identifiers.
o Use waterproof, legible, and durable labels.
4. Storage:
o Store instruments in designated, secure, and clean areas away from contaminants and direct sunlight.
o Use protective cases, trays, or holders as appropriate to protect delicate instruments from damage.
o Ensure heavy items are stored lower to prevent injury and lighter, frequently-used items are easily accessible.
5. Inventory Management:
o Regularly update inventory records to maintain accurate count and location for each instrument.
o Report lost, damaged, or malfunctioning instruments immediately and arrange for repair or replacement.

5. Documentation

e Maintain a logbook or electronic system to document cleaning, storage, and inventory checks.
¢ Retain records of instrument maintenance and repairs.

6. Safety Precautions

¢ Wear appropriate personal protective equipment (PPE) during cleaning and handling.
¢ Follow hand hygiene protocols before and after instrument handling.
e Ensure storage areas comply with health, safety, and fire regulations.

7. Review and Training

¢ Review and update this SOP annually or as needed.
¢ Provide initial and ongoing training to all relevant staff members.
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