
SOP Template: Health, Hygiene, and Sanitation
Guidelines
This SOP establishes comprehensive health, hygiene, and sanitation guidelines to promote a clean and safe
environment. It covers personal hygiene practices, facility cleanliness standards, waste management procedures,
infection control measures, use of protective equipment, and regular monitoring protocols. The goal is to prevent
contamination, ensure employee well-being, and maintain high standards of public health within the workplace or facility.

1. Purpose
To define standardized health, hygiene, and sanitation procedures for all personnel, ensuring a consistently clean and safe
environment within the facility.

2. Scope
This SOP applies to all staff, contractors, and visitors within the premises.

3. Responsibilities
Management: Ensure resources, training, and monitoring of procedures.
Employees: Comply with all hygiene, sanitation, and reporting protocols.
Sanitation Staff: Effectively clean, disinfect, and maintain facility cleanliness.

4. Personal Hygiene Practices
1. Wash hands with soap and water for at least 20 seconds before, during, and after work, after restroom use, and

before handling food.
2. Use hand sanitizers when soap and water are unavailable.
3. Maintain clean and trimmed fingernails; avoid wearing excessive jewelry.
4. Wear clean uniforms or work clothing daily.
5. Cover wounds with appropriate dressings.
6. Report any symptoms of illness to management immediately.

5. Facility Cleanliness Standards
1. Clean and disinfect work surfaces, equipment, and high-touch areas (e.g., doorknobs, handrails) at least twice daily.
2. Implement a cleaning schedule for restrooms, kitchens, and common areas.
3. Use approved cleaning agents and follow manufacturer instructions.
4. Ensure adequate ventilation throughout the facility.

6. Waste Management Procedures
1. Dispose of waste in designated bins with lids.
2. Separate recyclable, hazardous, and general waste according to guidelines.
3. Empty bins regularly and clean them at least once a week.
4. Use gloves when handling waste; wash hands immediately after.

7. Infection Control Measures
1. Follow established protocols for cleaning spills of blood, body fluids, or other hazardous materials.
2. Isolate and disinfect affected areas promptly.
3. Maintain stock of disinfectants, personal protective equipment, and cleaning supplies.

8. Use of Protective Equipment (PPE)
1. Wear appropriate PPE (e.g., gloves, masks, gowns) as required for specific tasks.
2. Inspect PPE before use and replace any that is damaged or contaminated.
3. Remove and dispose of PPE safely; wash hands after removal.



9. Regular Monitoring and Compliance
1. Supervisors to perform regular inspections of cleanliness and hygiene practices.
2. Document and address any non-compliance or corrective actions taken.
3. Conduct periodic training and refresher sessions for all employees.

10. References
Local and national health department regulations
Manufacturer instructions for cleaning agents and PPE
Relevant workplace safety guidelines

11. Revision and Review
This SOP is to be reviewed annually or as needed based on regulatory updates or changes in facility operations.
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