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CHAPTER 7. TEXTILE SERVICES

7.01  GENERAL

The Chief, Building Management Service is the Textile Control Officer and in this capacity is responsible for administering a textile system which includes the requisitioning, repair, replacement, and distribution of textiles to the user.  It also includes control of Government issued uniforms and laundered items used in the care and treatment of beneficiaries.  Additionally, the system includes service of personally owned uniforms and beneficiary wearing apparel for which Textile Care Processing Facility (TCPF) service is provided.  Textile service includes the responsibility for the supervision of surgical textile inspections and for surgical pack preparations.  However, when this arrangement is impractical because of space limitations, the facility Director may assign this function to Acquisition and Materiel Management Service.  The Textile Control Officer will keep fully informed of all phases of the system and will initiate corrective or preventive measures as necessary to assure optimum service and maximum conservation of textiles.

7.02   DISTRIBUTION

a.  A textile distribution system will be established that is the most economical and advantageous to the medical center. The system will include the collection and distribution of textiles, uniforms, and beneficiaries' wearing apparel.

b. The textile distribution system should use the exchange cart method or a centralized distribution system may be used where appropriate.  The method of distribution utilized should provide the employment of a reliable record keeping system.

c.  Building Management Service personnel will distribute uniforms to employees.

d.  The system used for distributing beneficiaries' personal clothing will be one, which will result in the most expeditious and economical service.  The system should be consistent with local conditions and needs.

7.03  DELIVERY AND COLLECTION

a.  Textile delivery and collection schedules will be developed, consistent with local needs.

b.  Procedures will be used to assure that during the movement of textiles, the  possibility of contamination or cross-infection is held to a minimum.  The Textile Control Officer at each medical center will ensure that all infection control requirements are met.

c.  The Textile Control Officer is responsible for supervising the distribution of clean textiles from designated delivery points to the using units, and for moving soiled textiles from the soiled textile room(s) to the designated medical center collection point.
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d.  When motor transportation is required for textile service, Engineering Service is responsible for transporting both clean and soiled textiles between the Textile Care Center and designated delivery and collection points as scheduled by the Textile Care Manager. At consolidated activities, Building Management Service may be delegated the responsibility for transportation of all textiles.

e.  At medical centers serviced by a consolidated Textile Care Center or when service is obtained by contract, the Textile Control Officer or designee will: (1) prepare soiled textiles for shipment; (2) act as the representative of the contracting officer when appropriate; (3) receive and account for VA property utilized; and (4) maintain records necessary to verify the accuracy of the contracted services.

7.04  TEXTILE REPAIR

Textile repair will be accomplished to the maximum extent within economic feasibility.  Textiles worn or damaged beyond economical repair will be counted and documented, then dyed and issued as cleaning rags.  All other textiles beyond economical repair will be disposed of in accordance with Acquisition and Materiel Management requirements.

7.05  SOILED TEXTILES

a.  Soiled textiles should be handled as little as possible and with minimum agitation to prevent gross microbial contamination of the air and of persons handling the textiles.  All soiled textiles should be bagged at the location where they were used; they should not be sorted or rinsed in patient care areas, however, gross contaminants will be contained and disposed of through the judicious use of pads, wipes, etc.

b.  Personnel from using units will ensure that patient's personal wearing apparel, sharps (including, but not limited to, surgical instruments and syringes) as well as other non textile items are separated from soiled textiles.

7.06  TEXTILE CONSERVATION

Textiles will be used only for the specific purpose for which they are intended.  Textiles will not be used as containers for other soiled textiles or as liners for Textile Care Processing Facility carts or used as tray covers. Appropriate rags will be issued to minimize misuse of Government textiles.

7.07  MANAGEMENT OF GOVERNMENT PROPERTY

In order to properly manage and secure Government property at VA medical centers and other health care facilities, patients and employees are to be formally notified that lockers, bedside stands, wardrobes, etc., are not considered private nor for the exclusive use of patients and employees and are subject to inspection for inventory or sanitation purposes at any time.  The 
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patients/employees should be notified beforehand of the expected date, time and duration of the inspection.  Conspicuous posting of the notice in the affected areas seven days prior to conducting the inventory is recommended.

7.08  TEXTILE MANAGEMENT AND CONTROL RESPONSIBILITIES

a.  This function is to be performed in a manner that meets the requirements established by this manual, and the goats and guidelines formally established for the medical center.  The Textile Control Officer must ensure that the methodology and procedures established effectively meet local needs and circumstances.

b.  The Textile Control Officer is responsible for preparation and submission of the semiannual Textile Inventory Control Report.  These inventory control reports will be maintained locally as well.  The report consists of two fiscal year periods; the first ending the last day of March (April survey), and the second ending the last day of September

(October survey).

c.  Textile management and control consists of two tasks.  First, to manage the textile inventory in such a way as to effectively meet the textile service needs of the coordinate services, and to distribute these resources in an efficient and economical manner.  Second, to implement an effective inventory control plan which includes suitable inventory security procedures.

d.  The Textile Inventory Control Report is not considered part of the two tasks discussed in the previous paragraph, but as a report that indicates the status of these two tasks at the medical center.

7.09  TEXTILE MANAGEMENT GUIDELINES

a.  The Textile Control Officer is responsible for implementation of an effective textile management plan that meets the needs of the medical center, and manages the textile inventory in an economical and efficient manner.  Supervisory personnel and service employees should be motivated and trained to properly accomplish their respective duties.

b.  Each medical center's textile management plan should include the following primary objectives:

(1)  Implementation of a workable textile distribution system.

(2)  Implementation of a reliable record keeping system.

(3)  Development of working relationships with using services.

(4)  Education of service employees.

(5)  Achievement of administration support through effective planning and coordination.
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(6)  Establishment of optimum par levels that directly relate to patient care needs.

(7)  Maintenance of the established textile par levels through effective textile management.

c.  The Textile Control Officer, or designated representative, should visit the using units at regular intervals to discuss problems and plan textile service improvements.  These visits should occur as often as possible at medical centers with large patient workloads and/or where problems in textile use occur.

d.  A medical center's active textile inventory level is based upon the type of patients, Medical Specialty Program, type of textile service, length of time needed to collect and deliver textiles, textile care center processing time, and any other pertinent factors.  Use of disposable textiles in lieu of reusable textiles will be fully justified by means of a cost/benefit analysis.  This analysis will be submitted to Building Management Service, VA Central Office for review.

e.  Par is the term used to describe the quantity of each textile item needed in circulation for a 24-hour period.  The quantity of each item required in circulation (Par Level) is directly related to linen usage, losses, processing locations and storage locations.  Par level is a term for the number of pieces of each item needed per bed per patient day times the number of occupied beds served, times the number of locations the textile item is stored, used, and processed.  The par level should be great enough to maintain productivity and prevent shortages in the system. One par level (24-hour supply) is needed for each of the following stages of the textile service cycle:

TEXTILE CARE PROCESSING FACILITY RELATED
MEDICAL CENTER RELATED
(1)   Soiled
(5)  Cart or Shelf

(2) Wash and Sorted
(6)  Bed or Room

(3)  Finish
(7)  Soiled

(4)  Cart or Shelf
(8)  Inventory Replacement

The eight locations represent eight par.  The par level will determine the beginning inventory for each piece.  The beginning inventory will directly affect the number of launderings, the availability, the life expectancy and the cost of each piece.  Changes in the par level will occur and will follow changes in total beds, occupied beds, pounds per occupied bed, total poundage and level of service or acuity.  The level of customer service or patient acuity is of prime importance because it will determine the volume of each piece washed per day and will directly affect pounds per occupied bed and total poundage.  The Textile Control Officer should carefully review the active textile inventory needs to determine if unusual situations exist that may require a larger par level.
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f.  Textile management record keeping should be accurate and account for the textile inventory in each stage of textile service cycle.  The semiannual textile inventory should be used to validate textile management records.  This record keeping system should also account for the Textile Care Manager’s textile reserve, supply requisitions and deliveries.  The following formula should be used to determine the initial amount of textile items that should be on hand, subject to inventory:

Beginning Inventory Formula

(1)  Item Quantity per Bed
= Item quantity x par.

(2)  Pounds per par level
= Piece weight x par.

(3)  Annual pounds per par level
= Pounds per par level x 365 days/yr.

(4)  Annual pieces per par level
= Annual pounds divided by piece weight.

(5)  Par level pieces per TCPF
= annual pieces per par production days level divided by TCPF production days.

(6)  Beginning inventory
= Par level pieces per TCPF production days x occupied beds.

g.  The textile inventory budget and textile requisition mechanisms should be adjunct to textile record keeping systems maintained by the Textile Control Officer.

7.10  TEXTILE CONTROL GUIDELINES

a.  The Textile Control Officer is responsible for implementation of effective textile controls, which meet the needs of the medical center.  The textile security policies and procedures used by Building Management Service are to be coordinated with all using services, and the medical center police unit.

b.  The Textile Control Officer will develop a close cooperative relationship with the medical center police to insure that textile control procedures properly interface with police security procedures and that suspicious losses or conditions receive prompt investigation.

c.  Textile control will include, but not be limited to, the following security procedures.

(1)  All textile closets are to be locked and access is to be controlled.

(2)  Only one 24-hour supply (one par) is to be kept in storage for each using unit.

(3)  Prior to distribution, all textile items must be permanently marked at an easily visible location, as follows:

VA PROPERTY

NOT FOR SALE
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(4)  All clean textile delivery carts are to be clearly labeled as to their destinations, and must be delivered directly to the designated textile drop point for each using unit.  The carts should be attended by designated Building Management Service employees until received by the unit.  It is required that each cart include a copy of the textile quota for their using units.  Carts utilized by an automated delivery system must be enclosed and should have a provision for locking the contents for safekeeping.

(5)  The Textile Control Officer's representative should meet at least quarterly with the textile users to discuss refinement of textile levels, improved service procedures and improved textile control procedures.  The objective is to optimize service to the using services and minimize textile misuse.

(6)  Textile Control Officers are encouraged to consider implementing innovative approaches to textile security such as electronic textile security systems and/or video surveillance.

7.11  TEXTILE INVENTORY CONTROL REPORT GUIDELINES, RCS 10-0132 


(VA FORM 10-9036)

a.  Textile Inventory Control Report (RCS 10-0132) data are based upon inventory control surveys conducted in April (first FY Period) and October (second FY Period) of each year.  These reports are to be received by the Director, Building Management Service (161C), VA Central Office, by the last working day of May and November respectively.

b.  The data submitted is to be based upon the results of accurate textile management records and effective survey procedures.  The surveys will be conducted within a 24-hour period.  Consolidated TCPF facilities will submit consolidated inventory reports (RCS 10-0132) and document which medical centers, are included in each semiannual report.

c.  Once the Beginning Inventory has been established, the following formula should be calculated to determine Unexplained Disappearance of textiles from the Beginning Inventory:

Variables:  BI = Beginning Inventory

NTR
= New Textiles Received

FW&
 = Fair Wear & Tear

El
= Ending Inventory

UD
= Unexplained Disappearance

FORMULA:  BI + NTR - FW&T - El = UD (see example)
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EXAMPLE:  BEGINNING INVENTORY CALCULATIONS

1)
2 sheets x 8 par = 16
(item quantity per bed)

2)
1.41 x 16 = 22.56
(pounds per par level)

3)
22.56 x 365 = 8,234.4
(annual pounds per par level)

4)
8,234.4 divided by 1.41 = 5840
(annual pieces per par level)

5)
5840 divided by 261 = 22.38
(par level pieces per TCPF production days)

6)
22.38 x 750 = 16,785     (beginning inventory)

-Key Example Data-

Item Quantity ……2 sheets 
TCPF Production Days*…… 
261

Par ………………..8 
Occupied Beds …………….
750

Piece Weight …….1.41

* 5 day work week based on the fact that in a non leap year there are 52.142 weeks in a year, not just 52 weeks (365 divided by 7 = 52.142 weeks). This is .142 weeks above 52 or 52 x .142 = 7.44 hours above 52 weeks.

EXAMPLE: UNEXPLAINED DISAPPEARANCE

BI + NTR - FW&T - El = UD

Beginning Inventory + Normal Textile Replacement - Fair Wear & Tear – Ending Inventory = Unexplained Disappearance.

Example using sheets
3127 + 1800 - 576 – 3954 = 397


BI + NTR - FW&T - El  = UD

d.  The Textile Control Officer should carefully review and analyze all data to evaluate the status of the textile management and control function.  This evaluation should assist the Textile Control Officer in recognizing out-of-line situations so positive action may be taken to correct undesirable situations that have been highlighted in the report.  Positive (+) Unexplained Disappearance values (Column. E on the Textile Inventory Control report) for individual Textile Control Items indicate serious problems with record keeping procedures.  These situations should be corrected as soon as possible.

e.  The data and Summary Factors of the Textile Inventory Control Report are  to assist the Textile Control Officer to evaluate the effectiveness of the textile management and control function.
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f.  After calculating the Unexplained Disappearance, convert the number of textile pieces lost to dollars by multiplying the number of pieces times the cost per piece.  Record this amount in Column G.  Next, total the cost of the total number of textile pieces lost and indicate this amount in box H.  Record the Average Daily Census (ADC) as of the time of the inventory in Box K.  Likewise, record the number of pounds processed as of the time of the inventory in Box L.
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