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CHAPTER 1.  ADMINISTRATIVE OPERATIONS

1.01  POLICY

Each medical center, domiciliary, clinic and nursing home will be maintained in a state of physical and biological cleanliness which fully meets all requirements for a medical care environment.  The Chief, Building Management Service is responsible for implementing this policy at each field facility.  Building Management Service will follow the policies and procedures contained in this manual in all VA medical centers.

1.02  ORGANIZATION

The Chief, Building Management Service is responsible to the facility Director for the operation of the Building Management Program.  Building Management Officials at field facilities are responsible for adapting the program to fit special circumstances, advising and assisting facility management and other operating officials on all matters pertaining to building management functions.  The chief must have a comprehensive knowledge of all program requirements, as well as a thorough understanding of the objectives, functions, and organizational structure of DM&S.

1.03  PROGRAM OBJECTIVES

Major objectives of Building Management Service are the development and operations of a complete program at all field facilities.  The principle purpose of Building Management Service is to support management at each facility in a continuing endeavor to improve the quality of service, and to enhance the public image of the total VA medical program. Specific objectives are to provide:

a.  Orderly appearances consistent with activities of the facility while keeping the inanimate environment clean and protected from undo wear.

b.  A program of interior design to promote an aesthetic atmosphere in keeping with the functions of the area, architecture of the building, and geographic and climatic factors.

c.  An efficient laundry and linen service with a sufficient supply of sanitary linens, beneficiaries' wearing apparel, and employee uniforms to meet facility needs.

d.  Environmental health conditions appropriate to a hospital setting.

e.  Information essential to the continued development and growth of the Building Management program through research and test of products, procedures and equipment.

f.  Safe conditions for beneficiaries and employees through proper handling of waste materials, soiled linens, and equipment.
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1.04  PROGRAM MANAGEMENT

Each Building Management Service will be structured to accomplish the program mission in the most effective and economic manner.  Sound position and budget management principles will be applied.  Systematic internal reviews, long- and short-range planning and goal setting will be used as tools to improve efficiency.  Each service chief must be skilled in management techniques, and possess a thorough knowledge of total facility operation, inter-service and inter-personal relations, and research methodology.

1.05  STAFFING

Staffing requirements, based on the minimum number of positions required, to satisfy mission needs will be developed using current applicable staffing guidelines.  Building Management personnel will be fully used through proper delegation of authority, assignment of duties commensurate with skills, realistic scheduling and equal distribution of workload.

1.06  TRAINING AND DEVELOPMENT

A training plan will be developed which will include orientation, on-the-job training and classroom instruction.  Training will be coordinated with other organizational elements, as appropriate.  The abilities and skills of personnel will be evaluated and a planned program for staff development will be implemented based on program and employee needs.  Specialized training programs for Hospital Housekeeping Officers (Interns) and for Laundry Plant Managers (Trainees) will be conducted at facilities selected by VA Central Office (137).

1.07  BUDGET MANAGEMENT

The Chief, Building Management Service is responsible for the development of the service's budget based on the costs of personnel, equipment, supplies and service contracts, and in accordance with existing policy.  The Chief, Building Management Service will manage and control their assigned budget to conform to assigned ceilings and to control the costs of services rendered.  Records of transferable costs will be maintained and cost transfer vouchers will be submitted in accordance with MP-4, Part V, Chapter 6.

1.08  STANDARDS

Program standards will be developed to include quality control that incorporates the precepts of the quality control surveillance plan (G-6, M-1, Part VII).

1.09  SCHEDULING ACTIVITIES

Comprehensive and practicable frequency schedules will be developed covering both routine and periodic functions.  Schedules will include the following: timeliness of service, convenience to beneficiaries, employees and visitors, traffic flow and, the availability of personnel and equipment.
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1.10  TESTING AND EXPERIMENTING

a.  The Chief, Building Management Service will participate in experiments, tests and research concerning the control of microbiological organisms, and will adapt newly developed sanitation methods to local needs and conditions.  New ideas and procedures perfected at field facilities will be submitted to the appropriate Regional Director (10BA-/137) for distribution to field facilities.

b.  Plans for tests and experiments in areas involving the responsibility of other services will be fully coordinated.

c.  Tests of supplies and equipment, whether borrowed from private concerns or purchased specifically for test purposes, will comply with current procurement regulations.  Tests, which may affect beneficiary care or comfort, will be coordinated with appropriate medical personnel.

1.11  EMPLOYEE RELATIONS

Continued emphasis will be placed on the importance of favorable employee relations.  The Chief, Building Management Service will have a thorough knowledge of labor management procedures, equal opportunity policies and employee evaluation and counseling methods.

1.12  UNIFORMS FOR BUILDING MANAGEMENT PERSONNEL

Uniforms (see Chapter 8) will be worn by Building Management personnel, and, by patients and domiciliary residents who are assigned to the service for therapeutic reasons.

1.13  THERAPEUTIC PROGRAM

Building Management functions may be used as a part of the therapeutic program of the facility.  Procedures will be developed which will assure the safety and welfare of patients and domiciliary residents assigned to Building Management activities.  Only those building management employees whom are qualified to provide effective guidance will supervise patients and domiciliary residents.  A sufficient number of qualified employees will be assigned to accomplish the Building Management mission.  Patients and domiciliary residents will not be assigned to supplement insufficient staffing.

1.14  SAFETY

Building Management personnel will participate actively in the facility safety program and will conform to established policies in maintaining safe working conditions.
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