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1. INTRODUCTION
Our hands are probably the number one suspects when it comes to spreading germs in the workplace. They are constantly in contact with the environment wherever we go. In addition, scientific research has shown that bacteria and viruses can survive on commonly used office equipment, such as PCs,touch screens, headsets and telephones. 

As we sit at our desks using the phone and the keyboard, we may unknowingly infect our body by touching our eyes, mouth or nose, all of which are natural habits. Frequent washing and sanitising of our hands are the most important things that we can do, but contaminated surfaces are still sources of infection. Correct cleaning these surfaces is an important contribution to improved hygiene. 

Where do these risks come from? 

Scientific research has shown that commonly used surfaces such as computers, telephones, desks and ATM machines are potential sources of infectious bacteria and viruses leading to the spread of colds, flu, sickness and diarrhoea.
Germs can survive in the microscopic grooves and surface cracks and will go unnoticed. Oils in the skin, dust, grime, moisture and warmth from central heating systems provide an ideal environment for these germs to accumulate. 

Talking, coughing and sneezing all increase the germ population as do eating and drinking at our desks. This could potentially make your office workspace a micro​biological hazard that could lead to the infection of other workers - even if the person who is sick has already gone home. 

Viruses have the potential to survive on surfaces for up to 60 days in a warm environment. Research on one particular influenza virus suggests that the virus can survive on hard surfaces (e.g. stainless steel counter, plastic washing-up bowl) for up to 72 hours and on soft items (e.g. pyjamas, handkerchiefs, magazines) for up to 24 hours More disturbingly, there can be up to 400 times more bacteria on office desks than toilet seats. Research has also shown that germs can be readily transferred from surfaces to your hands.
Eyestrains can be caused due to dirty or smudged screens, cleaning of monitors and screens can reduce the risk of employees straining their eyes when viewing information on screen 

To directly respond to the hygiene requirements of these types of situations, suitable alcohol based wipes should be used to clean key boards, mice, monitors, telephones, headsets etc. 

2.
LEGAL REFERENCE

The council has a duty under the Health and Safety at Work Act 1974 and  the Management of Health and Safety Regulations 2 to protect employees health against hazards in the workplace.  In addition the control of substances Hazardous to Health Regulations 2002 provide a framework for assessment and control of substances hazardous to health, including biological agents.

3.
RISK ASSESSMENT

3.1
Prior to the commencement of employees working with the potential for exposure to a hazardous substance or biological agents a suitable and sufficient assessment of health risk must be made.

3.2
Risk assessment should include:

· Work description

· Hazard identification

· Training needs

· Personal protective equipment required

4.
GENERAL CLEANING INSTRUCTIONS
1. When cleaning computer equipment, turn it off before cleaning. and follow the instructions as labelled on the computer cleaning product.
2. Never spray or squirt any type of liquid onto any computer equipment. If a spray is needed, spray the liquid onto a cloth and then use that cloth to rub down the equipment. The cloth should not be wet merely damp 

3. Do not use a vacuum for the inside of your computer as it generates a lot of static electricity that can damage the internal components of your computer. 

4. Never get any component inside the computer or any other circuit board damp or wet and follow the instructions as labelled on the computer cleaning product.
5. Be cautious when using any type of cleaning solvents; some individuals may have allergic reactions to chemicals in cleaning solvents and some solvents can even damage the case. Always use specific PC cleaning products (alcohol based wipes) as recommended by procurement. Cleaning wipes should be made available by all services to staff using computer/telephone/office equipment.
6. When cleaning, be careful not to accidentally adjust any knobs or controls. In addition, when cleaning the back of the computer, if anything is plugged in, make sure not to disconnect any of the plugs.  Cotton swaps moistened with rubbing alcohol or water are excellent tools for wiping hard to reach areas in your keyboard, mouse, and other locations. 
7. Never eat or drink around the computer. 

4.1 WHAT TO CLEAN 

· Monitor

· Mouse

· keyboard

· Desk

· telephone (including headset and handset)

· Lap top

· Outside of case

· Printer

· Scanner
· Fax machine 
· Photocopier
4.2 WHEN TO CLEAN
· Under normal conditions, equipment should be cleaned at the end of each week when using the same PC.  In the event of a flu pandemic, this may be increased to daily if required. 
· If employees move between PC’s ‘hot desking’, clean the computer and telephone equipment at the end of each individual session.

· If widely used public facilities such as library/school computers and public telephones, display instructions requesting users to clean equipment at the end of their session with alcohol wipes and provide a disposal facility.  
7. ORDERING WIPES

Supplies available through PECOS at 15/07/09

For further information on products contact TECs Warehouse team:
tecwarehouse@highland.gov.uk  (01463) 715087 

Wipes for PCs / telephones
	47022002
	Wipes AIC Bacterial (pack of 200)
	TEC Warehouse


Alcohol based hand sanitising gels
Self contained bottles
	47012014
	Hand Sanitizer  6 X 500ml (box of 6)
	TEC Warehouse


Bulk Container and dispenser (for premises or van)
	47012013
	  (Hand Sanitizer) 5ltr
	TEC Warehouse


	47008019
	Dispenser Soap Task/Hand Sanitizer
	TEC Warehouse


