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Republic of the Philippines
DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS

OFFICE OF THE SECRETARY
Manila
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DEPARTMENT ORDER )
)
)

91 )NO. ,)
Series of 201~1"'.3'U

SUBJECT: IMPLEMENTATION OF QUALITY
WORKPLACE STANDARDS

In line with the Department's policy to continuously improve the delivery of its services,
all offices in the Central Office, including Bureaus and Services, NCR and Region XI
regional Offices, and, South Manila and Davao City District Engineering Offices, are
hereby required to implement the quality workplace standards, hereto attached as
Annex "Aft,

The objective of the implementation of the quality workplace standards is to achieve
total organization, cleanliness and standardization in the workplace which will relate to
quality and productivity improvement in accordance with the Quality Management
System (QMS) Manual.

This Order shall take effect immediately.

Department of Public Works and Highways
Office of the Secretary
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Annex A
D.O. No.. "j
Series of 2013

Office: All DEPAIn-.ns ~Area: Wu.~1 ~
Pwpose: • Serves as official station of the ~ees to do their reports. consolidate data.

and aa:ompIish their clerical. administrative and technical tasks
• E~ea stiIy on for about 8 hotn a day when not in field work

Compollents S1andards Rd'a1enc:es
1. Partitions ..r Division or Unit Name signage is posted (may be •

hanged on ceiling) for clear ide ••lifLltion of
offices

..r Free from stains and dusts at all times • CIear1q
schedule I

..r Cracks. dents. scratches. deterioration and • F-label
other defects are labeled and reported to FMD • Reporting

form
2. Walls ..r Free from stains. dusts and cobwebs at all times • Cleaning

schedule
..r Cracks. dents,. su••WIleS.deterioration and • F-iabeI

~
other defects are labeled and reported to FMD • Reporting

form

I ..r Paintings and other decorations posted do not • Cleaning
oa:upv more than 50% of the wan and are free schedule I

I Ifrom dusts at all times
3. Passageways ..r Floor is flee from stains. dusts and garbage at aU • Cleaning

~times. and waxed regularly I schedule
..r Cracks. dents. scratches. deterioration and • F-label ,

other defects are labeled and reported to FMD • Reporting
form

..r Free from any obstruction such as unused •
equipment:. boxes of files. broken chairs. unused
tables. etc.

4. Individual Clerical ..r Name of staff is posted on the visible comer of I.

Desks and Computer the table (uniform to all desIcs/tabIes)
Tables ..r ~ of individual tables and desks: •

..r Arranged aa:ording to units and functions, ..r Spaces provide dear passageways
..r Free from stains.. dusts. food. and personal · Cleaning

I items (except those that are allowed) at all schedule I

times
..r Cracks. dents.. scratches. deterioration and I • F-label

1 other defects are labeled and reported to FMD • Reporting I

form
..r Table top contains (as necessary) laptop. •

axnputer monitor. keyboard. mouse. 1 file box
for wrrent files and 3 personal items such as

Quarlly Workplace Standardl IP age



,.

Office: All DEPMTMENlS IArea: WOIbLdion

Purpose: • Serves as offidaI sI:ation of the employees to do their reports. c:onsoIidate data,
and accomplish their clerical, administrative and technical tasks

• Employees stay on for about 8 haws a day when not in field work

CompanenIs Standards Ref'erena!s
table top calendar, and a picture frame or
mirror with a size not bigger than Mpaper

.,/' Computer desktop, UPSand AVRplaced on an ·
appropriate elevated mmpartment and trash
bins are kx:ated under the table; No other items
such as file boxes, shoes and bags are placed
under the table

.,/' F'arst:level table dI••~ are used for office •
supplies which are neatly arranged and free
from dusts and unnecessary items at all times

.,/' Bottom drawer is used to store personal items •
such as bags, mugs" c:ellphones, shoes, slippers . I

.,/' At the start of the day, 5-minute seiso is •
prac:ticed to wipe the table tops and equipment,
and arrange drawers

.,/' At the end of the day, table top is cleared from •
documents, paperworks, office supplies, and
other items except the allowed items

i mentioned above
.,/' During the absence of the staff, a signage of ·

-On-leave or On ~ is placed on top of
the desk I

5. Clerical Chairs .,/' Uniform in size, type and color •
.,/' Free from stains and dusts at aUtimes • Oeaning

schedule
.,/' Cradcs, dents, scratches, deteriorcltion and • F-Iabel

other defects are labeled and reported to FMD • Reporting
form

, .,/' Only one pillow and a chair cover may be placed •
on the chair but size is not bigger than the size

I of the long envelope
.,/' Tucked under the table when not in use and at •

the end of the day
.,/' Only one jacket or shawl may be placed on the ·

back seat during the day but is kept inside the
personal drawer at the end of the day

6- Equipment .,/' Equipment kept in the workstations are the •
, following: laptop; computer desktop, monitor, I

keyboard, mouse and speaker, telephone; fax
machine; printer

.,/' Free from stains and dusts at aUtimes · Cleaning
schedule

Quality Workplace Standard2 IP age
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Office: AU. DEPARTMENTS IArea: Wchlat.lion
Purpose: • Serves as official station of the employees to do their- reports. c:onsoIidate data.

and accomplish their clerical, administrative and technical tasks
• Employees stay on for about 8 hours a day when not in field work

Components Stalldards References
, ." Cracks. dents, scratd1es.. deterioration and other • F-label

defects. as well as non-operational equipment I· Reporting
are labeled and reported to FMD form

• Procedure of
Corrective
Maintenance

· Procedure on
Tum-Over of
Non-
Operational
Equipment

I ." Operated bv OFFICEemployee only
." Turned off and unplugged (as necessary) when

not in use

." Wires and cables are neatly bundled with
appropriate cable tie. arranged at straight line I

and right angles. safely covered with moldings
I when on floor or walls. and ~b~1Iy placed

to prevent aa:idents
." Oear instructions for proper use is posted (as

necessary) I

./" Maintenance labels are attached and updated • Maintenance
during maintenance label

• Preventive
maintenance
plan!
schedule

." Computer monitors are on power-saving mode

." Each equipment in c:omrnon location has a ·Responsibility
personnel assigned for daily seiso. while daily label,
seiso of equipment located on individual t.abIes/ I

desks are assigned to the individual mncem
." No water dispenser, microwave oven. oven

toaster" and water pot are seen in workstations"
they are placed in the pantry

." Placed under the table! desk • Cleaning
schedule

7. Trash Bins ." No leftover food and watery trash is thrown on
this bins, restroom and pantry trash bins are
used instead

Quality Workplace Standard3 IP age
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Office: AU. DEPARTMENTS iArea: WodrstaIian

Purpose: • Serves as official station of the employees to do their" repoII1s, mnsoIidate data,
and aa:ompIish their clerical, administrative and technical tasks

• Employees slay on for about 8 hours a day when not in field work

Components Standards References

-' Outside rover is free from stains and dusts at aU · Cleaning
times sd1eduIe

-' Cracks, dents. sodkhes, deterioration and other · F-label
defects are labeled and reported to FMD • Reporting

form

-' Kept not overflowing and emptied at the end of • Cleaning
I the day schedule

1-' Toners of printers and photocopiers, fax films,. · Procedure/
and batteries are collected by FMD every month Guidelines for
for selling Recyclable

Items.,. Cabinets and boxes contain files.. records or
empty forms

8. Cabinets and file -' One location is assigned for each division!
boxes deparbnent

-' Free from stains and dusts at aUtimes • Cleaning
sd1eduIe

-' Cracks, dents, scratches, detelioration and other • F-label Idefects are labeled and reported to FMD • Reporting
form

-' Cabinet tops may contain file boxes but no non-
oper.Itional equipment and personal items such
as umbrella and bags are placed on top of
cabinets

-' With labels that are visible from one-meter I

cflStance, clear titles, and color coded according
to retention schedule

.I' Ale boxes are arranged systematically

-' Folders are labeled clearty and in coIor-coding
according to retention schedule

-' One bulletin board for each department
9. Bulletin Board -' Size, color and type is uniform to all

I departments

-' Free from stains and dusts at aUtimes • CleaningI
schedule

-' Cracks, dents, scratches, deterioration and other • F-label
defects are labeled and reported to FMD · Reporting

form

-' Contains memo, announcements, events,
performanceJ project monitoring. policies, etc.
with clear and visible labels

-' Paper posts are covered with transparency films

Quardy Workplace Standard4 IP age
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Office: AU. DEPARTMENTS ~Area: Wo.bL.1ion I
Purpose: • Serves as official st3tion of the employees to do their reports. consolidate data.

and accomplish their clerical. administrative and technical tasks

• Emptoyees stay on for about 8 hours a day when not in field work

ComponenIs Standards References
to protect from easy deterioration

.I' Kept updated and neatly arranged by the · Responsibility
, assigned person Label

.I' One location is assigned for each floor
10. Pr.Iyer AltAIr .I' Table allotted is not bigger than the individual

desk I
.I' All items are free from stains and dusts at all • Cleaning

times schedule
.I' Water vase is cleaned at the start of the day and • Cleaning

spoiled flowers are replaced by fresh ones schedule ,
.I' ·

. • .res requests. mquines transactions.
• Serves as waiting area for diems

~• Serves as entry point for employees

Components 5taDdards References
1. Doors .I' Signage are posted. such as: Welcome to (office

name). Push/Pull
.I' Free from stains and dusts at all times • Cleaning Ischedule
.I' Cracks. dents. scratches. deterioration and other • F-label

defects are labeled and reported to FMD • Reporting
II

form
2. Walls .I' Free from stains. dusts and cobwebs at aUtimes I • Cleaning

I
schedule

.I' Cracks. dents. scratches. deterior.Jtion and other · F-label
defects are labeled and reported to FMD • Reporting

~form
.I' Clear and updated transaclion/ process flow for

dient services are posted

.I' Paintings posted do not occupy more than sea I' • Cleaning I
of the wall and are free from dusts at all times

~
schedule

~
3. Counterl Frontline .I' Signage are posted. soch as: Start your

~Staff Desk transaction here. name of frontline staff. and i
J

~other important information

10-.,

IOffice: AU. ROORS

Purpose Recej, client

IArea: RecepIian/ Help Desk

. and

Quality Workplace StandardS IP age
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Office: AU. R.OORS IArea: Rec:epIiaIt/ Help Desk

Pwpose: • Receives dent request5" inquiries and transactions
• Serves as waiting area for diems
• SenIes as entry point for emplovees

I
Components Standards Referenc:es

./ Free from stains.. dusts.. scratch papers. and • C1eaning
other unnecessary items at aUtimes schedule

./ Cracks, dents, SOdtdles, deterioration and other • f.label
defects are labeled and reported to FMD • Reporting

form ,
./ Counter top contains the computer monitor.

keyboard, mouse, pens in a pencil holder or tied

ij
appropriately to the counter top, nec:essary
forms placed 1r.Iys. and client feedback form
with pens, drop box and clear sign of -wE VALUE
YOURFEEDBACX.THANKyOU"' located at one

I end of the counter; no personal items on
counter top at an times

./ Computer desktop is placed under the counter
Itable

./ Counter cabinets are used to store personal
items, which are limited to bags, mugs! water
botttes, and a pair of shoes

./ All items such as forms. pens. personal items are
neatly arranged at aUtimes I

4- Clerical Chairs ./ Free from stains and dusts at all times
./ CriJdts. dents. ~dbJM!S, deterioration and other • C1eaning

defects are labeled and reported to FMD schedule,
./ High clerical chair is provided for counter tables

that are high for comfort of staff I

./ Neatly arranged at all times and tucked under
the table when not in use

5. Oient Chairs ./ Free from stains and dusts at aUtimes · Cleaning
schedule

./ CriJdts, dents, scratches, deterioration and other • F-label
defects are labeled (f.label) and reported to • Reporting
FMD I form

./ Arranged in such a way that there is a dear
passaceway to the counter at the teI'Ib!r. and
spac:es between rows of chairs provide clear J

passageway as well

Quality Workplace Standard6 IP age
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Oftir:e: AI.lDEP~ II Area: OJnfe.ence ••••••

Purpose: • Used for meetings and confereIlCeS

CoI.~ I ~. •••.e••aKe5
1. Door .,{' A dear signage of -Conference Room- is posted

.,{' A sign of -CDnferer.tce/ Meeting on
On-Going"' is posted during

meetings
.,{' Kept dosed at all times

2. Walls .,{' Free from stains,. dusts and cobwebs at all times · Cleaning
schedule

'.,{' Cracks, dents, scratches, deterioration and • F-label
other defects are labeled and reported to FMD • Reporting

form
..I' Paintings and other dec:orations posted do not ·Oeaning

occupy more than 50% of the wall and are free schedule
I

from dusts at all times I
3. Conference Table .,{' Desks! tables are uniform in size, type and color

.,{' When not in use:
..I' Conference table is placed at the CEnter
.,{' Chairs are placed around the table and

~tucked under the table
.,{' No personal items. files. supplies" boxes are I

placed in the room

.,{' Free from stains and dusts at all times • Oeaning
schedule

..I' Cracks, dents, scratdles, deterioration and · F-label
other defects are labeled and reported to FMD • Reporting

form
4. Clerical Chairs ..I' Uniform in size, type and color

l.,{' Free from stains and dusts at all times • Oeaning
schedule

..I' Cracks" dents" saatches" deterioration and · F-label
other defects are labeled and reported to FMD · Reporting

form
5. Equipment ..I' Equipment such as led projector, sound system, I

I etc. that are placed in cabinets (as appropriate)
witb lock for security

.,{' Free from stains and dusts at all times · Cleaning
I schedule

.,{' Cracks, dents, scratches, deterioration and other • F-label
defects" as wen as non-oper.rtional equipment • Reporting
are labeled and reported to FMD form

Quarlly WorIcpIace Standard11 P age
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Office: All DfPARlMENTS IArea: CGnfeIenre Room
Purpose: • Used fur meetings and mnferences

CalnpalII!IIts SIal ••••• ~
• Procedure' of

Corrective
Maintenance

• Procedure on
Turn-Over of
Non-
Operational
Equipment

./ Operated by OFFICEemplovee only

./ Turned off and unplugged (as ne<essary) when
not in use

", Wires and cables are neatly bundled with
appropriate cable tie, arra,.ed at sbaight line

Iand right angles, safely covered with moldings
when on floor or walls, and ~bdletsically placed
to prevent accidents

./ Clear instructions fur proper use is posted (as
necessary)

", Maintenance labels are attached and updated • Maintenance, during maintenance label
• Preventive

maintenance
plan!

Ischedule
6. White Board IGlass ", Free from stains and dusts at all times • Cleaning

Boards schedule", Cr.ldcs. dents, scratc:bes, deterioration and other • F-label
defects, as well as non-operational equipment · Reporting
are labeled and reported to FMD form

I • Procedure of
Corrective
Maintenance

• Procedure on
Tum-Over of
Non-
Operational
Equipment

", Clear of writings and postings at the end of the
day and when not in use

./ White Board IGlass Boards markers and eraser
are kept with the White Board IGlass Board

./ When not in use, it is placed at one comer of the
room

7. Cabinets ./ Free from stains and dusts at all times • Cleaning

Quality Workplace StandardS IP age
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Office: All DEPARTMENI'S IArea: CanI'en!IIlCe Room

Pwpose: • Used for meetings and conferences

Components SIal •• ReI'erenc:m
schedule

,/' Cracks, dents, scratches, deterioration and other · F-Iabel
defects, as well as non-operationaI equipment • Reporting
are labeled and reported to FMD form

· Proc:edure of
CorrecIive
Maintenance

• Procedure on
Tum-Ovel" of
Non-
Operational
Equipment

,/' Used for storage of equipment only
,/' With appropriate kx:k.,and keys are kept by an • Responsibility

assigned personnel label

Office: All DEPARTMENI'S ~Area: PhotocopyInc Area

Purpose: • Common location for the Department photocopiers
• Photocopiers are used to reproduce hard files and documents

Components Standards Referenc:es
L Photocopyers ,/' A sign of -pfJotocopying Area- is posted

,/' Clear instructions or guidelines for proper- use is
posted

,/' Free from stains, dusts. staple wires, paper dips • Cleaning. and other unnecessary items at aUtimes schedule
,/' No papers (scrap or dean) are left on the trays

,/' Cracks.. dents. sa.-.td.es,. deterioration and . • F-labelI

other defects are labeled and reported to FMD • Reporting
form

,/' Operated by OFFICEemplovee only
,/' Turned off and unplugged (as necessary) when

not in use
I ,/' WIreS and c:abIes are neatly buncIed with

appropriate cable tie. ammged at straight rifle
and right angles. safely covered with moldings

I when on floor or walls. and strategicaHy placed I
to prevent aa:idents

,/' Maintenance labels are attached and updated · Maintenance
during maintenance label

I- Preventive
~ maintenance

Quality Workplace Standard9 IP 2 g e



Office: Al1DEP~ IArea: PhokJc:opvinc Area
Pwpose: • Common Ioc:3tion for the Department photocopiers

• Photocopiers are used to reproduce hard files and documents
CompoIIelIIis S1andards Rl!ferefla:'!S

rAan/
schedule

.I' Assign a personnel to do daily seiso ,- Responsibility
label

2. Trash Bins .I' No leftover food and watery trash is thrown on
these bins, resboom and pantry trash bins are
used instead

-/ Outside cover is free from stains and dusts at an - Cleaning
times schedule

I -/ Cracks, dents, SCJ'3tChes,deterioration and • f.label
other defects are labeled and reported to FMD • Reporting I

J I

fonn
.I' Kept not overflowing and emptied at the end of • Cleaning

I the day schedule I
.I' Toners of printers and photocopiers, fax films,. - Procedure!

and batteries are collected by FMDevery month Guidelines for
for selling Reqdable

Items
3. 80x of Scrap Papers -/ One box for scrap papers is placed in one

comer, confidential documents are shredded
aa::ordingly

.I' The box is emptied every 2 months by FMDfor - Procedure/

I selling Guidelines for
Recydable
Items

Quality Workplace Standardl0 IP age
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Office: AU. DEPMIMENlS !Area: Reconk aIId SupJlies An!a
Purpose: • Used fur storage of records and supplies

CompoIIlenls StandmIs ~
L Door ..,. A dear signage of -Remrds/ Supplies Room"' is

posted..,. Kept dosed at all times..,. l.Dd:ed at the end of the day
2. Walls ..,. Free from stains, dusts and cobwebs at all times • Cleaning

schedule..,. Clades..dents" scratches, deterioration and · F-label
other defects are labeled and reported to FMD • Reporting

form
3. Cabinets ..,. Free from stains and dusts at all times ·Cleaning

schedule..,. Clacks, dents, scratches, deterioration and • F-IabeI
other defec:1:s..as well as non-operational • Reporting I

cabinets are labeled and reported to FMD form
• Procedure of

Corrective

I I Maintenance
• Procedure on

I Tum-Over of

INon-
Operationaf
Equipment..,. With labels that are visible from one-meter

distance" dear titles, and color coded aa:ording
to retention schedule..,. Confidential files and expensive supplies are · Responsibility I
kept in locked cabinets, and keys are kept by an label
assigned personnel..,. File boxes and big items are arranged I

systematically (e..g..heavy items on the floor) 1

..,. Record folders are labeled dearly and in color-
coding according to retention schedule..,. Use of supplies follow '"first-in, first~ rule I..,. Inventory of supplies is monitored through stock · Inventory
cards System, ..,. Each department has an assigned personnel to Responsibility•
supervise the release of stodts and records label

Quality Workplace Standardll IP age



Office: ~Area: library
Purpose: • A place where targe ooIection of books. ~lt:::t and oilier references are

sbed. OOfd)uIt=d and mairltdirled
Campo.aen15 SUI••••• Rderences

1. Door .,; A dear signage of -UIJrar; is posted •
.,; •
.,; Kept dosed at all times •

2. Walls and Floor .,; Free from stains,. dusts, cobwebs.. and garbage at • Cleaning
all times schedule

.,; Cracks. dents, scratches. deterioration and other • F-IabeI
defects are labeled and reported to FMD · Reporting

form
.,; Paintings and other decorations posted do not • Oeaning

oa.upy more than so% of the waD and are free schedule ,
from dusts at aUtimes

3. Reading! Conference • Desks! tables are uniform in size. type and color •
Tables .,; Free from stains. dusts. cobwebs. and • !

unnecessary items at all times
.,; Cracks. dents. scratches. deterioration and other ' .

defects are labeled and reported to FMD
.,; Nothing on top when not in use •
.,; •

4. Cabinets. .,; Free from stains. dusts. cobwebs. leftover food. •
Bookshelves. used utensils.. and garbage at all times
Magazine Racks. and .,; Cracks. dents. scratches. deterioration and other ·Brod1ure Stand defects are labeled and reported to FMD

.,; With labels that are visible from one-meter ·
distance. clear titles, and color coded

.,; Arranged systematically •

.,; ·S. Equipment .,; The following equipment are kept: • Equipment
.,; LCDprojector inventory

I .,; Computer, monitor, speaker, keyboard and I
mouse

.,; Free from stains, dusts, cobwebs. leftover food, • Oeaning Iused utensils.. and garbage at aUtimes; Cleaned schedule I
and wiped every after use I

.,; Cracks, dents, scratches. deterioration and other • F-label
defects. as weD as non-operational equipment • Reporting

Iare labeled and reported to FMD form

· Procedure of
Corrective
Maintenance

• Procedure on
Tum-Over of

Quaflty Wortplace 5tandard12 IP age



,.

Office: IArea: Ubr.iIry

Purpose: • A place where Bge aaIection of books" rnayc.a._ cnJ oGIerIderel8CeS are
sIDred. COIllrollt:d a1d maintained

CanlpcMetIls Statldards ReferelICft
Non--
Operational
Equipment

..I" Operated by OFRCE employee only •

..I" Turned off and unplugged (as necessary) when •
not in use

..I" Wires and cables are neatly bundled with •
appropriate cable tie .•arranged at straight line
and right angles .•safely covered with moldings
when on floor or walls.. and ~d~ pIcKed
to prevent accidents

..I" Clear instructions fur proper use is posted (as ·
necessary)

6- Books and magazines ..I" Free from dusts and cobwebs at all times; • Cleaning
Oeaned and wiped regularly schedule

..I" Arranged according to the standard catalogue of ·,
the library

..I" Properly labeled and catalogued ac::cording to JEL ·..I" Inventory of books maintained. and logbook for ·
borrowed and returned books kept and I

I
l

monitored ,
7. Trash Bins ..I" Placed under table or at the comer of the room · Cleaning

schedule
..I" No leftover food and watery trash is thrown on •

these bins. restroom and pantry trash bins are
used instead i

..I" Outside c:over is free from stains and dusts at aU • Cleaning
times schedule

..I" Cradcs" dents. scratdles. deterioration and other · F-label
defects are labeled and reported to FMD • Reporting

II form I

..I" Kept not overflowing and emptied at the end of · Cleaning
the day schedule

Quality Workplace Standard13 IP age



Office: iArea: Panby An5I

Purpose: • A room where food. provisions or dishes. kildaen equipment and oilier utensils are
sIored and served

• For employees to store their personal food and utensils.. and have their meals and
snac:ks

Compollents Stalldanis Refen!nces
1. Door ,/ A dear signage of '"Pantr; is posted -

I
,/ A sign of -Cleaning On-Going"' is posted during - Cleaning

cleaning schedule schedule
,/ Kept closed at all times -

2. Walls and Floor ,/ Free from stains, dusts, cobwebs, and garbage - Cleaning
at all times schedule

,/ Cracks, dents, scratches, deterioration and - F-label
other defects are labeled and reported to FMD - Reporting

form
,/ Paintings and other decorations posted do not - Cleaning

oa::upy more than sea of the wall and are free schedule
from dusts at aUtimes

,/ Kept dry at all times -
3. Sink Top ,/ Free from stains, dusts, cobllll'£bs,leftover food •

and garbage at all times
,/ Cracks, dents, so dh.hes, deterioration and -

other defects are labeled and reported to FMD
,/ May contain the dish rac:k"soap dish and other • Cleaning

kitchen equipment. Items do not oc:cupy more schedule
than 60% of the top to provide space for
washing d"15hes. ,

,/ Kept dry at all times - F-label

- Reporting
I form

4. Sink ,/ Free from stains, dusts, cobwebs, leftover food, ,-
used utensils, and garbage at all times

,/ Cracks, dents, scratches, deterioration and -
other defects are labeled and reported to FMD

,/ Used utensils and plates are washed and •
organized right after use I

S. Table ,/ Free from stains. dusts, mbwebs..1eftover food, ·
I used utensils, and garbage at all times; Cleaned

and wiped every after use
,/ Cracks, dents, scratches, deterioration and ·

other defects are labeled and reported to FMD
,/ Kept dry at all times ·6. Chairs ,/ Free from stains and dusts at aUtimes • Cleaning

schedule
,/ Cracks, dents, scratches, deterioration and · F-IabeI

other defects are labeled and reported to FMD • Reporting

Quality Workplace Standard14 IP age
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Office: IArea: Panby AIea

Purpose: • A mom where food. provisions or dishes, ~ equi'pnenI and oIher uIensiIs are
sIDred and served

• For employees to store their personal food and utensils.. and have their meals and
snacks

CompaIIeIIts 5tandarcIs Referellces
form

../ Arranged and tude under the table when not in .
use I

7. Equipment ../ The following equipment are kept in pantry: - Equipment
../ Refrigerator inventory
../ Microwave oven
../ Oven toaster

!
../ Water dispenser
../ Electric fan
,/" Coffee maker

,/" Free from stains, dusts. aJbwebs~ leftover food, - Cleaning I

used utensils, and garbage at aUtimes; Cleaned schedule
and wiped every after use

,/" Cracks, dents, scratches, deterioration and - F-IabeI
other defects, as well as non-operational I - Reporting Iequipment are labeled and reported to FMD form

I- Procedure of I

Corrective
Maintenance '

~

- Procedure on
I Tum-Over of

II

Non-
Operational
Equipment

../ Operated by OFFICEemployee only

../ Turned off and unplugged (as necessary) when !

not in use
,/" Wares and cables are neatly bundled with

appropriate cable tie, arranged at sbdight line I ,
and right angles, safely covered with moldings
when on floor or walls. and sIJate&k;aUy placed
to prevent accidents I

,/" Cear instructions for proper use is posted (as
necessary)

../ Stocks of water bottles for the water dispenser
are arranged in one comer of the room

,/" Maintenance labels are attached and updated - Maintenance
I during maintenance label

- Preventive
maintenance
pIan/
schedule
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Office: IArea: Panby Area

Pwpose: • Aroom where food.. provisions or dishes, Udal equipment and oilier uIensiIs are ,
sIDred and served

• For employees to store their personal food and utensils" and have their meals and
snacks

CompoIIeIIIs StaI •••• Referellces
8. Cleaning Materials ,/ The following cleaning materials are kept in the

pantry:
,/ Pale Floor mop
,/
,/ Broom I,/ Rag
,/ Soap, detergent, disinfectant liquid, etc.

,/ Kept under the sink or inside cabinets
,/ Maintained dean and no over spilled for

cleaning supplies
9. Cabinets ,/ Free from stains and dusts at all times • Cleaning

schedule
,/ Cracks, dents, scratches, deterioration and · F-label

other defects are labeled and reported to FMD • Reporting
form i

• Procedure of
Corrective
Maintenance I

• Proc:edure on
Tum-Over of
N0D-

I
Operational
Equipment

,/ Used for storage of equipment and cleaning
materials only I

10. Trash Bins ,/ Placed under or nearthe sink" not near the • Cleaning
utensils and plates schedule

,/ Can be used for leftover food and watery trash
,/ With sealed cover that is free from stains and • Cleaning

dusts at all times schedule
,/ Cracks, dents, scra1l:hes..deterioration and · F-IabeI

other defects are labeled and reported to FMD • Reporting
form

,/ Kept not overflowing and emptied at the end of • Cleaning
the day schedule

Quality Workplace Standard16 IP age



Office: AI ftoors ~Area: Resbuuul

Purpose: • A room equipped with toilets and lavatories for public and employee use

c..pone.ds 5tandards Reference
1. Door .,I' A dear signage of -Restroom- and

corresponcfmg signage -M..- or -Fema~are
posted

.,I' Kept dosed at all times

.,I' Cracks, dents, scratches, deterioration and other · F-label
defects are labeled and reported to FMD • ReportingI

form
2. Walls and Floor .,I' Free from stains, dusts, cobwebs, and garbage at • Oeaning

aUtimes schedule
I .,I' Cracks, dents, sa ~h..he:s,deterioration and other • F-IabeI

defects are labeled and reported to FMD ·Reporting
form

.,I' Kept dry at all times

3. Mirror .,I' Free from stains, dusts and cobwebs at all times
1.,1' Cracks, dents, su~h.hes, deterioration and other

~defects are labeled and reported to FMD
4. Sink Top .,I' Free from stains, dusts, cobwebs, leftover food

I and garbage at all times
.,I' Cracks, dents. scratches, deterioration and other

defects are labeled and reported to FMD
1.,1' May contain soap dish! dispenser

.,I' Kept dean and dry at all times I

S. Sink .,I' Free from stains, dusts, cobwebs, leftover food,
used utensils, and garbage at all times

.,I' Cracks. dents. sa~ld.es, deterioration and other 1
defects are labeled and reported to FMD i

6. Toilets .,I' Free from stains, dusts. cobwebs, and garbage at
all times ,

.,I' Cracks, dents. scratches. deterioration and other I· F-label 1

defects are labeled and reported to FMD • Reporting
form

.,I' Kept dean and dry at all times • Cleaning
schedule

7. Cubicle Doors .,I' Free from stains. dusts, cobwebs, and garbage at
all times I

.,I' Cracks. dents, scratches, deterioration and other • F-IabeI
defects are labeled and reported to FMD • Reporting

form
.,I' Clear instructions for proper use of toilet is ·

posted (as necessary)
1

Quality Workplace Standard17 IP age



Office: AI floors IArea: ReS'b00ll1

Purpose: • A room equipped with toilets and lavatories for public and employee use

ComplNIeIIls 5tallda,ds RefelIei~
8. Trash Bins # Placed inside cubicles • Oeaning

schedule
# Outside cover is free from stains and dusts at an · Cleaning

times schedule
# Cracks, dents, sadtdll:S, deterioration and other" • F-label

defects are labeled and reported to FMD · Reporting
form

# Kept not overflowing and emptied at the end of ·Cleaning
the day schedule

Quaflly Workplace Standard18 IP <3 g e
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