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About the Manual

This manual has been designed to help establish infection control programs that meet the
specific needs of the elderly population and the facilities caring for them. Infections are
one of the most significant and costly problems nursing facilities face today. They
account for a large proportion of morbidity and mortality among residents, and for many
hospital transfers. Preventing infections in long-term care is an arduous task that requires
the ongoing cooperation of staff, administration, residents and visitors.

Structure and Organization

The documents in this manual are divided into two general categories to help users locate
information quickly. These categories are Operational and Clinical.

Operational Policies and Procedures (Part 1) contains infection control policies and
procedures that are facility-wide and operational in nature. The following list describes
these chapters:

e Administrative Policies—contains administrative infection control policies and
documentation tools (e.g., committee duties and responsibilities; monitoring
compliance with infection control; policy review and updating, etc.) This chapter
also includes a job description for the Infection Control Coordinator.

e Bioterrorism and Disaster Preparedness—contains policies and related
guidelines regarding pandemic influenza; and current CDC information regarding
biological and chemical agents and related threats (anthrax, smallpox, plague,
etc.), as well as recommendations to prepare facilities for natural and man-made
disasters.

o Employee Health—includes policies, procedures, and documentation tools that
govern the health and safety of employees, including what to do if an exposure
incident occurs, employee work assignments, and how to screen employees for
infectious diseases. This chapter also includes a discussion of the role of the
Medical Director in employee health.

e Environmental Infection Control-provides policies, procedures, and
documentation tools that guide the proper cleaning and disinfecting of the
environment, disposal of medical waste, and infection control during construction.

e Surveillance—contains policies, recordkeeping forms and documentation tools
that assist facilities in surveillance of infections, recognition of outbreaks of
communicable disease, and reporting.

o OBRA Regulations and Interpretive Guidelines—provides the most current
OBRA regulations and interpretive guidelines for infection control.
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Clinical Practices and Procedures (Part 2) contains information related to specific
clinical situations and conditions, including practices to prevent or minimize the spread
or occurrence of infections while caring for residents. These topics include:

Clinical Policies and Procedures—includes policies, procedures, and
documentation tools related to infection control aspects of clinical situations and
conditions common in long-term care (e.g., fecal incontinence, soiled dressings,
suctioning, multidrug-resistant organisms, etc.). This chapter also contains CDC
recommendations for preventing antimicrobial resistance in long-term care.
General Infection Control Practices—contains policies and procedures that guide
routine infection control practices, including personal protective measures,
handwashing and hand hygiene, and guidelines for Standard and Transmission-
Based Precautions.

Immunization and Vaccination—includes policies, procedures, and
documentation tools that govern immunization and vaccination of residents.
Miscellaneous—a placeholder for miscellaneous information that may be added in
future updates.

Guidelines and Recommendations—lists current guidelines and
recommendations (CDC, APIC, OSHA, etc.) with URLs for the current web
documents. The full text documents are available on the CD.

Locating Topics

There are three ways to locate documents or topics:

1.

Alphabetical Index—located in the back of each part. This is a comprehensive
index of topics, keywords, phrases, and document titles cross-referenced to page
numbers and chapters throughout the manual.

Chapter Tables of Content—located behind the title page of each chapter. The
TOC provides a list of documents in that chapter with the corresponding page
numbers.

CD-ROM-provided with the manual. The CD-ROM contains a searchable Adobe
Acrobat™ (pdf) version of the manual. It is a single, bookmarked, hyperlinked
document file.
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Navigating the Documents

Policies — policies establish the underlying premise for all procedures. They are
governing statements that facilitate consistency and simplify decision-making. Each
policy format is designed to help the reader locate information quickly.

Policy Statement—a summary statement that indicates the primary focus of the
policy.

Policy Interpretation and Implementation—the detailed steps that outline what
the policy statement means and how it is implemented in the facility.

Highlights Bar-highlights key words and phrases from the policy.
Headers/Footers—indicate the chapter title, manual title, policy revision date and
page number.

References Box—provides regulatory and reference information, lists related
documents located throughout the manual, and provides a space for
documentation of policy revision.

Procedures — procedures provide step-by-step guidelines for specific actions, treatments,
O processes.

Purpose of the Procedure—a summary statement that indicates the general
purpose of the procedure.

Highlight Bars—designate sections in the procedure (e.g., Procedure guidelines;
Equipment and Supplies; Steps in the Procedure).

Clinical Tier—establishes the complexity of the procedure and the level of skill
and training associated with the procedure. (Note: Facilities should use this as a
guideline only and always defer to the state licensing requirements and practice
standards for each discipline.) Clinical tiers for procedures consist of the
following parameters:

o Level I: Consists of procedures that represent basic levels of care in the
facility. These procedures may be performed by all trained and oriented
clinical staff (licensed or unlicensed) and in some cases non-clinical staff
(e.g., housekeeping).

o Level II: Represents procedures that require additional skill, experience,
or special training for non-licensed staff to perform. In some cases,
procedures may only be performed under the supervision of licensed staff.

o Level III: Represents specialized or complex procedures that should be
performed by licensed and trained staff (for details, consult state licensing
and practice guidelines).

Headers/Footers—indicate the chapter title, manual title, procedure revision date
and page number.

References Box—provides survey tag number and MDS references, lists related
documents throughout the manual, suggests potential exposure risks for that
procedure and provides a space for documentation of procedure revision.
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Finding Related Information

Related Documents—listed (where applicable) in the References box. Where
possible, like topics are grouped in the same chapter, however, in some cases
related documents may be located in other chapters (or appendices of chapters) in
the manual. We recommend using the cumulative index to search for the location
of related documents, or using the hyperlinks and search function in the Adobe
Acrobat™ (pdf) version of the manual on the CD-ROM.

Chapter Appendices—contain documentation tools, references, and forms that
compliment the policies and procedures within the chapter.
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