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Rev. No.: 01

QUALITY WORKPLACE STANDARDS

1,0

2.0

Obiective

This document aims to estabtish a quality workplace for efficient and effective delivery of products

and services which is responsive to the needs and expectations of stakeholders'

Scope

The quality workptace standards shall be applied to the whole clTY GOVERNMENT OF DAVAQ'

3.0 Definition of Terms

Quality

Workplace

Standards

4,0 Guidelines and Standards

Distinctive attribute or characteristic possessed by someone or

something

Location where the govemment employees work; a ptace of work

ldea or thing used as measure, norm, or model in comparative

evaluations

4.1

Standards
Component

WORKSTATIONS

1)

2)

3)

4)

5)

6)

7)

8)

e)

10)

11)

clients;
Depending on the size of the desk, table top may contain 1-2 file boxes for current

files, and as necessary, irptop, computer monitor' printel keyboard' and mouse;

personal items such as table top calendar, picture hamt ot religious article should

occupy a space not bigger than an A4 bond papet; 
l

lf desk is with tabte drli-e" tor in a mobile pedestal), the upper drawers shall be

used for office supplies and otner small office accessories to be used by the

employee which are neatly ananged;

Bottom drawers shall be used [o store personal items (such as bags, shoes,

stipper:s, etc.);

No items such as file boxes, folders, documents, office supplies/equipment, bags,

rt-..t, tlippers and oir'.ii 
'it"t 

be placed under the table/desk; and

At the end of the oficial *.tti.g hours, table top is cleared from documents' paper

works, office supplies and othLr items .*t pi the allowed personal item stated

c0mer,

andcleanto wrpedonebe

thetovisiblethe

above.

Unnecessary noise such as PlaYing loud music shall be avoided at alltimes'

Office Desk
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QUALITY WORKPLACE STANDARDS

1)

2)

3)

4)

envelope;

Only one jacket or shawl maY

be ltept inside the Personal di

day;officetheofstarttheat"Seiso Shine)'Applv
theunder table;tuckedbeshoulditinnotWhen

lon brownathan gnotsizeo biggerwiththe0n chairbe0ne placedmaypillow0nly

be placed at the back seat d

rawer at the end of the daY.

uring the daY, but should

Office Chairs

1)

2)

3)

Apply 'Seiso (Shine)' at the start of the day;

computers and printers should be placed on an appropriate computer desk/table;

Uninterruptible Power supply (uPS) and Automatic voltage Regulators (AVRs)

shall in no case be placed on the floor;

Office EquiPment

Apply "Seiso (Shine)' at the start of the day;

Office records must be put inside its assigned shelves'

should be neatly arranged and aligned on secured places and easily accessible

for filing and retrieval of documents'

1)

2)

3)Office Records and File

Cabinet

1. An area where clienUcustomers spend time to t

2. lt also serves as employees'common meet-up

COMMON AREAS

meet and greet

area

Floors shoutd not be slippery;

At alltimes, should be clean and sanitized
1)

2)
Floors

1)

2)

thethatIt isoffice.the encouragedwithinventilationhenoubemust gThere
aiof t.circulationforbe propermust open-typewindows

office.thewithi ninstalledbetoare encouragedfan/sstExhau
Lightings and Ventilation

LOBBY/ RECEIVING AREA

to transact business

for clients/customers

gatherclients/customerswhereAn alea
aread)serves restingalso temporary2, It

customerclientof Iconcemsaddressandto organizeIt anis area lysystematical3.

1)

2)

3)

slippery;benotrldshouFloors
accidentsto preventbeshould immediatelY replacedtilesDamaged

debris-free.andsanitizedclean,beshouldtimesallAt
Floors

1)

1)

2)

arewhichofcontentsthesizeaofbeit mustinstalledtelevisionis atheretf
clientstocomfortableawith heightclientsthe viewingreadable by

and microphoneaudioof systembe setd itvhigh-fidelmusttheretf possible,
0rmusic g systempaginancement,enh backgroundTVfor audioinstalled

Reg ularly cleaned and maintained'

Entertainment SYstem
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Hot and Cold Water
Dispenser

passageway;tnlocatedProperly an area itwhere does not obstruct
Reg ancleaned dularly

1)

2)

STORAGE ROOMS
Supplies RacUshelvea/

Equipment Rack
1)

2)
areRacks labeledproperly and ananged;

cleanedRegularly and anized0rg

PANTRY

Table 1)

2)

Properly located in an area where
Regularly cleaned and sanitized.

it does not obstruct passageway;

Chairs 1)

2)

3)

Chairs tucked theunder bleta when not n USE
Extra chains are provided arebut instacked a c0mer when not n use;cleanedRegularly and sanitized.

Sink Top

1)

2)

3)

4)

5)

time;

tf ofmadepossible, PVC/Stainless/Ceramic sink installedtop
containOnly dishliqu andid/soap clean ESsentialsing and dish rack;Must be at allkept dry

No ovemight ofleftover unwashed andplates utensils;
atfixturesPlumbing all times in order,good

Dish Rack 1)

2)

Neatly theinplaced c0mer and at alldry times;
cleanedRegularly and itizedsan

REST ROOMS/ COMFORT ROOMS

Water Closet (or flush
toitet)

1)

c0ver, color;

supply

lf either 0rsingle two-piece ushdual-flstyle, ceramictype, withkind, tidand lid white
ueTiss andpaper other trash bemust thrown inside bin;garbage

Sufficient water and urepress at all times
cleanedRegularly and sanitized.

2)

3)

4)

Lavatory

1)

2)

3)

4)

s)

times;

0rvessel pedestal oftype

Urinals

1)

2)

3)

4)

lf possible, either wall or floor
flush.valve (for water feed);
Avoid throwing hard objects
clogging;

orwaterless, ceramic kind and with

and the like) so as not to cause

mounted, water

(cigarette butts

pressure at all times;

Should be fromfree dirt;
Sufficient water andsupply

CtlNTBtlLITIIStlPI

maintained,

possible,
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Document

5) Regularly cleaned and sanitized

Minors
1)

2)

3)

4)

Should be securely fastened and mounted

lgrmally placed above the sink/avatory;
Should have no dirt;

on the wall;

Regularly cleaned and maintained.

Pailand Dipper A set of plastic pail and
Regularly cleaned and

I dipper is to be provided (upon request);
maintained.

1)

2)

Trash Can
lf possible, each cubicle to be
foot pedal operated, the inside
easier gathering of waste;

provided wifr plastic trash can with lid cover and
of the trash can is wrapped with plastic bag for

1)

2) Regularly cleaned and sanitized,

Grab Bars and Handle
Bars

1)

2)

3)

ing);

area;

tf areatoiletpossible, dedicated for Senior andCitizen PWD should toconform the
standardprescribed and(size door open

U rinal and water closet cubicleseparately installed, thefor water closet and
urinalforpartition

cleanRegularly andpolished sanitized

CONFERENCE ROOM

Conference Table

1)

2)

3)

4) Regularly cleaned and sanitized

organizer, boftom;

the sizeIdeally, and theofshape taconference ble 0n the sizedepends of eth area
theand maximum NU mber of

tf madepossible, either of all laminated-melamine board with rommettop g andwire and CATCASS framewood 0r uminal um frame bottom
ISIt 0rneatly placed ananged modular(if and at the ofcentertvpe) the nprolectio

wall

Chairs
(Gonference Room)

1)

2)

3)

color;

lf allpossible conference chairs should be uniform in size or(hi-back mid-back)
wheel(HD casterstype 0r kind armsledge) andrest(with madegas lifted) (fabric,

mesh 0r leatherette and
Should be tucked runde the conference table when lnnot USE or after useevery

andcleanedRegu larly itizedsan

Audio.Visual Equipment

1)

2)

power,
0n the sizeDepending of the audior00m, sysfem isinstalled insufficient wattage

audiohigh fidelity tocalibratedoutput avoid or ceiwall ling
mmounted icro speakers wiresspeaker and audio control are concea wirelessed,

0rmicrophone conference IS usedsystem
tf visualpossible, ispresentation either thro Hwireless DMugh transmit recetve
from sou torce UHD LED Smart 65',TV disabove 0r ansize,play using ultra-short
throw 0rprojector tableceiling ofmount) lumens dtohigh wallpull-down projection

ofscreen 70' size aand bove installed;
screenProjection when innot use should be retracted

Wireless clicker and laser ispointer readily available;

3)

4)

COPY

users;

feedbacks,
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QUALITY WORKPLAGE STANDARDS

5)

6)

Audio outPut of TV

Regularly cleaned

or projector is connected to the audio system setup;

and maintained.

ALLAREAS

Regularly gathered

There shall be four

a.Residual

b.Recyclable
c.Biodegradable

1)

2)

3)

day;

comers;onandbemust placedstrategricallyCOVETwithbinstrashSegregated
ofend theatcontent the workingclean of

AS:labeledbewhichbins must(4)

d,Face mask and face shield,

Trash Bins

Employee lD is wom at alltimes;

Omfe ittire is decent and appropriate for office work/environment.
1)

2)
Dress Code

1) Answer telephone calls courteously at alt times and retum calls prom

2) lf possible, phones are answered within 3 rings;

3) The person answering the phone identifies oneself by saying e.g' "office A

Finance, this is 

- 

sPeaking.'

4) The catler is advised if the call will be transfened to another person or another

local;

Ptlv;
Telephone Answering

Datebylnnro\DateReviewed byDatePrepared by

qFBASTI,

otln!rActlng Oity MaYor

SARAZ. DUTERTE

City MaYor z

RT
tZ, DUTE

oslsl ltw

System

Leader

lul'*
(

W&*-P-w
MAhY FRANCES L.

RESMA

Quality WorkPlace Standard

Team Leader
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