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Biomed Standard Operating Procedures
              Name:   In Use Not Available             		

Introduction
This procedure will allow for the tracking of equipment that is in use and unsafe to remove from the patient for PM during the month that it is due. A device is considered unsafe if it is used passed its PM due date, however if the device is in use and it is not medically advised to swap out the device then this item can be managed and not count against our PM completion process.
Process
When attempting to perform a PM on a device that is in use, the technician will attach a card to the device which requests that the user contact Biomed when the device is available. The technician will update the Work Order Status to “In Use and Notified” and enter his/her time for two separate attempts to gain access to the device using the Work Order Response “Equipment In Use Tag applied”.  At the end of the month, and after the third attempt to obtain the device, the work order will be closed using the WO Response “PM In Use, Not Completed”. 

Note: Do Not Close a PM Work Order with an “In Use and Notified” Status until after the 25th of the month, unless the device has been removed from the patient and the PM completed.

The System Analyst will generate a missing and in use equipment report and email it to the Biomed Supervisor/Manager. The Biomed Supervisor/Manger should forward the report for missing or in use equipment to cost center leader not later than the 25th of the month, which gives department leaders time to assist in finding the device and completion of the PM. Afterwards the Biomed Manager/Supervisors should follow-up with leaders to discuss status of devices.

You should verify that a new “CM” work order is automatically created and change this work order type to an “In Use PM” to manage the PM process and to make sure it is completed as soon as it comes available. Biomed supervisors/managers will manage every two weeks.


If a device is out of service awaiting repair, follow the PM with Issue Process SOP201


NOTE:  If a device is in use and it can be swapped out, you must provide a device to swap out. You cannot use this process just because you did not have time to swap out a device. This process is only to be used if it is unsafe to swap out the device from a medical perspective. Ventilators usually fall into this category. An Infusion Pump usually does not fall into this category, but based on the situation it could be considered unsafe at times. 



If a device is still in use, but not medically unsafe to swap out, or you do not get to it by the due date, then this PM is not completed. Do not close the work order or put any PM time lines on it until you complete the PM. It will be past due.

Visual Flow

1. While looking for equipment due for PM you find that the device is in use and is not medically safe to swap out.

2. A card is placed on the device stating that the device is needed for PM when available. 

3. Change the Work Order Status to “In Use and Notified” before the 25th of the month.

4. [bookmark: _GoBack]Document your time attempting to gain access to the device at least two times during the month with the response of “Equipment In Use Tag Applied”.

5. After the 25th of the month, and after the third attempt the PM should be closed using the WO Response “PM In Use, Not Completed”. This closed PM should automatically generate a new “CM” work order to track the in use device. 

6. A report for missing and in use equipment is emailed to the cost center of record along with a follow-up from the Biomed supervisor/manager. 

7. Continue to follow up on the device the next month. If you cannot get access by the end of the first week of the next month notify your manager for assistance.
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