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	  Biomed Standard Operating Procedures
Name:  Missing Equipment               		
[bookmark: _GoBack]Introduction
This procedure will allow the tracking of equipment that has missed a scheduled PM Cycle because the device could not be found. It is required that all equipment that is on our PM schedule has the PM completed before the due date. It is a safety issue if the equipment is used after this date. We are allowed to count a missing device as managed through our PM program if we follow this process.

Process
When attempting to perform a PM on a device that is missing, the technician will first update the Work Order Status to “Searching for Equipment” and then enter his/her time for two separate attempts to locate the device using the Work Order Response of “Searched for Equipment”.  The third attempt will be recorded with the WO Response of “PM – Could Not Locate” and change the Equipment Status to “Missing”. Note: Do not close a PM Work Order with a “Missing” Status until after the 25th of the month, unless the device has been found 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 the 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.

Changing the Equipment Status to Missing can be done on the Work Order Request or Update Tab prior to closing the work order, or on the equipment record within the Equipment Control.

NOTE:  When a “Missing: device is found and a Corrective Maintenance work order on a device which was coded as “PM-Could Not Locate”, or “PM-In Use, Not Completed” is created, Aims will display the prompt, “The last PM on this device was not performed… Would you like to create A PM Work Order for this device” You should answer yes, this will create a new PM work order and you can just click undo on the work order you were creating. Be sure to use a response code of “Located Missing Equipment” as well as “PM Completed & Passed, TE Used” or “PM with Issue, TE Used”. User should verify the “Status” of the device is changed from “Missing” to “In Service” This will facilitate the reports that we run. You may update the equipment status from the Request or Update Tab in the Work Order Control or through the Equipment Control. Also, a PM must be performed and documented before putting back into use.

A device can only have a Missing status if the following process has been followed:
1. The technician has made three attempts (with a minimum of 48 hours between each attempt) to locate the equipment during the scheduled PM month. 
2. Technician has spent a minimum of 15 minutes on each attempt to locate the device.
3. A report for missing and in use equipment emailed to the cost center owner on record, along with a copy to the Biomed supervisor/manager. A follow-up phone call should be made to the cost center leader to discuss.
4. The Equipment Status must be changed to “Missing”, either on the work order or on the equipment control screen.


Lost:
When equipment has had two PM cycles of missing and no history in-between, the Equipment Status will be changed to “Lost”. This will stop all further PM work-order generation. When you are searching for a device that was previously coded with a “Missing” status you will document two attempts to search for the device. On the third attempt, you will use the WO Response “PM Retired Device”. This process can be found and verified by the PM exception report, as it will show repeat issues such as missing and will be run by the Biomed supervisor/manager monthly and verified that the status was changed to lost.



23

2
		Page 2 of 2	
image1.png
Ill I BIOMEDICAL




