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BIOMEDICAL LAB PROCEDURE








GENERAL OPERATIONS








The purpose of this policy is to provide general guidelines for daily routines and expectations of Biomedical Lab personnel. Policies and procedures which are outlined in the Administration, Engineering Department, or Personnel manuals will not be repeated here.








I.	Policies and Procedures





	A.	It is the responsibility of all technicians to understand and follow all Engineering Department and Biomedical Lab policies and procedures. Administrative and Personnel procedures are also to be understood where they relate to the Engineering Department's Biomedical Lab.





	B.	Technicians are encouraged to make suggestions on any policies which they feel need to be improved. 





	C.	When possible a policy will be written or changed prior to enforcing new requirements or protocols in the Biomedical Lab.





II.	Conduct within the Biomedical Lab





	A.	The Biomedical Lab is to be locked in a lengthy absence of shop personnel. The lab is to be locked on overtime hours at all times when personnel are out of the shop.





	B.	There must be no evidence of the reading of newspapers, magazines, or other periodicals which are not related to the Biomedical Field except during breaks and lunch. Unauthorized television can not be watched during working hours. Any violation of this rule is subject to disciplinary action. Continued violations will be looked upon as grounds for termination.





	C.	There must be no evidence of the repairs of personal items without the prior authorization of the Chief BMET.





	D.	All technicians are to act in a courteous and professional manner when interacting with their piers, supervisors and hospital personnel.  Obnoxious behavior and/or rudeness will not be tolerated.


	


	E.	Technicians are to indicate on the Lab board their whereabouts if they expect to be away from the lab for a lengthy time. 





	F.	All technicians are to record and distribute phone messages immediately upon receipt.  In most cases this will be accomplished by completing a phone message note and placing it in an appropriate location.  At times when deemed necessary by the technician taking a call, the caller is to be placed on hold, the appropriate technician located and the message transferred to their whereabouts.





	G.	The shop time clock is to be used for all shop functions and time restraints. This is to eliminate any time difference issues with personal watches, other department starting, stopping or lunch times.





		1.	The management of times is to be observed in detail. Documentation of employees who violate time related policies will be kept and placed in an employee file. A copy will also be given to the employee. These records, if any, will be reviewed and dealt with at the employee annual review.





		2.	The late policy of the Engineering Department is to be followed on days for which the hospital declares a snow emergency.  This states that an employee can be up to two hours late, is not required to make up the time and will be paid for the missed hours. Employees who arrive early or on time during a declared weather emergency will be compensated with time off.





		3.	Employees who arrive late on non-declared weather emergency days will be notified of their tardiness and allowed the opportunity to document their reason for the lateness.  A "Tardy" memo will be initiated and passed on to the employee. See attachment A.  The bottom portion is to be completed indicating the reason for being late and returned to the shop supervisor.  The employee is required to make up the missed time.  It will be understood that occasional personal problems, car problems or traffic situations may be valid reasons for an employee to be late.  Repetitive similar excuses will not be acceptable.





III.	Organization / Cleanliness





	A.	An informal gathering will be held every morning for all shop personnel. A few minutes will be taken by each individual giving an account for expectations to be completed for the day. The past days work is also to be reviewed.





	B.	The main shop calendar will be used by all personnel for scheduled events involving the shop. This is to include but not limited to vacations, Engineering Department meetings, shifted schedules, equipment in for trial, etc. The calendar will be reviewed on a daily basis during the morning updates and work review.





	C.	Technicians will be expected to keep their work areas neat and organized. It will be understood that performing repairs on Biomedical equipment will require a complement of test equipment and hand tools and that areas can not always be organized. However, the area is to be cleaned up after completing such repairs prior to starting other jobs of this nature.





	D.	Any equipment which is pending repair due to parts is to be reassembled. Exceptions will be made for difficult to reassemble equipment which has had parts ordered Federal Express.





	E.	All shop hand tools and test equipment is to be returned to the proper storage location when a technician is finished with it.  The item is to be returned in a neat manner with cord restraints or bags when applicable. Under no circumstances are line cords, probes, test cables etc to be tossed in a cabinet without being neatly tied.





 	F.	The last day of each work week is to be used by everyone in a shop wide cleaning effort. Carts are to be cleaned up, test equipment is to be put away unless authorized by the Chief BMET or his designate.





	G.	Service and operators manuals are to be returned to their file folders as soon as possible. In any case they are to be filed at the end of each work week.





	H.	An "In Bin" is to be kept by all technicians. This bin is to be reviewed frequently but not less than two times per day. Whenever possible immediate action is to be taken on incoming information.





IV.	Documentation of Time and Work Orders





	A.	Technicians are expected to spend the majority of their time performing scheduled work (BLPGEN.003) and preventive maintenance (BLPGEN.010) which is distributed to them via the Chief BMET. Technicians are also free to perform work as it is found to be needed while working on the floors. In all cases, this work is to be documented with a work order. (See section C below).





	B.	A small percentage of time will also be spent stocking parts, attending lab and departmental meetings, cleaning up, attending manufacturers seminars or other miscellaneous tasks assigned to them by the Chief BMET. This time is also to be documented with a work order. A control number of BM995 is to be used. This work order is to be handed in on the last working day of each month. 


		(See Attachment B).	





C.	Technicians will have four basic types of work orders assigned to them. They are as follows:





1.	Active Work Orders: These are work orders which have not been started. They are called “Active” work orders since this is the default name given to them by Medimizer. Work orders picked up from the in-bin but not yet started are to be placed in this binder.





		2.	In Progress Work Orders: These work orders are for tasks which have been started, not completed but are not waiting for parts. A log of the tasks performed to date is to be kept on the work order. Computer documented notes are to be placed in the “Procedures” section. Miscellaneous tech notes are to be placed in the “Prompts/Fixtures” section. They will not be entered into the computer 





		3.	Pending Work Orders: Work orders which are pending due to parts being ordered, assistance from another shop, etc. are to be placed in this folder. The status of the work order is to reflect the parts which have been ordered and other notes as needed. See 2 above.


		


		4.	PM Work Orders: These work orders are scheduled inspections assigned to a technician. The amount of work orders in this category is often not possible to be kept in a folder. Therefore these work orders are to be kept neatly with the other types of work orders but not necessarily in a folder.





These work order groups are to be kept separate in folders provided. (Except for PM work orders). This folder system is to be kept as up to date as possible. It must be reorganized prior to vacations, shifted hours, or other times that the technician is not scheduled for regular first shift hours. It is also to be organized prior to the completion of work on a Friday. Technicians may establish individual bins for these groups of work orders but they are still expected to be in the folders provided and readily accessible by anyone.





 


V.	Noise / Distractions





	A.	Every attempt shall be made to keep the noise level to a minimum when working in the Biomedical Lab and in the hospital environment. 





	B.	If the work is to require a substantial amount of noise, the head of the effected department is to be notified in advance. When possible, scheduling will be done to allow for the least disruption of patients and personnel.





	C.	In any and all cases, noise will be kept to the least amount possible.





VI.	Other





	A.	Entering a Patients Room





		1.	The privacy, dignity, safety and comfort of each and every patient shall be of utmost concern to all Biomedical personnel at all times. 





		2.	Permission shall be obtained from the head nurse, assistant head nurse or patient's nurse prior to entering any patient's room





�
		3.	Work on any Biomedical equipment within a patient's room is to be completed as quickly as possible. If possible, the equipment will be removed from the patient's room for repairs. If loaner equipment is available for the duration of the repair work, it is to be supplied and the unit requiring repair will be removed to the Biomedical Lab.





		4.	Should a Physician be with a patient within the room of equipment to be serviced, the Biomedical Technicians are to wait for the Physician to leave or proceed with his/her approval.





	B.	Entering Surgery, Special Care Units, ECU Rooms, etc.





		1.	Permission shall be obtained from the head nurse or assistant head nurse prior to entering any of these areas.





		2.	The instructions of the doctors or nursing staff are to be followed in these areas at all times. If told to leave, the technician will stop his/her work and exit the area immediately.





			Note:		The only exception to this will be if the stopping of work would devise a hazardous condition to exist. In such a case the charge staff person is to be made aware of the situation.





	C.	Hazardous Equipment Situations





		1.	There shall be no equipment left on a floor which represents a hazardous condition. Equipment left disassembled on a floor is to be arranged in such a way or reassembled and tagged so that no hazards are left behind.





		2.	Technician carts are to be locked when left unattended on patient floors.
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ATTACHMENT  A





Late Notice








EMPLOYEE:	                    	            	DATE:	 	         








TIME EXPECTED:	          	    	TIME ARRIVED:	     	              








EMPLOYEES COMMENTS:                                                                                                                                                                                                                                                                                                                                                                                                                                               





SUPERVISOR COMMENTS:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            			                         








cc:	Employee


	Employee File


�
							Attachment B


									WORK ORDER #       (	                          (


NOTICE														


(SCHEDULED			((UNSCHEDULED		(BLANKET			(PROJECT #		


							ITEM DATA							


EQUIP CONTROL # 	: BM995		DESCRIPTION	:


AREA CONTROL #	:			DESCRIPTION	:


BUILDING		:			FLOOR		:	             	TYPE	     :


COST CENTER	:				MODEL		:		CHANGES:


MANUFACTURER	:			SERIAL #		:		SYSTEM   :


FREE INDEX		:			ROOM #		:      MANUAL LOCATION:			


						WORK ORDER DATA							


REQUESTED BY: CRD				PHONE/EXTN	:		     SHOP	    :	


DATE:			        TIME:		PRINTER #	:		     WEEK DUE	    :


SERVICE REQUESTED: August 96 Shop Work 





TRADE	          :					ASSIGNED TO	:


PRIORITY      :					APPROVED BY:


COMMENTS  :					PRECAUTION   :


															


						SERVICE HISTORY							








															


						PROCEDURES								


1.	Morning Meetings 23 Days, (15 Minutes ea.) = 345 Minutes


2.	8/5  -  Lab Meeting 1 Hr


3.	8/7    - Cleaned Attic - 8 Hrs


4.	8/16  - Eng. Meeting - 1.5 Hours


5.	8/23  - Cleaned bench, cart bio-2 - 5 Hours


6.	8/24 - 8/26  Attended Mfg. Seminar 16 Hrs


7.	8/27 - Lab Meeting 1 Hr.


8.	8/30 - Inservice Preparation - 8 Hrs


9.


10.


11.


12.	40.5 Hrs * 8 = 324 minutes,


13.		+       345 minutes


14.					


15.			669 minutes total


16.


17.															


						PROMPTS/FIXTURES							


1.			:				7.				:


2.			:				8.				:


3.			:				9.				:


4.			:			            10.				:


6.			:			            12.				:				


		PART NUMBER/DESCRIPTION		(QTY(	UNIT PRICE	(	TOTAL PRICE			


															


															


TECH:	CRD	TIME:	669	[R][O][P] CODES:[  1403 ] [         ] [          ] DATE: 	8/30/96  	(		


TECH:		TIME:		[R][O][P] CODES:[          ] [          ] [          ] DATE:


TECH:		TIME:		[R][O][P] CODES:[          ] [          ] [          ] DATE:


�
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