POLICY & PROCEDURE
MEDICAL EQUIPMENT MANAGEMENT

Policy Statement

A physician/dentist has a duty to his/her patients to properly select, inspect, maintain and use medical equipment/devices (hereafter referred to as equipment), and supplies within his/her office practice.  Thus, it is important to take all necessary safety precautions – whether the equipment is purchased, rented or leased – to increase patient safety and reduce the risk of a claim.  

Procedure

1. Select new equipment based upon appropriateness for the office and desired use.
2. Inventory all equipment using the Medical Equipment Tracking Log. 
3. Evaluate the equipment prior to use for inclusion in an equipment management program using risk-based criteria based upon your office practices, the history of the equipment and the equipment specifications, including:

· equipment function 

· clinical application

· preventive maintenance requirements

· likelihood of equipment failure

· and environmental/device use area 
4. Assign the equipment a tier level (1, 2, or 3).
5. Test the equipment based upon the tier level assigned as indicated below:

· Equipment in Tier 1 should be tested on at least a semi-annual basis.  An example of equipment within this tier is your life support and/or emergency equipment, such as items on crash carts and/or automated external defibrillators (AED).   

· Equipment in Tier 2 should be tested on at least an annual basis. An example of equipment within this tier are monitors (i.e. blood pressure, ECG, heart rate, oxygen, stress exercise, etc.). 

· Equipment in Tier 3 may only need to be visually inspected on an annual basis.  Equipment within Tier 3 have little to no risk, such as a patient scale.
6. Train staff on how to properly use all equipment, as well as any back-up plans for when a piece of equipment needs to be serviced/repaired.  If a staff person has not been trained, the individual will not be allowed to use the equipment.  
7. Maintain and use all equipment according to manufacturers’ recommendations, and document all inspections, testing, preventative maintenance, and repairs on the Medical Equipment Tracking Log.  Telephone numbers of the equipment vendors are posted [insert location].
8. Disinfect all re-usable equipment according to the guidelines for the Food and Drug Administration (FDA), and document accordingly.  
9. Report any equipment malfunctions and/or incidents causing injury to a patient to practice administrator, or physician director.  Refer to P&P: Investigating Events.
10. Remove any equipment involved in a patient incident from service, secure it, and do not release it to anyone, until advised by Princeton Insurance.
11. Remove any defective equipment from the patient care area immediately, and identify it as such, so it is not used until it is repaired.
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