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PROCEDURE:
1. The surgeon communicates the need for loaner instrument/ equipment to the

&

10.

i

Surgical Suites Head Nurse.

The Surgical Suites Head Nurse contacts the appropriate company or sales
representative and notifies the Materials Management Department and/or Biomed
Section of the need for loaner instrument and/or equipment.

The company representative communicates to the Surgical Suites Head Nurse the
availability and the expected date and time the loaner instrument/equipment to
arrive and the transportation arrangements made (e.g. shipped vs. hand carried).
The Surgical Suites Head Nurse notifies the service team members (Biomed
Section and/or MMD) with regards to the loaner instrument/equipment
arrangements.

Upon arrival of loaner instruments/equipment, Surgical Suites Head Nurse
notifies the company representative and service team member to do a thorough
inventory of instruments and/or inspection of the equipment.

Surgical Suites Head Nurse properly endorses the loaner instrument/equipment to
the Surgical Suites Charge Nurse. All loaner instrument needs to pass through the
Sterilization and Reprocessing Section for reprocessing.

Surgical Suites Head Nurse informs the Budget and Finance Department to input
in the hospital information system the loaner instrument/equipment’s charges.

At case completion, Surgical Suites Scrub Technician assures completeness of the
loaner instruments/equipment before placing it to the pass through cart and
sending it to the Decontamination Area of the SRS.

After decontamination, Surgical Suites Head Nurse rechecks for completeness and
informs the supplier.

Surgical Suites Head Nurse informs the MMD/ Biomed Section that the loaner
instrument/equipment is ready to be returned.

On the date of pick-up/shipment, the responsible department (MMD/Biomed)
secures the signature of the Surgical Suites Head Nurse for release of the said
items.
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Confirms availability and
expected date of delivery
(Post Procedure) Assures mmpleteniess and informs
supplier
v
Rechecks completeness and informs
supplier
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v
Secures signature of the Surgical Suites Head
Nurse before pick-up/shipment
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WORK INSTRUCTION:

KEY TASKS

PERSON
RESPONSIBLE

1. Contacts the appropriate company or sales representative and
notifies the Materials Management Department and/or
Biomed Section of the need for loaner instrument and/or
equipment.

2. Notifies the service team members (Biomed Section and/or
MMD) with regards to the loaner instrument/equipment
arrangements.

3. Notifies the company representative and service team member
to do a thorough inventory of instruments and/or inspection of
the equipment, Upon arrival of loaner instruments/equipment.

4. Properly endorses the loaner instrument/equipment to the
Surgical Suites Charge Nurse. All loaner instrument needs to
pass through the Sterilization and Reprocessing Section for
reprocessing.

5. Informs the Budget and Finance Department to input in the
hospital information system the loaner
instrument/equipment’s charges

6. Rechecks for completeness and informs the supplier, After
decontamination.

7. Informs the MMD/ Biomed Section that the loaner
instrument/equipment is ready to be returned.

Surgical Suites
Head Nurse

Communicates the need for loaner instrument/ equipment to the
Surgical Suites Head Nurse.

Surgeon

Assures completeness of the loaner instruments/equipment before
placing it to the pass through cart and sending it to the
Decontamination Area of the SRS, at case completion.

Scrub Technician
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