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	On-going Checkout Operating Procedures
	Activity
	Responsible Party

	 
	
	

	
	Achilles INSIGHT Bone Density Machines (there are 2 machines). 

Primary Faculty Users: Megan Friedrich, Nora Stelter, Chasity  Mease, Rhonda Cross Beemer: These individuals will be given first preference for use.

Secondary Preceptor Users: Approved adjunct preceptors using the device in conjunction with student learning (ex. IPE, APPE) will be given next priority.

All other preceptors may request the machine, after primary and secondary users needs have been met.

***ALL users MUST complete: 1) Signed checklist (attached to each machine)  2)Verified training on proper device use ex. view video; demonstrate proper use to faculty users 3) Sign in/sign out form for each machine.

College faculty secretary, Mary Jane Murchison, will maintain all documentation and completed forms.

Fees, training, other information: Handled through DeltaRx (contact is Renae Chesnut) and CEI (contact is Kathy Schott)


	June Johnson, Dept. Chair

	
	Machines are stored in Cline 206 A in suitcase carrying cases marked 

1 and 2—weigh about 25 lbs each.  
	June assigns the location in 206A (under table on right) 

	
	Supplies are in a plastic Rubbermaid type container with a blue lids—contains the spray and extra membranes 
	June assigns the location in 206 A (under table on right)

	
	An Operators Manual and extra membranes will be kept in Cline 206A.. NOTE THAT THE MEMBRANES ARE MADE OF LATEX, THUS AVOID USE IN PEOPLE WITH LATEX ALLERGY.
	

	 
	
	

	
	Responsibility for Maintenance and Repairs
	Megan and Nora and Chasity

	
	Megan Friedrich will be the person to arrange for any repairs and prepare the machine for shipping (in the Fitch office for pick-up) and making sure Mary Jane knows the machine is broken and when the machine is returned and functional again for use.  Notify June Johnson for expense approval.  

Megan and Nora each have sent the necessary machines in for repairs
	Megan Friedrich is responsible for arranging for the repairs 

	
	Ordering supplies has been done by Nora Stelter.  

Notify June Johnson via email that supplies have been ordered and the amount of the purchase.  
	Notify Nora when supplies are needed as she will order.  Nora notifies June of the expense

	
	Use Note: 1) Drain water before transporting;

                 2) Use clean, distilled water every time. 

                 3) The machine must be stored flat (not on the wheels)

These procedures help prevent damage.

                 4) With draining the water, the membranes dry out – it is not necessary to replace them, simply remove them and reapply.  The membranes should only be replaced if there are visible leaks.  Use of membranes will be tracked on checkout forms.
	

	
	
	

	
	
	

	
	Responsibility for Maintaining the check out records
	Mary Jane Murchison

	
	Mary Jane maintains a calendar with the check-out schedule at her desk.

User is to contact Mary Jane regarding use of the machine/s.  

The calendar will specify the specific location of the machines in 206 A and if possible the location of the machines when checked out in case we need to data on how often and where the machines are used.  
	

	
	Machine users check out and in on clipboard in Cline 206.  One for each machine, signing out on the appropriate clipboard.
	Machine user.

	
	
	

	
	Storage of the Machines and the Supplies Box 
	Cline 206 A

	
	A specific area or shelf needs to be assigned and labeled for the location in Cline 206 A so if there are any questions, it is obvious where the equipment and supplies are located.  
	Specific location has been identified and labeled. 


