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To ensure the appropriate management and prioritisation of client equipment repairs and maintenance by the Clinical Technology Workshop (CTW) and mobile van by providing high quality, safe and appropriate services to clients, carers, primary therapists and other service users. This procedure will also ensure appropriate billing of jobs completed by the CTW ensuring the charges for this work are clear and transparent and all available revenues are appropriately raised. 
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It is vital that appropriate approval and permissions for all workshop jobs are sought prior to commencing work. Communication with referrers and funding bodies prior to commencing jobs must be clear to ensure the party responsible for payment are aware and agree to potential costs before jobs are commenced. Appropriate levels of communication can vary depending on the job type and funding source. Particular note must be taken of the status of clients eligible for the National Disability Insurance Scheme (NDIS). Ensure clients have an active NDIS plan and assist to identify equipment repair and maintenance needs to ensure appropriate funding is allocated on their plans.

The Senior Technical Officer (STO) will be apprised of potential mobile van bookings to assess eligibility with respect to staff and client safety. The mobile repair van represents a mobile CTW workspace and is not usually available for use in a public space or school. If extenuating client safety circumstances exist a decision may be made by the STO allowing use of the van in these situations. Bookings will be at the discretion of the STO or, in their absence, the Clinical Technology Service (CTS) Manager, Director of Client Support Services or a nominated technical officer.
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This Operational Procedure applies to:
Staff of the Clinical Technology Service
Referring therapists including the Specialised Wheelchair and Posture Seating Service (SWAPS) and primary therapists
Equipment Services staff
ACT Equipment Scheme (ACTES) staff
CTS Manager
Rehabilitation, Aged and Community Care (RACC) Administration Manager
Village Creek Centre Administration staff
RACC Finance Manager
Clients (and carers) of the CTW and Specialised Wheelchair and Posture Seating Service (SWAPS), including private clients, carers, family members, ACT Equipment Scheme (ACTES), Equipment Loan Service (ELS) and NDIS clients in addition to insurance companies, the Public Trustee and other independent funding bodies.
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A Clinical Technology Workshop Service and Repair Referral Form (25061), which can be found on the clinical forms register (http://inhealth/acthmr/default.aspx) must be completed for all jobs referred to the CTW Equipment Repair and Maintenance Service. Referrals can be made by clients, carers or treating clinicians.

These can be accessed:
By ACT Health employees via the clinical forms register on SharePoint.
By contacting the Village Creek Administration Team on 6207 0658 who can forward a copy of the form.
By contacting the Village Creek Administration Team on 6207 0658 who can complete the referral form on behalf of referrers over the phone or in person at the Village Creek Centre.

The referral form must be completed in full with all relevant information provided. Referral Forms to be returned to Village Creek Administration for processing. Primary contact and funding details need to be clear. If insufficient information is provided on the referral form, the Village Creek Administration team will contact the referring parties to gather additional information required before a booking is made.

If the administration team staff are unsure regarding information needed to confirm and book a job they will liaise with the Senior Technical officer (STO) as a first point of contact, or Technical Officers (TO) of the Equipment Repair and Maintenance Section of CTW as required.

The only exception to the requirement for a formal referral is when the technicians are providing support to the SWAPS Service. In these instances the SWAPS clinician will book a time with the technicians directly, or via the Village Creek Administration Team. If the SWAPS clinician identifies the need for modifications or customisation of equipment for a client, then a separate referral to the CTW Equipment and Maintenance Service will be raised. 

If the required criteria are met and it is in the interest of best client service, the referral may also proceed as a Mobile Repair Van job, particularly in the case of sudden equipment failure in the community or other cases needing a rapid response. 



Note: 
The Mobile Service is available during the normal operating hours of Village Creek Centre, 8.30am to 5.00pm with the last booking to be made no later than 3.30pm to allow the return of staff and vehicle to the Centre during business hours. After hours and emergency service is not generally available. Any request for an extraordinary after hours or emergency service will be considered on the grounds of client and staff safety and is at the discretion of the STO in consultation with the CTS Manager and or the Director of Client Support Services.
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Specialised Wheelchair and Posture Seating (SWAPS) jobs.
These are generally not billable. The exceptions are:
a) Jobs for compensable clients. These clients will be advised in advance by the CTW STO that all approved costs will be recovered. Approval for jobs involving an insurance company or the NDIS will be sought and obtained in advance by the STO. 
b) CTW manufacture or assembly of equipment for the SWAPS Service. A quote will be provided in advance to the client and primary therapist for approval by the appropriate body. Examples include: the attachment of posture seating equipment to a wheelchair base. The installation of different control systems to a wheelchair or the manufacture of a different seat base. This does not include working with the SWAPS therapist to adjust or correct fit of a wheelchair seating system.
c) Jobs for the SWAPS Service clients who do not meet the Commonwealth Home Support Program (CHSP) eligibility guidelines.

Equipment manufacture, assembly, repair and maintenance jobs. 
Responsibility for, or ownership of equipment will determine billable jobs:
a) Privately owned equipment: Clients will be informed by the STO in advance that all service costs will be recovered as per the relevant ACT Health (Fees) determination. Client approval will be sought and obtained by the STO in advance.
b) Equipment provided for compensable clients by either the NDIS, insurance company or other stakeholders: Clients will be informed by the STO in advance that all service costs will be recovered as per the relevant ACT Health (Fees) determination. Insurer or NDIS or any other relevant approval will be obtained by the STO in advance.
c) ACTES owned equipment: All work done for ACTES will be done with the prior approval of the ACTES Administration Officer / Coordinator of Oxygen and Equipment Services. All work will be charged to ACTES. The CTS Manager will provide a report to the ACTES Officer and RACC Finance Manager on the 6th working day of the month, detailing the costs of ACTES repairs. The Finance Manager will set up a journal to transfer funds from the ACTES cost centre to the Prosthetic and Orthotic (P&O) cost centre.
d) ACT Health owned equipment: Equipment owned by ACT Health, for example, Ward 12B equipment is non-billable.
e) Equipment Loan Service (ELS) equipment: Equipment owned by ELS is non-billable.
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Workshop Prioritisation 
The following criteria will be used by the STO-C or delegate to assess priority if needed:

Priority 1: High Priority.
Clients with equipment failure and the following conditions/issues are deemed to be high priority and will be offered an appointment within 2 working days:
Deteriorating pressure injury
Previous history of pressure injury with significantly increased risk due to equipment failure
Inability to complete essential daily tasks
Client uses a highly specialised item and a replacement loan item is not available
Inability to access an exit to the home in an emergency
Other risk to client or carer safety.

Priority 2: Routine Priority.
Clients with equipment failure and the following conditions/issues are deemed to be a routine priority and will be offered an appointment within 10 working days:
Routine scheduled maintenance
Modifications prescribed by a primary therapist only to enhance the function of an item
Work on an item where a suitable loan item is readily available and has been provided to ensure client safety.

In addition, “pool” equipment owned by the ELS, the Canberra Hospital and Health Services, Children and Young People Equipment Loan Service (CAYPELS), or held by the ACTES for re-issue is deemed a routine priority unless otherwise stipulated for a specific client’s needs.

Administration staff will endeavour to book client equipment in for repairs at the earliest convenient slot for referrers, clients and technicians. If there is uncertainty regarding priority or capacity the administration team will refer any questions to the STO or, in his absence, to another TO within the CTW Equipment Repairs and Maintenance area.

All equipment arriving at Village Creek Centre will be cleaned by Equipment Services prior to entering the CTW.
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All repairs, maintenance and modifications will be carried out with client service, client and staff safety as a priority and with adherence to all Workplace Health and Safety guidelines. 

It is mandatory the ACT Health Home Visiting Operational Procedure 5147 found on the clinical forms register be completed prior to any home visit going ahead.

All client/community interaction will be conducted in accordance with ACT Public Service Code of Conduct and with Workplace Health and Safety Guidelines. 

In general, a Mobile Repair Van booking will involve repairs or maintenance that can be reasonably expected to be completed off-site. If repairs cannot be completed on location in the community the equipment may be transported (with the client’s agreement) back to Village Creek Centre for more comprehensive repair options. Under no circumstances may a client, carer or family member be transported in the Mobile Repair Van. If the repair cannot be completed in the community and the client is an ACTES or ELS client a replacement or loan item may be requested by the technician concerned and delivery arranged by Village Creek Administration if available. 

The Mobile Repair Van will be available for on-site assessment and quoting of jobs where it is advantageous to do so due to client circumstance (e.g. too difficult to get the client in to Village Creek due to dependence on equipment or to avoid repeated cancellations and delays). In extenuating circumstances assessments may also be available in public spaces (e.g. schools) if a benefit to the client is to be gained by the inclusion of interested parties or assessment is desired with regard to environmental factors.

Use of the CTS Mobile repair van by other services to ensure best practice client service is permitted with the approval of the STO.
Examples include, but are not limited to: 
The transport of equipment and or staff on behalf of SWAPS in order to provide an improved and more responsive client service.
The transport of clinical staff to Prosthetic and Orthotic (P&O) clinics held at the Canberra Hospital (CH).
The emergency transport of equipment to a client in extenuating circumstances to ensure good client service.

Vehicle logs will be maintained as ACTPS Non-Executive Passenger and Light Commercial Vehicle Guidelines found at http://www.cmd.act.gov.au/__data/assets/pdf_file/0005/132098/non-exec_vehicle_guidelines_2010.pdf 


Note: As mentioned above, the CTW Mobile Repair Van is accessible to all clients of the service subject to basic guidelines outlined above. Exceptions can be considered with regard to emergency repairs outside of these guidelines to ensure client safety. These will be assessed by the STO in consultation with the CTS Manager and the Director of Client Support Services. 
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Billing of repairs, maintenance and modification of equipment.
All referrals should be made and job sheets filled out with details of the client and funding source. Funding sources include but are not limited to, private self-funded, ACTES, ELS, NDIS, insurance companies and others.

CTW charges will be applied under the current version of the ACT Public Health Act 1993, section 192 (determination of fees), Health (fees) Determination 2017 (No2).

The mobile van has the addition of travel costs being billed according to time taken and at the appropriate rate.
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This procedure will be communicated to all relevant staff by way of orientation to both technical and administrative staff and by regular monthly meetings of both CTS and Village Creek Administration. 
The procedure will be available to all staff via the Policy Register. 
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Policy
ACT Health Code of Conduct
ACT Public Service Alcohol and Other Drug Policy

Procedures
· Specialised Wheelchair and Posture Seating (SWAPS) Procedure 
· ACT Equipment Scheme (ACTES) procedure.
· ACT Equipment Loan Scheme (ELS) Procedure
· Healthcare Associated Infection Procedure
· Home Visiting Operational Procedure

Guidelines 
· ACT Public Service non-executive, Passenger and Light Commercial Vehicle Management Guidelines.
· Electronic Log Book Fact Sheet.

Legislation
Health Records (Privacy and Access) Act 1997
Human Rights Act 2004
Work Health and Safety Act 2011
National Disability Insurance Scheme Act 2013
ACT Public Health Act 1993 Current Fees and Charges Determination – Section 192
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ACTES - ACT Equipment Scheme
RACC - Rehabilitation Aged and Community Care
CTS - Clinical Technology Service
CTW - Clinical Technology Workshop
NDIS - National Disability Insurance Scheme
STO - Senior Technical Officer
TO – Technical Officer
SWAPS – Specialised Wheelchair and Posture Seating Service
ELS – Equipment Loans Service
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Equipment, repairs, Clinical Technology Workshop, CTW, maintenance, modifications, customisation, wheelchair, village creek, fees, mobile van.
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