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POLICY

It is the policy of <<Facility Name>> to respond to a utility systems disruption specifically to the Pneumatic Tube/Computerized Transport System.

RESPONSE
The <<Engineering Department>> will be available on a 24-hour a day basis to respond to emergencies involving utility systems disruption.  During normal business hours, the <<Engineering Department>> can be contacted directly by telephone, intranet, or pager.  During evenings, nights, weekends and holidays, the on-call <<Engineering Department>> staff may be contacted on long-range pager through the Medical Center’s telephone operators.  The schedule for the on-call <<Engineering Department>> staff will be provided to the phone operators on a quarterly basis.  The on-call schedule will consist of dates, names, pager numbers, and home phone numbers of the <<Engineering Department>> staff.  If for some reason the <<Engineering Department>> staff on-call cannot be contacted, the hospital operators are instructed to contact the <<Engineering Director>> or his/her designee. 

DEFINITIONS;

Pneumatic tube system- is a computerized transport system that uses carriers to transport a variety of materials.  This system will decrease the transport time of small items to improve timely support of patient care needs.  The tube system is defined as the galvanized steel pipe through which the carriers travel.

Carrier- is the device in which the small items are transported within the tube system.  Carriers are distributed to the stations by the computerized system.  The computer identifies those stations with extra carriers and notifies personnel at those stations.  The computer identifies those stations in need of carriers and will send the next empty carrier to a station in need. A carrier travels at about 1200 feet per minute. 

PROCEDURE:

1. The Pneumatic Tube/Computerized Transport System is available for the laboratory and pharmacy departments to deliver patient supplies and medications quickly. The system is efficient and valuable in a time response. 

2. The following are items that can be transported:

a. Specimens- blood and bodily fluids

b. Pharmaceuticals- drugs to and from Pharmacy (see attachment A)

c. IV bags

d. Blood

e. Pharmacy request

f. Bio-hazardous bags must be used for transport of material in the CTS. 

g. All laboratory specimens must be sealed using a Bio-hazardous bag. 
3. The following are items that cannot be transported:

a. Food








b. Drinks

c. Bulk printouts

d. Overstuffing of any item

e. No narcotics

f. No chemotherapy agents or radioactive materials

g. Lotion

4. The operating procedures for using the Computerized Transport System are as follows: <<Insert specific procedures of operations of the system at the unit/department level>>.
5. It is the responsibility of the Receiving station personnel to clean a contaminated carrier using Standard Precautions and appropriate personal protective equipment. Contaminated carriers are not to be sent to the originating department without being decontaminated.

6. They pneumatic tube system is down <<each day from midnight-1:00am>> for cleaning and maintenance. 

7. In the event that a planned shut down is required, advance notice will be provided to all departments by <<method of announcements>>. 

8. The department staff should contact the <<Engineering Department>> immediately concerning a failure involving the pneumatic tube system. 
9. The <<Engineering Department>> personnel will respond to the situation and provide assistance in shutting down the utility system when appropriate. 

10. If the rubbing band or carpet strips are worn down, the latches are broken and/or only one latch is working, please notify the <<Engineering Department>>. 
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