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POLICY

It is the policy of <<Facility Name>> to respond to a utility systems disruption specifically to an Elevator Failure.

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 Department Director>> or his/her designee. 

PROCEDURE:

1. The elevators are be routinely checked by <<Engineering Department >> and serviced by <<Elevator vendor>>, according to recommended manufacturers guidelines.  
2. <<Elevator vendor>> is available 24 hours at the emergency number <<phone number>> and is available to respond within 1hour once called in the event a failure to the elevator occurs. 
3. <<Engineering Department>> staff have been trained to assist in evacuation of anyone stuck on elevators with use of elevator keys to open doors and allow persons out that may be trapped. 
4. Anyone encountering a malfunctioning elevator should immediately notify the <<Switchboard Operator, Security Officer, or Engineering Department>> staff.  The <<Engineering Department>> staff will be notified of the location and malfunction of the elevator. 
5. In cases of an individual trapped inside an elevator (elevator entrapment), the individual trapped will use the emergency phone or button located inside the elevator. The emergency call will be immediately connected with the <<Switchboard Operator, Security Officer>>.  They will immediately call the <<Engineering Department>> staff will be notified of the location and that there is an entrapment of individual and remain on the line with the individual trapped. They will enquire if the individual(s) are experiencing any medical emergencies or if the staff are coming from a medical emergency or Surgery.  

6. The <<Engineering Department>> staff responding to the emergency will first attempt to communicate with those inside to let them know that help has arrived. The communication with the individuals in the elevator will be either relayed through the emergency call or through the elevator doors. 
7. If it is determined that a patient must be evacuated immediately, the <<Elevator vendor>> will be notified immediately for an entrapment with emergency.  Call the fire department and notify them an emergency elevator evacuation is needed.
8. When the <<Engineering Department>> staff arrive at the location, they will take all efforts to open the door or otherwise repair the problem.

9. The following steps can be taken to open the elevator: 

a. Disconnect the power to the elevator.  Determine the elevator's position.  Using the elevator door key located in the maintenance department, attempt to open the doors at that level.  If they can be opened, shut them tightly and turn the power on.

b. If this is not effective, determine if the elevator is within one (1) foot from or at floor level.  If the elevator is near floor level, instruct a passenger to try and push the inner door open.  Avoid jamming the latch pin, do not put any pressure on the outer hall doors until the inner doors have been opened at least one inch.

10. If the attempts to open the elevator doors have failed, <<Engineering Department>> staff will inform the passengers they cannot be safely evacuated until the elevator service person arrives and/or the Fire Department with the necessary equipment.
11. In the event that a planned shut down is required, advance notice will be provided to all departments by <<method of announcements>>. 
12. The elevator controls are located:
a. <<Main building Penthouse>> is where main controls for elevator maintenance and service.
b. <<Main Power Plant>> is where main power supply to elevators is housed. 
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