Annual Services for Resuscitation Cabinets

To find annual service you need to enter into intrastats, Returns (blue circle arrow) and then Service Visits. 

There are currently four main hospitals that we carry annual services out to, their location and account numbers are shown and equipment list is the amount of resuscitation cabinets and Tom Thumbs each customer has, the due date is also shown next to the equipment list.  Recurring services are highlighted in blue and have the service period in the ‘recur’ months’ column.  Entries highlighted in red once only services or contracts no longer active.

Steve Hardaker sends each customer a quotation for annual services at least a couple of months before the service is due. 

We have to wait for the customer to send in a purchase order number against the quotation Steve Hardaker has sent. 

Once the purchase order is received we need to arrange Phil Crossley to carry out the service as soon as possible as some of the purchase orders do have expiry dates on them.

For Sunderland Royal Hospital Phil requires accommodation booking usually around 3 working days, book for two nights but also query if needed that there is enough room if a third night is required. 

Steve will pass you details of the direct person to contact to arrange the Annual Service at the hospital, with these been labour wards it is not always guaranteed that rooms are free.

You need to call the EBME department (or the contact person SH confirms) every morning before Phil sets off, this does not include Sunderland Royal as this will be all pre-booked.  If there are two rooms or more free then it is worth sending Phil to the service any less it is not worth the travelling time, so just keep trying every morning. 

B&B Options: For Sunderland Royal Hospital

The two options are Belmont Guest House (0191 5672438) or The Mowbray (0191 5109611).. Usually book a Single room en-suite with breakfast but if the double is only a few pounds more then this is fine, usually I check with SH regarding the cost of the B&B as he does include this costing within the quotation to the customer.

Any quotations or B&B address and contact details need to be added to the Service Logs..  this is found on the ‘update notes’ – Hotel Notes, Dates Booked. 

You need the full name of the contact person, full address and telephone number.   When agreements have been made and dates have been booked with the B&B you also need to add these dates on the add notes – this is in case the person dealing with the bookings are on holiday or off sick, other people in the office can carry this from where left off. 

Phil will confirm which rooms have been completed on every visit, when calling the EBME department in the mornings you need to check that the rooms Phil has not done are free.

When the Annual Service is complete Phil will down load these in to U drive under a new file and hospital name.. annual service (year)  - he will then add completion notes on to the service visit, you will also need to let Goods Out know that they can proceed and invoice the purchase order.  Use the add issue button and send this on an issue as well as requesting verbally.

This file needs to be e-mailed to the contact in the EBME department for their records; you need to request that the customer replies that they have received all files required. 

Once all the above is complete please update the service visit and tick all relevant boxes, once service visit is fully completed it will then be updated for the same date the following year. 

Other Icons: 

Update Notes: To add information and to tick off the stages of the service

Add Issue: To send someone an issue linked to the service

Print Reports: to reprint the service sheets if required, usually the customer requires the Full Service Report 

Equipment List: click on the highlighted item number and this will show barcode and serial numbers of all equipment each hospital has and which ones Phil has serviced.

