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General Information

 This is a review of standard forms for the documentation of 
equipment maintenance.

 Standard form format lists the frequency and schedule of the 
maintenance, requires recording of a value or initialing the form 
when maintenance is performed. NIU (Not In Use) is entered  on 
the first row of the form for a date when the equipment is not in 
use.

 Equipment maintenance must be performed, assessed for 
acceptability and documented before the use of equipment for 
assurance of staff safety or the performance of patient diagnostic 
testing.

 All record fields must be completed unless otherwise instructed.



Key Steps In the Performance of
Equipment Maintenance

 Gather all necessary supplies, parts and other equipment prior to the start 
of equipment maintenance.

 Review the maintenance log for any prior omissions, trends, issues, 
corrective actions, or maintenance due dates.

 Notify the manager/supervisor of any maintenance issues, omissions, 
critical due dates, or required service.

 Contact the appropriate hospital engineering department and submit a 
work order if vendor service is required (Clinical Engineering or Plant 
Operations.) 

 Remove the equipment from use if it poses a safety risk or diagnostic 
testing error risk.

 Use the Quality Assurance form to document the issue, investigation and 
corrective action.



Autoclave

 The autoclave always should be ready for use 
because we do not know what special requests or 
specimens requiring special handling will be 
submitted.

 The gauge above the autoclave is an indication of 
the water pressure flow to the autoclave from the 
facilities water source.  Immediately notify Plant 
Operations if the autoclave fails to build steam.

 Immediately document the run status and
parameters from the autoclave screen or from the
printed tape once the cycle is complete.





Biological Safety Cabinet (Hood)
 Remove items from the biological safety cabinet and 

wipe down the interior surface with a fresh 1:10 dilution 
of household bleach or a bleach wipe. Let dry for 2 – 3 
minutes.

 Use sterile water, 70% ethanol or a designate alcohol 
wipe to remove the bleach residue to prevent corrosion 
of the stainless steel.

 Avoid blocking interior airflow vents when placing items 
in the cabinet.

 Interior clean zone to dirty zone flows from left to right 
and from back to front.

 Record the airflow at least once each day but check
the airflow with each use during the day before use.

 Contact Plant Operations for problems with the exhaust 
system or if vendor service is needed.







Centrifuges

Maintenance must be performed and documented 
once per day.

Check accessibility and availability of necessary 
supplies at the start of each shift.

Clinical Engineering performs speed (RPM) checks 
and as needed calibration at least once per year.

Contact Clinical Engineering if the centrifuge 
requires vendor service.





Daily Bench Assignment & Maintenance
 Initialing to document performance of the assignment 

includes the documentation of the following tasks:
Bench Cleaning, packaging biohazard waste for 

removal, and sharps container maintenance
Stocking of bench supplies
Computer maintenance and assessment of 

acceptable functionality
Performance of the assigned patient service 

workload
 Duties are considered shared if the associated bench 

patient service workload Is split between more than one 
team member.





Microscopes

Maintenance must be performed and documented 
once per day.

Check accessibility and availability of necessary 
maintenance supplies at the start of each shift.

 Lens paper should be used to remove oil from the oil 
objective after each slide reviewed.

Contact Clinical Engineering if the microscope 
requires vendor service.

Vendor microscope maintenance and calibration 
service is performed at least annually.





Incubators

 The temperature, condition and atmosphere of the incubator 
must be checked and documented each day to ensure 
conditions suitable for the culture and isolation of infectious 
pathogens.

 CO2 incubators must be assessed for the proper level of gas
by use of a fastidious capnophilic organism culture in case 
the electronic display value is not accurate.

 The interior of the incubator should be wiped down with an
approved disinfectant at least monthly.  Water or alcohol 
must be used to remove residues if bleach is used as the
disinfectant.

 As necessary, the water reservoir should be drained and 
cleaned.

 Contact Clinical Engineering if vendor service is needed.







Refrigerators/Freezer

 The temperature and condition of the refrigerator or freezer must be 
checked and documented each day to ensure conditions suitable 
for the storage of supplies, cultures and patient specimens.

 Freezers must be checked for frost levels and defrosted as needed.
 The interior of the refrigerator should be wiped down periodically 

with an approved disinfectant
 Items under storage should be placed in a manner to allow for 

sufficient air circulation within the refrigerator/freezer to maintain 
acceptable temperature. The temperature may rise above the 
acceptable range if items are packed too tightly.

 Immediately contact Plant Operations if temperatures persist 
outside the acceptable range or if vendor service is needed.
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