HOW TO SUBMIT A WORK ORDER

- NON-CRITICAL REQUEST -

Unit to Contact
TV provider

\ 4

> TV Issue?

\4

Computer or | Contact Help Desk — Self

|S TH |S A Phone Issue? "l service or call x.6411

\ 4

acceptable information)

MAINTENANCE >| Battery Clocks > NO > Unit Responsibility
ISSUE? | Security or Card N .| Contact Security
“1 swipe Issue? g - at x.6159
>»| Medical Device? > > S,meit a work grder.to
Biomedical Engineering
Y
OH&S, Enviroment or Risk?
Repair? to non-medical devices —>1 YES
HVAC Issue? (eg. temperature?)
Y <
OPEN A NEW WORK ORDER
via Quick Links at bottom on iNtranet home page
2
Manager/Supervisor* | |
Click on the grey box for drop down option.
FILL IN *: e ’ iy
all the information noted, including | Manager/Supervisor Email™: |
accurate contact information ~ Manager/Supervisor Phone Number: |
("nurse” or “684-6000" is not Name of Person Requesting™: |

Requesters Contact Number*:

Site*: v|
Floor™: v]
\ 4
ADD DETAIL Room Number®: |

provide detailed information for
quick assessment by Maintenance
to determine priority levels

\ 4

Please Describe Nature of Request™:

|
|
Area*: | v|

Submit
Y A

CLICK ‘SUBMIT’

manager will receive a confirmation email
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HOW TO SUBMIT A WORK ORDER

- CRITICAL REQUEST -

A breakdown or failure will be responded to as an emergency 24/7/365,
provided it meets the Critical Criteria as outlined below:

e Failure of building systems directly impacting patient care and employee comfort (ie.
boilers, air handling units, domestic hot water, etc.)

e Failure of systems that are directly related to critical patient care

e Failure of equipment that is required to provide or support the provision of critical
patient care

e Has an immediate impact on patient or employee safety

v

DOES ISSUE MEET CRITICAL CRITERIA?

CONTACT MAINTENANCE &
PHYSICAL PLANT

v v

NO [€&——>| YES >

During Regular Working After Hours and

Hours (0800 to 1600) on Holidays
Progression List: Progression List:

e Expeditor (x.6344) e BSO on-site (807-629-7005)

e Electrical Coord. (x.6333) or e Department person on-call
Mechanical Coord. X.6356) (off-site, 807-629-3119) -

e Page overhead contact via Switchboard or

e Manager (x.6277) directly

OPEN A NEW WORK ORDER

via Quick Links at bottom on iNtranet home page
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