STANDARD OPERATING PROCEDURE –1001.1 

ACCESS TO SPD AFTER NORMAL BUSINESS HOURS

PURPOSE:  To establish a standard operating procedure for access to SPD during times when SPD is closed.

POLICY:  In order to obtain supplies or equipment when SPD is closed and maintain inventory integrity, the following procedures satisfy both demands.

RESPONSIBILITY:  The SPD Program Manager and the off-tour Nursing Supervisor.

INFORMATION:  Access to SPD is restricted to persons assigned to functions carried out by SPD or by organizations performing SPD type functions (e.g., medical supply technicians, material handlers, inventory management staff)   Access by other medical center staff is discouraged and is only permitted in specific instances such as environmental cleaning and maintenance.  This procedure recognizes that occasionally the Nursing Service staff have to enter SPD to procure items not available for patient care.  Monitoring of Nursing Service’s need to enter SPD is used to improve distribution processes with the aim of avoiding the need to enter SPD.  Keys/Key codes are limited to SPD staff and off-tour nursing supervisors.  **

PROCEDURE:  

1.  Designated personnel will be given an orientation to SPD.  Orientation will include:

a. Dress attire guidelines

b. Location of supplies

c. Required entries on sign out request (IFCAP #, quantity of items taken, product name, product #, location for which device is being issued, and signature of person removing the item).

2.  Approved personnel will enter SPD storage area and obtain item.

3.  The item will be posted for the next business day.

** SPD must develop a system such as a list of personnel to call if unable to locate items needed.

Reference: VA Handbook 7176, Supply, Processing, and Distribution Operational Requirements

SPD Advisory Group, Best Practices
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