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Overview

Abstract 
This procedure outlines how to retrieve equipment that a client is no longer eligible for or that has been replaced.
Background
Equipment provided by the Department for Communities and Social Inclusion (DCSI) is on loan to a client and remains the property of DCSI. When the equipment is no longer needed or the client is no longer eligible for the equipment, it must be returned to DCSI. 

Equipment is replaced by DCSI when it is:

1. no longer clinically suitable for a client due to a change in their condition or need, or 

2. considered to be mechanically unsafe and unable to be repaired. 

A client may also become ineligible for a piece of equipment because it is no longer clinically suitable for them to use it or they are unable to safely operate the equipment.  

In all situations, DCSI has a legal obligation to take steps to retrieve the equipment.
Scope 
The scope of this procedure includes how to contact a client to return their previously issued equipment item because:

· they have had replacement equipment prescribed and issued, or 

· it is no longer safe for them to retain the equipment, or 

· they no longer require the equipment. 

Procedure detail

	Step
	Description

	1
	To notify a client to return equipment to DCSI 

When a clinical assessment and / or a maintenance review identifies that an item of equipment is no longer suitable for a client, the assessment should result in a plan to either prescribe a replacement or alternative item of equipment or to explore non-equipment options.
 
If replacement or alternative equipment is needed, refer to procedure “Completing online prescriptions”. 

Ensure that the client is informed verbally that when the prescription of the new equipment is completed, they will have to return the old equipment to DCSI. 

If there are issues with the safe use of a powered mobility aid, refer to procedure “Completing powered mobility aid clinical review”

Go to step 2

	2
	To arrange collection of equipment 

Collection of an equipment item should be arranged when assessed as unsuitable and as soon as a safe alternative has been put in place. 

Is the client in agreement with returning the equipment? 

If yes, complete procedure “Arranging collection of equipment for return to Domiciliary Equipment Services (DES)”
If no, go to step 3.

	3
	To discuss non agreement by client to return equipment 

The clinician discusses reasons with client for not wanting to return equipment. There may be acceptable reasons to delay equipment return. 

This includes the need to 'adjust' to new equipment and to transfer use gradually.  This is particularly necessary for highly customised equipment which requires 'wearing in' and gradual transition to full-time use. 

Note: The client may have a period of one month for this as long as old equipment is not unsafe. The client may identify issues with their new equipment that needs to be resolved before they return old equipment.  Reasons should be discussed and a plan made to resolve. 

The clinician discusses issues with client’s Service coordinator and / or a Senior clinician or Clinical advisor and thoroughly documents  all conversations in the client’s case notes. 

Does the client have an acceptable reason for delaying return of equipment? 

If yes, inform client verbally and in writing of plan to resolve outstanding issues and of planned equipment collection. At agreed date, complete procedure for “Arranging collection of equipment for return to Domiciliary Equipment Services (DES)”
If no, go to step 4

	4
	To respond to non agreement to return equipment
 
If a client declines to return equipment because they want to keep it as a 'spare' or they do not believe that they should have to return it but do not have a clinical reason to retain it, this must be discussed with the team manager or team leader. 

· Write a second letter to the client explaining the need for equipment to be returned and ask the client to contact DES to arrange collection of the equipment. 

· Team manager or team leader signs the letter. 

· Team manager or team leader may telephone or meet with the client to discuss prior to sending out a letter. 

· Document all conversations carefully in the client’s case notes and keep a copy of any letters sent on file. 

Does the client now agree to return equipment? 

If yes, at any stage a client is in agreement with equipment being collected, the procedure for “Arranging collection of equipment for return to Domiciliary Equipment Services (DES)” can be followed. This is only applicable if the client is in agreement with having the equipment collected as DES staff should not be placed at risk of anger or aggression from client or others at their home. 
If no, go to step 5

	5
	To refer a situation where the client refuses to return equipment

If the client refuses to return equipment or states that they no longer have the equipment, the matter must be referred to the executive director to take further action. 
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Overarching legislation and policy

The guiding policy for this procedure is the “Equipment Services Operational Policy” 
Related procedures, standards and guidelines

Procedures

“Completing online prescriptions”

“Completing powered mobility aid clinical review”

“Arranging collection of equipment for return to Domiciliary Equipment Services (DES)”
Other
DES Equipment Catalogue (for external prescribers)
DES online ordering system (for internal prescribers)
For access to all forms / supporting documents and procedures: 

Check DES website for latest e-version, photocopies may be out of date
For further information or feedback: 
Phone: 1300 295 786       Fax: 1300 295 839      Email:equipment.feedback@dcsi.sa.gov.au
_1434536696.vsd
<phase>


<Function>


<Process Name>


<Function>


<phase>


Customer Service


Adjust width of  box to change  paragraph width. Box's height adjusts according to text.


Copy Center


Receiving


<Process Name>


<Function>


Subselect and type additional text here


Type text here


Subselect and type additional text here


Type text here


Primary clinician arranges equipment collection 


Matter referred to Executive Director for further action


Primary clinician discusses reasons for not wanting to return equipment
with client 


Primary clinician notifies client of need for equipment to be returned to DCSI


YES


NO


Client
agrees to return equipment
?


YES


NO


 Reason
for delaying equipment return acceptable
?


YES


NO


Team manager or team leader responds to client's non agreement to return equipment


Primary clinician completes procedure for Arranging collection of equipment for return to Domiciliary Equipment Services (DES)


Inform client verbally and in writing of plan to resolve outstanding issues & planned equipment collection. At agreed date, complete procedure for Arranging collection of equipment for return to Domiciliary Equipment Services (DES).


At any stage client in agreement with equipment collection, refer to procedure Arranging collection of equipment for return to Domiciliary Equipment Services (DES)


Client
agrees to return equipment
?


Flowchart template  A4                                           


DCSI Equipment Program: Business process analysis flowchart  		                                    Key to flowchart shapes used


POSITION


NOTES


SHAPES


YES


YES


PROCESS


DIRECT DATA


PREPARATION


MANUAL OPPERATION


Red indicates process to be discarded


Green indicates proposed future process



MANUAL INPUT


Green indicates proposed future process




This “Functional band” is used to show all of the functions that are the responsibility of a position as defined by a job description.

Lines above and below each band are called “Swim Lines” and are only crossed if value is added to the process . 





 


PREDEFINED PROCESS or PROCEDURE





Reference point from one part of process to another. 
On same page and across pages 





TERMINATOR


Red indicates  process to be discarded


1


STORED DATA


DOCUMENT





Connector line. With decision indicator or note if required. 





DECISION


DATA


Notes may be numbered or positioned to indicate business or procedural rules or details


YES



