Olympus/Service Engineer Scope Repair Instructions
If a scope is damaged or there is evidence of a leak the following process is to be undertaken:
Safety:
· Safety checks to be carried out:
· Leak test the scope, if a leak appears, take the scope out of the water and deflate
· Wipe scope down, do not wash scope
· Report problem to the staff in procedure room / question if there were any problems when using the scope
· Report the problem to Olympus or Service Engineers (depending on site), 
· Provide Olympus/Service Engineers with the scope number, model and location of scope to be collected
· Request a replacement scope of the same model or similar
· Olympus/Service Engineers will provide a booking number, document this on the outer cover the scope case
Repair Card:
· Complete the repair card, send a photo if one is available
· Follow repair card instructions to pack up the scope
· Add scope information to the whiteboard 
Loan Scope:
· On receipt of the loan scope, leak test the scope and ensure the scope is washed (ensure the cap is on)
· Log the scope with the Manager or Sister, the scope number is to be added to the computer
· Date the paperwork sent with the scope when it has been added to the system
· Log the scope into all washers
· Enter the scope on the loan scope sheet
· Add the number to the whiteboard
· Send paperwork to Service Engineers or Estates (depending on site)
· Return loan scope when no longer required, in the same case it arrived, send processing sheet back and keep the valves and cap
Health Checks on Scopes:
· The Endoscopy Units/Olympus carry out health checks regularly
· Any problems identified, the above process is followed
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