Medical Facilities Management Duties and Responsibilities Performed by two people

PROGRAM PURPOSE:

The FM support program ensures that the Air Force acquires, operates, repairs, maintains, alters, and cleans its medical buildings and associated utility, transport, and communication systems in a manner that provides the most suitable and productive environment for normal medical operations and planned contingencies (AFI 41-201, para4.1, Managing Clinical Engineering Programs)

Facilities Management

-  Originate, receive, process and track AF Forms 332, Base Civil Engineering Work Request

-  Contact CE control desk for daily work orders for repairs, record, track and inspect

-  Serve as liaison between CE , Comm., AFMLO, AFMSA, JCAHO, NFPA, OSHA and 30 MDG

-  Accompany Visitors and Contractors while in facility, issue visitor badges to same

-  Monitor work being accomplished within the facility/QAE quality and performance

-  Monitor all RPIE and related Preventative Maintenance performed by CE

-  Ensure all Medical gas systems are functioning properly and back up procedures are in place

-  Ensure back up electrical generators are operational including switchgear

-  Utilize the IMPAC procedures for outside contractor support services when required for facility repairs

-  Utilize the detail person as much as possible for facility repairs

-  Execute relocation plans for internal moves in the MTF upon approval of the SUB

-  Administrative Functions:


-  maintain the Facility Master Plan


-  Files Custodian

-  Forms and Publications (Ordering and Posting)

-  Miscellaneous FM tasking's:

-  Order miscellaneous supplies for Housekeeping

-  Dispose of used light bulbs from Housekeeping to Base Recycling Area

-  Field phone messages

-  Accomplish minor facility repairs

Safety/Resource Protection (FM by reg)
-  Maintenance of Safety Binder

-  Maintenance of Resource Protection Binder

-  Weekly Section Safety Inspections, fill out inspection log, make repairs as needed

-  Monthly Security Checks

-  Monthly Safety/Resource Protection Committee Meeting

-  As Recorder for Meetings: Recording/Preparation/Distribution of Minutes and Agenda 

-  Data Collection: Monthly Safety Checklists


-  AF 765, Incident Summary Report (from QA)


-  M&E Report (from Med. Maint.)

-  Intrusion Detection System Checks (Monthly Status)

-  Filing, Tracking, and Reporting Emergency Generator Status

-  Fire Drill Status Report

-  Process AF Forms 830, Injury Report

-  Schedule, Conduct, and Record Fire Drills (two per shift per quarter)

-  Prepare Fire Alarm Device Testing Schedule and Reports

-  Monitor all Hospital Fire Extinguishers (ensure currency of annual weight checks and serial numbers by location)

-  Provide Safety Briefing for "Newcomer's Orientation" monthly

-  Maintain Hospital ID Badge Program

-  Prepare Badge Material (Ordering, Printing, Cutting, Typing) 

-  Logging and Scheduling


-  Preparing/Forwarding Authorization Letter


-  Maintenance of ID Badge Database


-  Collection and Distribution of Base Safety Information

-  Attendance in Bi-Monthly Unit Safety Representative (USR) Meetings

**Per AF191-202 AFSPC1, ATTACHMENT 4, PARA 2.4.

Unit Ground Safety Personnel Will Not Be Assigned Other Unrelated Additional Duties

HOSPITAL ASEPTIC MANAGEMENT SYSTEM(HAMS) QUALITY ASSURANCE EVALUATOR(QAE) (FM by reg)
-  Preparation and Distribution of Monthly HAMS Reports (AF Forms 370 and 801)

-  Processing, Documentation and Distribution of AF Forms 714, Customer Complaint Record

-  Perform spot inspections for cleanliness

-  Develop Change Orders for the contract when there are moves in the facility affecting patient care rooms and or PRS code requirements

TELEPHONE AND COMMUNICATIONS CONTROL: (FM by reg)

-  Serve as liaison between CONM. and 30 MDG personnel for phone problems

-  Monthly Verification of Telephone Charges

-  Review of AF Forms 1072, Authorized Long Distance Telephone Calls (Log)

-  Completion and Forwarding of AF Form 649, Verification of Long Distance Telephone Calls

-  Receive, process and track AF Forms 3215, C4 Systems Requirements Document

-  Control and track all communications systems within the facility to include Telephones, Land Mobile Radios (hand held, base stations), cell phones, beepers.

MEDICAL WASTE PROGRAM QAE: (FM by reg)
-  Develop and maintain the Medical Waste Mgmt Plan for regulated medical waste

-  Maintain documentation on cost/amount shipped monthly

-  Periodical Inspection of "Red Cans" throughout the facility

-  Ensure compliance with JCAHO, HSA and Calif. State Health Dept. of Med.  Waste requirements

-  Verify new employee's in housekeeping receive Bloodborne Pathogen training

HAZARDOUS WASTE (HW) PROGRAM QAE: (Was Logistics at one time)

-  Develop and monitor HW program Per 30 SW and 30 MDG Hazardous Waste Management Plan

-  Assist HW generators in turn-in of HW to the base contractor for disposal

-  Routine Inspection of facility for compliance with HW and JCAHO requirements/regulations

-  Serve as liaison between Bio-environmental Engineering and the facility for hazardous waste

-  Identification of training requirement for HW program (Material Safety Data Sheets) schedule classes

PROPERTY CUSTODIAN:
-  Preparation of 601's

-  Justification of equipment requests

-  Monitoring equipment usage

COST CENTER MANAGEMENT:
-  Preparation of estimates for the annual MTF and AFSPC/SG budget and financial plan programs.

-  Accountability for cost center funds use

-  Maintain the FM cost center management plan records

CABLE TV CONTRACT MONITOR/ QAE

-  Maintain accurate records by room number for all cable outlets used, modify contract as needed for moves

-  POC for TV problems in the facility

POLLUTION PREVENTION PROGRAM

-  Attend all 30 SW (P2) Pollution Prevention meetings

-  Administer a recycling program in all 30 MDG facilities

-  Train personnel on the govt. requirements for recycling and pollution prevention techniques

-  Order containers as needed as well as contacting CE when our recycle bins are full

BUNTING NURSE CALL SYSTEM CONTRACT QAE

-  Maintain all nurse call systems

-  Modify contract when necessary

MEDICAL GAS SYSTEM MONITOR

- Assure medical gas systems are inspected and certified annually

ELEVATOR SERVICE CONTRACT QAE

-  Assure monthly inspections are performed by service contract

-  Modify contract as required

-  Inspect materials used and parts considered non repairable for the govt. interest

EXTERIOR ELECTRIC DOOR CONTRACT

-  Same as elevator contract
