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CReATE Policies and Procedures
CReATE Contact Information: 

Phone: 

801-887-9380 

Toll Free Phone: 
888-866-5550 

Email: 


createinfo@cpd2.usu.edu
Location: 

Rehab Service Center 



1595 West 500 South 



Salt Lake City, UT  84104-5238
Mission Statement:
The mission of Citizens Reutilizing Assistive Technology Equipment (CReATE) is to provide low-cost refurbished mobility assistive technology (AT) for people who need it and as a mechanism for individuals or organizations who would like to donate used AT devices.  
Introduction and Overview:
The CReATE program was established in 2007. Since its inception, CReATE has refurbished used mobility AT devices and provided these at a low cost to those who otherwise would not be able to afford them. Individuals or organizations may also donate unwanted mobility AT devices to CReATE.  
Goals:
1. Increase access to AT.  
2. Prevent usable AT from being discarded in the landfill.  
3. Enable state funds to benefit more individuals. 

4. Decrease AT waiting lists. 
Acquiring Multiple Devices:
· Previous CReATE device recipients are required to wait 3 years before acquiring the same type of equipment. Unique situations will be considered individually (i.e. a consumer can acquire a power and a manual chair, but not two power chairs within three years.)
· CReATE does not sell devices to vendors or companies in bulk. Devices are acquired by individuals or an agency acting on behalf of an individual. 

· Devices acquired by individuals are not intended for resale.

AT Malfunction:

CReATE staff will sign up for alerts on recalls and malfunctions and will take the following steps when a device malfunction occurs. 
1. Keep a record of malfunctions that may occur on a device. 

2. Report malfunctions to the manufacturer. 
3. Report malfunctions to the FDA. 
Battery Purchase/Replacement:

CReATE will include the necessary used battery or batteries, if available, with a transferred piece of equipment. The device recipient has the choice to not pay for refurbished batteries or pay for new batteries. The cost of the new batteries will be added to the cost of the device. Once the transfer is complete the owner of the equipment, not CReATE, will be responsible for purchasing batteries needed after the original battery, or batteries, from CReATE is no longer usable. Exceptions will be made on a case-by-case basis. Used batteries will be recycled.  

Consumer Assessment Evaluation:
Wheelchairs and scooters require an evaluation, which can be done by UCAT staff or another certified individual. This is the only type of AT that requires this.  The CReATE Evaluation Form will be used when an individual does not go through an agency to acquire a device. Vocational Rehabilitation requires either a prescription from a doctor or a certified individual in the specific area of equipment to perform an evaluation.  

End of Life Recycling:
Every effort will be made by CReATE staff to work with environmentally friendly recycling companies that follow state and local waste laws. See section # for more details
End-User Training:
CReATE will provide information to the individual on preventative maintenance for their specific device, including, but not limited to, batteries. Information will be provided to the individual on where or who they can contact if their device needs to be repaired.
See section for the informational handout, Wheelchair and Scooter Maintenance and Repair, which will be provided to each individual that is transferred an AT device. The CReATE Device Transfer Authorization form also includes a statement where the individual will recognize that they received a copy of the informational handout.
Equipment Cleaning & Sanitation:
All AT devices will be steam cleaned. Supplies, including necessary chemical, are will also be used for proper cleaning and sanitation of the refurbished devices. Staff personal safety, cleaning and sanitation procedures are outlined in section  
Equipment Quality Control:
Staff will use a quality control checklist (see section) specific to the device being refurbishing to record and ensure quality control. Specific quality control procedures are outlined in section.
Service, Cleaning and Adjustment Fees: 
A fee is NOT charged for the device itself. The fee charged is called a service fee, which covers any services done to the device to make it run safely and efficiently, as well as the time required to complete these services. 
See section for the CReATE Service Fee Form.
Money Handling Policy

When exchanging money between a device recipient and CReATE, (1) check or money order must be collected from the individual at the TIME OF SERVICE. (2) a receipt, a copy of the CReATE Service Fee Form, will be provided by CReATE to the individual documenting the payment.

When exchanging funds between a state agency and CREATE, a CReATE representative will provide the state agency with CReATE’s State of Utah vendor number: VC0000116055. When CReATE receives a Utah State Office of Rehabilitation Authorization and Billing for Services form, Create will complete the necessary information and return to the correct counselor or representative listed on the form.
For details see section
Posting Refurbished Devices
To post a refurbished device the AUN online exchange and/or the CReATE listerv, which is also posted on the UATP webpage on the CReATE page, http://www.uatpat.org/create/, are used. 
See section for details. 

Process for Donated/Transferred AT:
See section for the step-by-step process.

Publicity:
 
With an individual’s approval, CReATE staff will record success stories that can be used for publicity. CReATE staff will obtain an individual’s approval to take and use a photo by asking the consumer to sign the CReATE Consent Form. 
See section for the form. 
Definition of Services:
Device Refurbishment – takes the additional step of restoring used devices to original manufacturer specifications before giving or selling the device to a new owner.

Device Remanufacturing - in which an organization alters or enhances devices before giving or selling the device to a new owner. 
Device remanufacturing is beyond the scope of CReATE, therefore, any device unable to be refurbished with be recycled.

Device Recycling – devices are broken down into component pieces for recycling and disposal.

CReATE Employee Job Descriptions:
Position: Technician
Job Description:

This position is part-time (20 hours per week). Technician job description includes:

· Evaluate used manual & power wheelchairs, scooters, and other disability-related equipment to determine suitability for re-use. Separate units that are repairable from those that are only good for parts for refurbishing used devices.

· Remove, inventory, and store useable parts removed from non-repairable units.

· Clean and sanitize equipment designated for reutilization. 

· Use refurbished parts to restore functionality to the maximum number of units.

· Identify items, e.g., batteries, that must be purchased before a unit can be made serviceable.

· Keep applicable paper work up-to-date on each device refurbished to facilitate accurate records.

· Deliver transferred devices and pick up donated devices in the area between Ogden and Provo, Utah.

· Tasks include: equipment disassembly, repair, receiving, inventory management, accurate paper work and general warehouse-keeping operations.

Pay range: $15.00 - $17.00 per hour, depending on qualifications. Benefits are not offered. Work schedule is flexible between the hours of 8:30 a.m. to 5:00 p.m. M – F, specifics to be negotiated with supervisor.

Supervision: This position is supervised by the Utah Assistive Technology Program (UATP) of Utah State University in Logan, Utah.
Location: This position is at UCAT, 1595 W 500 S, Salt Lake City, UT 84104.

Requirements:

1. Knowledge of basic power and hand tools

2. Strong customer service experience

3. Ability to follow directions and procedures (oral and written)

4. Excellent communication skills

5. Detail-oriented with ability to organize and inventory equipment

6. Experience with computer data entry and inventory spread sheets

7. Ability to lift heavy equipment (up to 85 pounds)

8. Experience in wheelchair or other mechanical repair background will be a plus

9. Attend training on wheelchair maintenance and repair with manufacturers, as needed
See section for specific certifications

As of DATE, the CReATE Technician has the following qualifications. 
Position: Office Coordinator

Job Description:

Skills:



Organized


Detail oriented


Good customer service


Basic computer skills (Word, Excel, etc.)

Duties:


Data entry and organizing files


Answer phones


Set up appointments


Quality Control


Money handling


Basic cleaning

This position is less than part-time (10 – 15 hours per week). Office Coordinator job description includes:

Pay range: $11.00 per hour. Benefits are not offered. Work schedule is flexible between the hours that the technician keeps. 

Supervision: This position is supervised by the Utah Assistive Technology Program (UATP) of Utah State University in Logan, Utah.
Location: This position is at UCAT, 1595 W 500 S, Salt Lake City, UT 84104.

Transportation: 
The first priority is to ask the individual to deliver or pick up the device. Further arrangements will be negotiated with CReATE staff. See section for a list that describes priorities to transport devices. 

Transferring Device Ownership:

CReATE will not loan equipment. The ownership of the device will be transferred from the CReATE Program to the individual acquiring the AT device. CReATE’s intent is to transfer AT devices to individuals and therefore the devices are not for resale. See the CReATE Device Transfer Authorization form in section 
Adjustment Period/Waranty:
CReATE will not offer a warranty on acquired devices. When the individual accepts the device, they will have a two week adjustment period which covers: speed (forward and reverse), sensitivity, turning ratio and torque. The adjustment period will not cover batteries, body damage, consumer neglect, misuse of device or water damage.  
Who CReATE Serves:
Services are provided to people with disabilities throughout the state of Utah. CReATE will accept consumers regardless of race, national origin, religion, geographic location within the state of Utah, age, sex, disability, political affiliation, or belief. No person shall be excluded from participation in, be denied the benefits of, or be subjected to discrimination by CReATE. The CReATE staff reserves the right to deny services to any individual when the severity of the disability or complexity of the technology needs of the individual is beyond the scope and training of the CReATE staff.  CReATE device transfer services are limited to refurbished devices in the current inventory.  
Procedures
Section: Posting Refurbished Devices
Access Utah Network (AUN):
Posting a device:


Email AUN the updated CReATE inventory document.


Removing a transferred device:


Email Access Utah Network the information of the transferred device or devices listed on the CReATE inventory document and let them know the devices are no longer available. 
CReATE Listserve:

The CReATE listserve will be a communication mechanism for collaborative partners, agencies and organizations that work with clients or consumers to view devices that have been refurbished. The information will be updated and distributed to Listserv recipients by CReATE staff. 

To sign up for the listserve send an email to listserv@cpd2.usu.edu and put in the body of the email subscribe create <your name>.  To send an email to the subscribers of the listserve send an email to create@cpd2.usu.edu.  
Collaborative partners have access to the CReATE listserve as long as they abide by the rules. 

1) The listserve can be used by participants to make other participants aware of a piece of AT in their possession. 

2) The listserve can be used by participants to advertise the need for a specific piece of equipment.

CReATE will use the listserve to let collaborative partners know the following. 

1) Which devices are ready to go

2) Which devices could be ready to go with minimal servicing

The availability of devices is based on what has been donated to CReATE and what is in the inventory.

 Section : Phone Call Intake

The “Phone Intake Form” should be kept in a three-ring binder to record incoming calls to CReATE.


Consumer interested in a device: 

1. Gather information asked for on the “Phone Intake Form.”
· If a consumer asks about prices, please use the following guidelines:

Power Wheelchair
$300 - $1,000

Manual Wheelchair
$200 - $600

Scooter

$300 - $1,000 

· If a consumer asks for a specific device, please let them know that CReATE will put it on hold for them, if it is not already on hold, until they have an evaluation to determine that the device will work for their needs.
2. Inform the consumer that a representative will contact them to set up an appointment for an evaluation. 

3. Fill out a UCAT referral form and return to UCAT.


Consumer donating a device:

1. Gather information asked for on the “Phone Intake Form.”

2. Ask the consumer to deliver the device. 

3. If the consumer is unable to deliver the device, set up a time to pick up the device on the designated pick-up day.
Section:  Inventory Database

The inventory database will serve as an internal communication mechanism among CReATE employees. The database is house the CReATE inventory and consumer information. The database will be password protected. 

Section: Publicity

With consumer approval CReATE staff will record success stories that can be used with publicity. CReATE staff will obtain consumer approval to use a photo by asking the consumer to sign the Photo Consent form. 
Section: Equipment Cleaning & Sanitization
Sanitizing Supplies:

· Disposable gloves
· Steam Cleaner
Sanitation Process:

All surfaces of a device should be sanitized from top to bottom with the steam cleaner, however, if the steam cleaner cannot properly clean an area or surface then it should be wiped clean with a disinfectant. It usually takes a minimum of one hour to clean a manual wheelchair, power wheelchair or scooter.  If there is an open pipe, cover it with a plug.

Before starting the sanitization process:

· Remove all personal items, stickers, garbage, old parts, cords, baskets, bags, etc. from the wheelchair or scooter 

· Look for sharp edges, broken parts or things that do not look right that need to be fixed. Check all pins to be sure they are secure. 

· Report any inconsistencies to the CReATE technician. 

Cushions 

· First of all – make sure the cushion holds air

· Keep Roho cushions and steam clean

· Keep cushion covers if they can still be used (to be determined on a case-by-case basis and if they do not have any holes)

· Throw away foam cushions (Brands include – Jay, Avante, Pendant)

· Consult the technician if there is a question

· Cleaning Cushions:

· Steam clean cushion

· Wash cushion covers (sometimes 3 or 4 times) in a washer

· Upholstery – use steam cleaner, if there is an odor remaining after the steam cleaner has been used, try using Lysol or Febreze (in moderation)

Steam Clean all items below unless otherwise specified.

Head Rest

· Head rest cover (inside and out)

· Foam attached to head rest

Seat

· Back 

· Front

· Underneath

· Scrape out any dirt or grime.

· Seat Belt down to the bolt (tug to be sure bolted down)

· Arm rests

· Bottom

· Top

· Joystick (do not steam clean, use a cloth and disinfectant)

· Scrape out any dirt or grime.

Frame

Shroud

Foot Plate (on top and underneath) or Floor of Scooter (may need to disassemble to clean well)

Bottom side of device

Let the device and all of the parts, covers, etc., dry well, preferably overnight, before covering with plastic bags (to avoid mold). Reuse as many bags as possible.

Test drive the device to be sure it is in working order.

Sanitization guidelines when picking up equipment:

· Put on disposable gloves before handling equipment.
· If you are picking up multiple pieces of equipment at multiple locations, use new gloves at each location.
· If you cannot wear disposable gloves due to sensitivity, use an alcohol-based hand rub after handling each piece of equipment.  

Sanitization guidelines when delivering equipment:

· Inspect equipment before loading it. If it is not clean, follow the sanitization procedures for cleaning before delivery

· Wash hands with soap and water before delivering the equipment.

Section: Equipment Quality Control
1) The CReATE staff will subscribe to FDA medical device recalls  http://www.accessdata.fda.gov/scripts/cdrh/cfdocs/cfTopic/medicaldevicesafety/recalls.cfm
Click on “Subscribe to email updates on Class 1 recalls.” Then enter your email address.

When a medical device or medical device part is recalled the CReATE staff will check the device files to find out if a consumer has received a corresponding device or if their device has a corresponding part on it. If so, the individual will be contacted…
Recalled or banned devices or parts will also be immediately removed from the CReATE inventory and any device listings (i.e. AUN Exchange, CReATE Listserv).
2) Equipment Quality Control Process

A. 
The CReATE Technician will use the corresponding checklist, found in the forms 
section, when refurbishing a device. As the device is being refurbished each item 
on the checklist will be checked on the device and checked off on the checklist. 
Once the device is refurbished, the checklist will be kept in the device file. 
B. 
After the device checklist is complete the technician will test drive the device a 
substantial distance. Upon returning from test driving the technician will again 
review the checklist to be sure no parts, bolts, etc. came loose during the test 
drive.

C. 
The technician will sanitize the device following the sanitization guidelines and 
using the sanitization form, found in the forms section. 

D. 
When the device recipient comes to pick up the device the technician will go over 
the checklist again with the device recipient and allow the recipient to test drive 
the device to be sure everything functions properly. During the test drive the 
device should not leave the Judy Buffmire Building grounds for safety and 
liability purposes.
Section:  Service Fee 

A service fee will be applied to each device. The services completed on the device will be recorded on the Service Fee Form and the device fee will be determined by this form. See the forms section for the Service Fee Form and details
Sliding scale information….
Section: Money Handling Procedure
Consumer to CReATE:

1. Money must be collected from consumers at the TIME OF SERVICE (in order for CReATE to avoid the cost of billing, etc.)

2. Provide the consumer an invoice documenting their payment.

3. When a payment is collected from consumers, payment is only accepted in the form of a CHECK or MONEY ORDER. Make checks/money order payable to CReATE/USU.
4. Once a check is written, ask the consumer to write a note on their check in the “For” space (typically in the lower left hand side of the check) indicating what the money was for (i.e. wheelchair service, scooter service, etc.)

5. Once the check is collected, the CReATE Office Coordinator will keep a meticulous record in a designated spreadsheet. The spreadsheet is updated with the following information:

· Date payment received

· Amount of the check

· Check number

· Name of individual that provided the check

· Name of individual the payment was for if different from AT user

· What the payment was for (i.e. Jazzy Wheelchair, etc.)
· CReATE inventory number
6. Upon receipt, the checks collected are mailed to the staff assistant at the Utah Assistive Technology Program, see the address below.

Utah Assistive Technology Program


Attn: Lois Summers


6855 Old Main Hill


Logan, UT 84322-6855


435-797-2025


800-524-5152
7. Once the UATP staff assistant receives the checks they will be given to the Center for Persons with Disabilities Business Office for deposit. The business office will then provide the necessary information to the UATP data specialist. The data specialist will keep a running total of the CReATE funds.

Alma Burgess, UATP Data Specialist

435-797-0253
State Agency to CREATE: 

1. A CReATE representative will provide the state agency with the State of Utah vendor number: VC0000116055. 
2. An authorization form will be completed, including CReATE’s State of Utah vendor number: VC0000116055, and sent to CReATE (Rehab Service Center, 1595 West 500 South, Salt Lake City, UT 84104-5238) listing the amount to be paid. The authorization form is signed and returned to the address listed on the form by a member of the CReATE staff. If the amount listed on the authorization form does not match the agreed upon amount, contact the agency or agency representative purchasing the device. The authorization process may need to be restarted. 

3. A check will be sent to CReATE in the amount owed by the state agency. 

4. Once the check is received, write a note on the check in the “For” space (typically in the lower left hand side of the check) indicating what the money was for (i.e. wheelchair purchase, scooter purchase, etc.) Then update the designated spreadsheet with the following information:

· Date payment received

· Amount of the check

· Check number

· Name of state agency that provided the check

· Name of individual the payment was for, if available

· What the payment was for (i.e. Jazzy Wheelchair)

5. Upon receipt the checks collected are mailed to the staff assistant at the Utah Assistive Technology Program, see the address below.

Utah Assistive Technology Program


Attn: Lois Summers


6855 Old main Hill


Logan, UT 84322-6855


435-797-2025


800-524-5152
6. Once the UATP staff assistant receives the checks they will be given to the Center for Persons with Disabilities Business Office for deposit. The business office will then provide the necessary information to the UATP data specialist. The data specialist will keep a running total of the CReATE funds.

Section: Process for Donated/Transferred Device

Donated AT (Drop-Off) 

1. Determine if the device will be refurbished or recycled


Recycled Devices: 
a) Tag device with the following information led – 

· Date received

· Who donated device

· To be recycled label

Refurbished Devices:
a) Create an inventory number for the device

b) Tag devices with the following information – 

· Date received 

· Who donated device

· Inventory number


c) Create a device folder with the following forms:

· Service Fee Form
· Corresponding device checklist

· Sanitization checklist

Gift-In-Kind Transmittal Form
If the person donating the used device would like a tax deduction as a result of their donation: 
1. The office coordinator will fill out the “Gift-In-Kind Transmittal Form.”
· The Destination of Gift is CReATE/CPD. 

· The Value of Item is determined by the technician taking into consideration the fair market value. 

· If the value of the item exceeds $5000, then documentation showing the fair market value of the item should be attached to the “Gift-In Kind Transmittal Form.” The documentation can be as simple as an invoice from a company or a print off from the internet. 

· If the value listed on the form does not match the fair market value, then the University will change the amount to match the fair market value. 
2. Fax or mail the form to the Utah Assistive Technology Program (UATP). 

3. When the UATP receives the form it will be submitted to the Utah State University Development Office.

4. The Development Office will process the information and send the tax deduction form to the donor. 
The Gift-In Kind Transmittal Form is available in the forms section.  
Monetary Donations Transmittal Form

When someone or an organination makes a monetary donation to CReATE:
1. The office coordinator will fill out the “AcceptingMonetaryDonations_Transmittal Form.”

· See the document “Transmittal Form Instructions” for instructions on how to fill out the form.

2. Mail the form and donation, if in a check form, to the UATP. If the donation is in a cash form, give the donation to a UATP staff member in person, DO NOT MAIL CASH.

3. When the UATP receives the completed form and donation, a UATP staff member will notify the Utah State University Development Office. A representative from the Development Office will come by in person to pick up the donation and paper work.

4. The Development Office will process the donation and send the tax deduction form to the donor. 

The AcceptingMonetaryDonations_Transmittal Form is available in the forms section.  

Transferred AT

Used batteries or new batteries

· If the consumer would like used batteries, explain that they are not paying for the batteries and they could stop working in one week or one year. USED BATTERIES DO NOT CARRY A WARRANTY. 

· If the consumer would like new batteries, explain cost and the warranty through Standard Battery.

2. The two week adjustment period covers speed (forward and reverse), sensitivity, turning ratio and torque. Does not include batteries, body damage, consumer neglect, misuse of device or water damage.

3. Consumer signs and dates the “Transfer From,” one copy is given to the consumer and one copy is kept in the device file.

4. Consumer pays in full, with a check, made to CReATE. A copy of the check is made and put in the file. The check is then sent to UATP.

5. Consumer receives:

· Maintenance and Repair information

· Copy of “Transfer Form”

· Copy of “Service Fee Form,” as a receipt 

6. Technician reviews functions of device (15-20 minutes):

· What to do if the joystick is flashing

· How to disengage brakes

· How to tilt or recline

· How to properly charge battery

· Be careful with moisture and liquids around device, etc.

· Allows recipient to test drive the device to be sure everything functions properly. The device should not leave the Judy Buffmire Building grounds for safety and liability purposes.

Secton: Technician Qualifications

Jose Iglesias – 

Ken Reid – 

Section: Transportation

The following lists describe priorities to transport devices.


Donated AT

Priority 1) CReATE will always ask if the consumer can deliver the equipment 


being donated to the CReATE location.


Priority 2) Check with UCAT and UATP employees to see if they will be in the 


area of device and are able to pick it up.

Priority ) CReATE employees will pick up the device or devices on the specified 
pick-up day.

Transferred AT


Priority 1) CReATE will always ask if the consumer can pick up the equipment 


they are receiving from the CReATE location.


Priority 2) Check with UCAT and UATP employees to see if they will be in the 


area of device and are able to pick it up.

Priority 3) CReATE employees will deliver the device or devices on the specified 
pick-up day.

Section: Using Purchase Orders (P.O.’s)
Open P.O. locations and amounts are determined by the CReATE staff and UATP staff.

When a CReATE staff person is ready to make a purchase at a store with an open purchase order, follow the steps below. 

1. Find the cashier or customer service area that deals with P.O.’s.

2. Be sure that the purchases are only for materials and tools directly related to device refurbishment. Anything not related to device refurbishment, including food and drink items, cannot, under any circumstances, be purchased with a P.O.
3. Before the transaction is complete, double check with the cashier to be sure that no tax is being charged. No tax should be charged because Utah State University is a tax exempt entity. 

4. After a purchase is made, the original receipt must be sent to UATP with one of the following labels written on the receipt:



Scooter



Wheelchair



Walker



Tools



Supplies

4. 
The CReATE staff person should keep their own record of both funds spent and remaining on the P.O. 
Section: CReATE Transfer Forms (English & Spanish)

Section: End User Training

Each recipient will also receive a summary for the CReATE technician on how the device functions. This will also be an opportunity for the recipient to ask questions.

Each recipient of a device will received URLs to the manufacturer’s website to find the user manual that matches their device. 
Section: Refurbishing Standards

· Wheelchairs 8 years or older should not be refurbished, however, exceptions can be made on a case-by-case basis, include: 
· The manufacturer and how accessible parts are
· The condition of the device
· Specific brands should not be refurbished, including:
· E&J wheelchairs – if it does not run do not be refurbish
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