
Appendix 4-9 
 

GENERAL STEPS TO FOLLOW WHEN DEALING WITH REPAIRS 

 
• Report items that need cleaning or replacement promptly.  Never assume that other employees have 

reported a problem. 
 
• Remove potentially dangerous items from customer service areas. 

 
• Repair the items or arrange to have them repaired. 

 
• Be sure to use signs to notify customers, when necessary; e.g., signs saying “out of order”. 

 
• Maintain documentation, as appropriate. 
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