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A facility-specific reference template for staff to record IT support contacts, equipment details, and contingency arrangements for telehealth consultations. Complete and keep a copy with your telehealth equipment.
The template includes:
· IT & technical support contacts — who to call for internet, software, and hardware issues, and their hours of operation
· Equipment register — a record of devices used for telehealth consultations, their location, and maintenance schedule
Do not record usernames, passwords, or login credentials in this template or store them with equipment.

Table 1: IT & Technical Support Contacts
	Type of Support
	Company / Provider Name
	Hours of Operation
	Phone / Email

	Internet provider
	
	
	

	Videoconferencing software
	
	
	

	Hardware / equipment
	
	
	

	On-site IT support
	
	
	

	Remote IT support
	
	
	

	Emergency IT services
	
	
	

	Other
	
	
	



Table 2: Equipment Register & Maintenance Schedule
	Equipment / Device
	Description & Location
	Unique Identifier (e.g., asset tag)
	Last Tested & Tagged
	Next Maintenance Due

	Computer / Laptop
	
	
	
	

	Tablet / Smart Device
	
	
	
	

	Webcam
	
	
	
	

	Monitor / Screen
	
	
	
	

	Speakers
	
	
	
	

	Microphone
	
	
	
	

	Mobile Phone (backup)
	
	
	
	

	Power cords / Cables
	
	
	
	

	Storage / Charging area
	
	
	
	

	Other
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This template is provided as a guide only. RACHs are responsible for keeping recorded information accurate and up to date.
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