


Flow Chart for Equipment Repairs 

 

 

  IS THIS AN EMERGENCY? .   

 

 

 

 

 

 

 

 

 

 

 

 

NO YES 

Is the individual 

in danger of 

being harmed? 

 

 Call your supervisor.  

 Tell them what is wrong. 

 Go to your Equipment Repair binder 

or the Newhope Intranet and follow 

the recommendations for the repair. 

 

 

 Get the individual out of the 

piece of equipment and into a 

safe environment. 

 

 Call your supervisor.  

 Tell them what is wrong. 

 Take pictures if you can and 

send to your supervisor.   

 
 

 

Supervisor will call therapy 419-774-4290 

 
 
 

        (After Hours call Kim Perret @ 419-961-2659) 

 

 Did the repair work? 
 

Y
E

S
 

NO 

Great Job!!   

 
 

(Be sure to let your supervisor know a fix was 

made so that she/he can inform therapy.) 

 

If it is the 

weekend or 

after hours: 

 Supervisor will call Kim Perret         

            419-961-2659 

 

 Let your supervisor know so that 

they can call therapy on 

Monday or the next scheduled 

weekday. 

 

 

 
 

Can it wait 

until Monday 

or the next 

work day? 



Tools to Have on Hand 
 

 
 

 
 

 
 
 

 

Hammer 

 
  
 
 

Hex Keys - Standard (SAE)     

                     and  Metric 
 

(Hex Keys are also known as Allen 

Wrenches or Allen Keys) 
                      
  
 

 
 

Screwdriver: Flat Head 

 
  
 

 
 
 

Screwdriver: Phillips Head 

 
  
 
 
 

 
 

 
 

 

Pliers:  

Slip Joint and Needle Nose 

 

 

             
  
 

 
 

Adjustable Wrench  
 

(also known as a crescent wrench) 

 
  
 

 
 

 
 

 
 
 

 

Duct Tape  

 
 

(black matches most equipment) 

 
  
 
 

 
 
 

 
 

WD-40 

 
  
 

 
 

 
 
 

 
 

 

Wire/Zip Ties 

        
  
 
 

 
 
 

Super Glue 

 
 

Slip Joint Pliers 

Needle Nose Pliers 

or 



Wheelchairs:  
Basic Parts Guide 

 
 
 

 

Seat Back 

Skirt Guard 

Seat 

Hand Grips 

Armrest Armrest 

Assembly  

 

Seatbelt 

Legrest Lock 

Caster Fork 

Legrest/Footrest 

Heel Loop 

Footplates 

Front Tire or 

Caster Tire 

Mag Wheels 

Breaks or 

Wheel Locks 

Hub Cap 

Rear Tire 

Handrim 

 

Headrest 

 

Lateral Pads 

(Chest is shown but can  

also be placed at knees) 

 
Headrest 

Assembly 

 

Knee 

Abductor 

Calf 

Pad 

 

  “Female” Side         “Male” Side 
Armrest Pin  

Armrest Assembly 

Lock  
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Quick Reference Guide:  

How to fix and when to call – Wheelchair Repairs 
 

First it’s good to have some basic tools on hand:   

 Hammer 

 Hex Keys 

 Screwdrivers: Flat head and Phillips head 

 Pliers 

 Adjustable Wrenches 

 Duct Tape (black) 

 WD-40 

 Wire/Zip Ties 

 Super Glue 

 
Headrests 

Things that can go wrong: How to fix them: Tools 

needed: 

Fabric comes off of 

padding 

Place fabric over headrest pad.  Locate zipper on 

either side of the headrest assembly, and zip back 

into place. 

 

If the zipper is broken, please notify therapy. 

 

None 

Headrest has slid out of 

place, is no longer resting at 

the back of the person’s 

head 

Tighten all knobs and screws on headrest assembly.   

 If you’ve already done this, call therapy. 

Hex Key 

Headrest is turned and is 

now in an uncomfortable 

position for the person 

Tighten the screws directly on the back of the 

headrest. 

 If you’ve already done this call therapy. 

 

Hex Key 

 

 
Armrests 

Things that can go 

wrong: 

How to fix them: Tools 

Needed: 

Armrest pad is torn Quick fix: put duct tape over or around armrest.  Call 

therapy so that the armrest can be replaced. 

 

Duct Tape 

Armrest pad has 

fallen off 

You should see two screw holes on the underside of the 

armrest.  Line those holes up with the holes on the armrest 

assembly. (Making sure that the armrest is in the proper 

position, the overhang is facing outside.) Place screws in 

hole and screw back into place. 

 If you can’t find the screws call therapy. 

 

Typically a 

Phillips 

head 

screwdriver. 

Armrest assembly is 

not staying in place 

Make sure that the lock is flipped in the proper position.  

 If the lock is broken, call therapy. 

 

None 

Armrest pin is not 

keeping the armrest 

in the proper position 

Make sure the holes are lined up so that the pin can fit into 

the hole. 

 If the pin is broken, call therapy. 

 

None 

 

 
Continued on next page… 



Quick Reference Guide:  

How to fix and when to call – Wheelchair Repairs 
 

 
Hand Grips 

Things that can go wrong: How to fix them: Tools 

Needed: 

Hand Grip is not positioned 

correctly. 

If the hand grip has twisted out of place see if you 

can take the grip off.  If it came off, put some super 

glue on the inside of the grip and put back into the 

proper alignment.   

 

Super Glue 

Hand Grip came off. If the hand grip has come off, put some super glue 

on the inside of the grip and put back into the 

proper alignment.   

 

Super Glue 

 

 

 

 
Lateral Pads 

Things that can go wrong: How to fix them: Tools 

Needed: 

Lateral pad has turned/is not 

in the correct position 

The bolt on the lateral pad is probably loose.  Put 

the pad back into the proper position and tighten 

it up. 

 

Hex Key 

 

  

 

 
Legrest 

Things that can go wrong: How to fix them: Tools 

Needed: 

Legrest lock is not staying 

locked  

Make sure the lock is flipped into place.   

 If the lock is not holding at all or you have to 

manually flip the lock every time, call 

therapy.   

 

None 

Legrest is very wobbly once 

it’s locked into place. 

The legrest will have some give, but if it’s extremely 

wobbly or loose, call therapy. 

 

None 

Calf pad is hard to move up 

and down 

Spray some WD-40 on the hardware located on the 

back of the pad. 

 

WD-40 

Heel loop is falling off If you can remove the other side, do so then call 

therapy so a new heel loop can be ordered.   

 

Hex Key & 

Wrench 

 
 
 
 
 
 
 

Continued on next page… 



Quick Reference Guide:  

How to fix and when to call – Wheelchair Repairs 
 
 

Footplates 

Things that can go wrong: How to fix them: Tools 

Needed: 

Footplate is twisted or turned 

in the wrong position 

Sometimes you can manually move the footplate 

into the proper position.  If so, tighten the footplate 

after it’s where it should be. 

 If the footplate cannot be moved manually, 

you can loosen the screws under the 

footplate and move the footplate back into 

the proper position.  Then tighten the screws 

back up. 

 

Hex Key 

Footplate is extremely loose 

(floppy) 

Tighten the screws up directly under the footplate.   Hex Key 

Toe loops/ankle huggers are 

broken 

Call therapy. None  

 
 
 

Front Wheels 

Things that can go wrong: How to fix them: Tools 

Needed: 

The caster fork is broken Call therapy. 

 

None 

 

The rubber on the tire came 

off 

 

 

(This typically happens when you 

are out and about on a hot day.  

The rubber on the tire starts to 

get warm and before you know 

it, the tire is off of its track.) 

This is a hard fix, but if you’re out and about you 

can do this on your own.  Place a section of the tire 

back into the “track” on the mag wheel, (think of a 

clock – this is the 12 o’clock position).  Turn the 

wheel a bit so that you can place the screwdriver, 

opposite of what you just did, (6 o’clock position), 

between the plastic mag wheel and the rubber of 

the tire.  Flip the screwdriver up, catching the 

rubber part of the tire so that it snaps back into the 

track.  Feel all the way around the rubber tire and 

the track making sure the rubber is all the way back 

into the track.  Make adjustments as needed. 

 Call therapy if you can’t get the tire back 

on. 

 

Flat head 

screwdriver 

 
 

Breaks / Wheel Locks 

Things that can go wrong: How to fix them: Tools 

Needed: 

Break no longer holds Sometimes it’s just a matter of tightening up the 

break.  If you see that when locked, the break no 

longer touches the wheel, just knock lightly on the 

break with a hammer to slide it back into place.  

Tighten the bolts back up. 

 If this isn’t the case, call therapy. 

 

Hex Key,  

Adjustable 

Wrench & 

Hammer 

Continued on next page… 



Quick Reference Guide:  

How to fix and when to call – Wheelchair Repairs 
 
 

Rear Tire 

Things that can go wrong: How to fix them: Tools 

Needed: 

Rear tire falls off completely  

 

(Sometimes the tire has a pin 

under the hub cap.  If this pin 

gets pushed in, the tire will come 

off.  This is so the wheelchair can 

be broken down and folded up.)   

If you can turn the wheelchair on its side do so.  Put 

the wheel back onto the frame of the wheelchair 

and push.  The pin will reset itself into place and the 

wheel will be locked back on. 

 

Check to be sure!  Do this by pulling up on the 

wheel.  If it doesn’t come off, you are good to go.  

If it does try the above steps again.   

 Call therapy if you still have issues. 

 

None 

Rear tire falls off completely  If the wheel does not have a pin and the wheel has 

fallen off, call therapy. 

 

None  

 
 

Rear Tire 

Things that can go wrong: How to fix them: Tools 

Needed: 

Rear tire rubber came off 

 

 

(This typically happens when you 

are out and about on a hot day.  

The rubber on the tire starts to 

get warm and before you know 

it, the tire is off of its track.) 

This is a hard fix, but if you’re out and about you 

can do this on your own.  Place a section of the tire 

back into the “track” on the mag wheel, (think of a 

clock – this is the 12 o’clock position).  Put a zip tie 

around that so it stays in place.  Turn the wheel a bit 

so that you can place the screwdriver, at the 3 

o’clock position, between the plastic mag wheel 

and the rubber of the tire.  Flip the screwdriver up, 

catching the rubber part of the tire so that it snaps 

back into the track. Put a zip tie around that section 

so that it stays in place.  Now do this same thing at 

the 6 o’clock and 9 o’clock positions. Feel all the 

way around the rubber tire and the track making 

sure the rubber is all the way back into the track.  

Make adjustments as needed.  Clip off the zip ties. 

 Call therapy if you can’t get the tire back 

on. 

 

Flat head 

screw drivers, 

Zip or Wire 

ties and lots 

of muscle 

 
 
 
 
 
 
 
 
 
 
 
 Continued on next page… 



Quick Reference Guide:  

How to fix and when to call – Wheelchair Repairs 
 
 

Useful Tips 

If you are out and about and something breaks, zip/wire ties make great holds.  If you have a 

broken chest strap or seatbelt, use a zip/wire tie.  Make sure that sharp ends are covered so that 

the individual in the wheelchair doesn’t get scratched.  Also make sure that the zip/wire tie is tight 

around the broken equipment.   

 

NOTE:  This does not mean you zip/wire tie an individual to a chair! You use the ties as a 

temporary fix to components on the wheelchair.  We want to make the individual safe and secure 

but not unable to be removed from the wheelchair. 

 

Be sure to notify your supervisor immediately upon return.  They will notify therapy so 

that the wheelchair can be fixed and or new parts can be ordered. 

 

Duct tape is a great quick fix but it’s not a permanent fix.  Let therapy know if you need fabric or 

upholstery replaced. 

 

If you are out in the community on a hot day, remember that the wheelchairs soak up a lot of 

heat…especially if they are black in color.  Hand grips, and tires can get warm and come off.  If a 

hand grip comes off and you can’t glue it back on, just leave it off.   You can fix it when you get 

back home or call the therapy department to fix it.   See above notes for tires. 

 
 



 
 
 
 

   
 

Boom 

Hydraulic  

Swivel Bar 

Caster Base  

Actuator 

Back Wheels Front Wheels 

Break 

Shifter Handle 

Hand Grip 

Mast 

 

 

 

 Control Box & 

Emergency Stop 

Electric Lift: 
Parts Guide 

Control Box 

Battery 

Battery 
(Top half) 

Hand Control/ 

Pendant 

 

Control Box 
   (Bottom half) 



Quick Reference Guide:  
Electric Lift Repairs 

 

Electric Lifts 

Things that can go wrong: How to fix them: If Fix Does 

Not Work:  

 

The lift won’t go up or down 

 

 Make sure that the Emergency Stop is 

not pushed in. 

 Make sure the Battery is charged. 

 Make sure the Hand Control/Pendant is 

plugged into the Control Box. 

 

 

 

Still not 

working, 

take the lift 

to therapy.  

 

The lift goes up and down on its 

own. 

 

 Make sure the Hand Control/Pendant is 

plugged into the Control Box properly. 

 

 

Still not 

working, 

take the lift 

to therapy.  

 

The base won’t widen or close 

 

 

 Make sure that the breaks aren’t 

locked. 

 Make sure nothing is in the way of the 

wheels. 

 

 

 

Still not 

working, 

take the lift 

to therapy.  

 

The wheels won’t turn 

 

 Remove debris from around the wheels. 

 

Still not 

working, 

take the lift 

to therapy.  

 

Swivel Bar won’t turn 

 

 Remove this lift from the wing and take 

to the therapy department.  

 

 
 

Still not 

working, 

take the lift 

to therapy.  

 
 


