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                                                                                                                               Date Initiated:                       
EMPLOYEE NAME:
                                                                           
Initial:                               
PRECEPTOR(S)/PEERS:
                                                                           
Initial:                               
       

                                                                           
Initial:                               
       

                                                                           
Initial:                               
       

                                                                           
Initial:                               
The following list of learning experiences and procedures is an important part of working in this area of the hospital. Every attempt will be made to provide these experiences during the orientation period.  If these experiences are not available during this time, it then becomes the responsibility of the new employee to seek the assistance of an experienced manager, peer, or appropriate resource before attempting the procedure or task.

Instructions For Use

1.
Preceptor/peer to date and initial in appropriate space under met objectives, after orientee has been given instruction and/or has mastered skill or task.

2.
If further instruction is needed, check ‘ in appropriate space under Learning Needs Identifiedcolumn.

3.
Use N.A. (Not applicable) or N.O. (No opportunity).


4.
When there is no opportunity to demonstrate competency during orientation, it needs to be summarized with all other identified learning needs on the last page of the SOP.  A plan of action to meet those needs must also be documented.  

5.
Preceptor/peer to date and initial when satisfactory follow-up/completion of skill has been achieved.

Learning

     Met

   Needs
Satisfactory

Objectives
Identified
Follow-Up    

I.
GENERAL ORIENTATION TO DEPARTMENT . . .

A.
Mission of E.H.S.








                
               
                 
B.  Organizational Overview:






1.  Organizational Charts






                
               
                 
2.  Vital Statistics (Bed Size, etc.)



                
               
                 
C.
Review of Job Description





                
               
                 
D.
Personnel Policies:

1.  Staff Schedules








                
               
                 
2.  Time Sheets









                
               
                 
3.  Overtime and Sick Time





                
               
                 
4.  Vacation Time - Requests
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5.  Coffee and Lunch Breaks





                
               
                 
6.  Dress Code Policy







                
               
                 
7. Employee Performance Standards/


                
               
                 




Evaluations

8.   Annual Mandatory Education - Safety, PT,

Infection Control, Etc.





                
               
                 
9.  Annual Skills Review






                
               
                 
10.Inservice Offerings/Announcements/


                
               
                 




Documentation

11.Storage of Personal Items





                
               
                 
12.Policy/Procedure Manuals





                
               
                 
13. Family Medical Leave Act





                
               
                 
E.
Places & Spaces - Physical Layout/Storage:
1.  DMC










                
               
                 
2.  VHMC










                
               
                 
3.  Jefferson Building







                
               
                 
4.  INHS/IRM/Church







                
               
                 
5.  SLRI










                
               
                 
6.  Health and Education Building



                
               
                 
7.  Classrooms









                
               
                 
F.
Emergency Procedures:

1.  Emergency Plans Manual





                
               
                 
a.  Location of Manual







                
               
                 

b.  Review of Manual







                
               
                 
2.  Codes

a.  How to call 855"







                
               
                 
b.  Information to Relate to Operator


                
               
                 
c.  Paging of Codes








                
               
                 
3.  Fire Procedure

a.  Fire Extinguisher - Location and Use

                
               
                 
b.  Exits - Location








                
               
                 
c.  Fire Alarms - Location and Use


                
               
                 
d.  Evacuation Procedure





                
               
                 
4.  Trauma Code Red







                
               
                 
a.  What it is









                
               
                 
5.  Bomb Threat Plan: “Code 77”

a.  Procedure If You Receive a Call


                
               
                 
b.  Procedure If You Hear Code 77 Paged

                
               
                 
6.  Disaster: Medical Alert

a.  Hospital Program







                
               
                 
b.  Department Specific Plan





                
               
                 
c.  How/When to Respond





                
               
                 
  (1) If on Duty







                
               
                 
  (2) If off Duty







                
               
                 
d.  Phone List









                
               
                 
SOP.5

Page 3




















Learning

     Met

   Needs
Satisfactory

Objectives
Identified
Follow-Up    
7. Worker Right to Know (Hazardous


                
               
                 






Chemicals)

a. Location of Hazardous Chemicals 


                
               
                 





for Work Area

b.  MSDS Forms








                
               
                 
  (1) What They Are





                
               
                 
  (2) Location








                
               
                 
c.  Secondary Labeling Procedure



                
               
                 
d.  Spill Cleanup Procedure & Disposal


                
               
                 
8.   Safety Considerations - Staff and Unit

                
               
                 
a. Electrical Safety








                
               
                 
b. Door Security System





                
               
                 


9.  Code 58









                
               
                 

   10.   Terrorism Threats







                
               
                 
G.
Visitor Information:

1.  Cafeteria for Visitors







                
               
                 
2.  Smoking Regulations







                
               
                 
H.
Collaborative Services/Personnel Support Groups:

1.   Accounting









                
               
                 
2.   Supply Processing and Distribution


                
               
                 
Department

3.   Administration








                
               
                 
4.   Risk Management







                
               
                 
5.   Bio Med









                
               
                 
6.   Information Systems







                
               
                 
II.
OTHER RESPONSIBILITIES . . .

A.
Responsibilities Within Department - Unit/Area Specific:

1.  Customer Service








                
               
                 
2.  Purchasing Mission Statement



                
               
                 
3.  Telephone System







                
               
                 
a.  Routing Calls








                
               
                 
4.  Ordering Equipment/Supplies



                
               
                 
5.  Bio Med Contact








                
               
                 
6.  Sales Representatives

a.  Check-In









                
               
                 


b.  Badges









                
               
                 
7.  Legal Review Process

a.  Contract Transmittal Form




                
               
                 
b.  Risk Management







                
               
                 
c.  Contract Data Base







                
               
                 
8.  Chart of Accounts    
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9.  Group Purchasing Organizations

a.  AmeriNet









                
               
                 
b.  HRS/VM/IHC








                
               
                 
c.  Contract Compliance






                
               
                 
    10.  Medical Device Register and Health


                
               
                 


Resource Manuals

    11.  Excell Financial Spreadsheets



                
               
                 


    12.  Robinson Patman Act






                
               
                 


    13.  Capital Purchases

a.  Policy










                
               
                 


b.  Requisition Data Base





                
               
                 


c.  AHA Useful Lives







                
               
                 


d.  Fixed Assets








                
               
                 


    14.  Fixed Asset Disposal






                
               
                 


    15.  Users Guide to Purchasing Services


                
               
                 


    16.  EOQ










                
               
                 


    17.  Leadership Meetings







                
               
                 


    18.  Request for Proposals

a.  Meditech RFP








                
               
                 


b.  Bid Thank You Letter





                
               
                 
    19.  MOX/Office Automation

a.  Basic Training








                
               
                 
b.  Advanced Training







                
               
                 
    20.  ECRI

a.  Overview









                
               
                 
b.  Long Reports








                
               
                 
c.  Short Report








                
               
                 
d.  Preliminary Market Report




                
               
                 
e.  Best Price Analysis







                
               
                 
f.  On-Line Services







                
               
                 
    21.  Cost Savings

a.  Annual Goals and Objectives



                
               
                 
b.  Reporting Savings and Saving Form


                
               
                 
    22.  ABC Analysis

a.  Theory









                
               
                 
b.  Running Report








                
               
                 
    23.  Standardization Committee

a.  Members









                
               
                 
b.  Forms










                
               
                 
c.  Procedures









                
               
                 
    24.  Borrows/Loans








                
               
                 
    25.  EDI Process









                
               
                 
    26.  Back Order Report







                
               
                 
    27.  Invoice Discrepancy Report




                
               
                 
    28.  Buyer Activity Report






                
               
                 
    29.  Work Station Ergonomics





                
               
                 
    30.  Directing Assistants







                
               
                 
SOP.5

Page 5




















Learning

     Met

   Needs
Satisfactory

Objectives
Identified
Follow-Up    
31. Employee Purchases







                
               
                 
32. Supply Formulary







                
               
                 
33. Visiting Departments






                
               
                 
B.
Responsibilities to Manager





                
               
                 
C.
Responsibilities To Patient/Family

1.  Confidentiality








                
               
                 
D.
Performance Improvement:

1.  Description of Program





                
               
                 
2.  Your Role in Program






                
               
                 
3.  Current Monitors








                
               
                 
4.  Team Work Peer Review





                
               
                 
E.
Continuing Education (Area Specific):

1.  EHS In-services








                
               
                 
2.  Fundamentals of Negotiation - Video


                
               
                 
3.  Negotiations in Action - Video



                
               
                 
4.  The Secrets of Power Negotiating - Tapes

                
               
                 
(Optional)

5.  Price/Cost Analysis - Tape





                
               
                 
6.  Value Analysis - Tape






                
               
                 
F.
Procedures & Policies:

1.  Bidding

a.  Bidding A and B Items




                
               
                 
b.  Reserving Right to Negotiate



                
               
                 
c.  Capital Equipment







                
               
                 
2.  Antitrust









                
               
                 
3.  Capitalization and Depreciation



                
               
                 
4.  Vendor Confidentiality






                
               
                 
5.  Gifts and Gratuities







                
               
                 
6.  Price Validation








                
               
                 
7.  Vendor Relations








                
               
                 
8.  Approval Requirements for Purchase Orders
                
               
                 
9.  Foundation Purchases






                
               
                 
    10.  Consignment Purchases





                
               
                 
    11.  Emergency Orders







                
               
                 
    12.  Implant Orders








                
               
                 
    13.  Loaning Equipment







                
               
                 
    14.  Negotiation









                
               
                 
    15.  Purchase Order Preparation





                
               
                 
    16.  Purchase Order and Invoice Discrepancies

                
               
                 
    17.  Record Retention








                
               
                 
    18.  Rental Equipment







                
               
                 
    19.  Service Contracts and Repairs



                
               
                 
    20.  Telecommunication Orders





                
               
                 
    21.  Computer Related Orders
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    22.  Centralized Purchasing





                
               
                 
    23.  Purchase Order Policy






                
               
                 
    24.  General Procurement Policy




                
               
                 
    25.  No Solicitation








                
               
                 
26. Approval Requirements for Purchase





Requests

a.  Limits of Management Authority Chart

                
               
                 
    27.  Request Turnaround







                
               
                 
    28.  Weekend Deliveries







                
               
                 
    29.  Vendor Handbook







                
               
                 
30. Service Orders








                
               
                 
31. HIPAA










                
               
                 
32. Compliance









                
               
                 
G.
Equipment:

1.  Fax Machine









                
               
                 
2.  Laser Jet Printers








                
               
                 



3.  PC












                
               
                 
4.  Copy Machine








                
               
                 
5.  Telephone









                
               
                 
H.
Meditech Materials Management Module:

1.  User Manual









                
               
                 


2.  Signing On









                
               
                 


3.  Purchase Requisitions

a.  Supply









                
               
                 


4.  Hot Key









                
               
                 


5.  Purchase Orders

a.  Standing









                
               
                 


b.  Capital









                
               
                 


c.  Supply









                
               
                 


d.  Canceling









                
               
                 


e.  Returns









                
               
                 


f.  Receiving









                
               
                 


6.  Dictionaries









                
               
                 


7.  Reports

a.  Standard









                
               
                 


b.  Custom









                
               
                 


8.  Inventories









                
               
                 


9.  Look-Up Features








                
               
                 


Needs Assessment Action Plan

Employee Name: 








Position:  








Preceptor: 









Date: 









At the end of the department orientation, the employee is expected to be able to perform the basic competencies defined within the job role.  Prior to the end of the probationary period (generally 90 days unless extended) the orientee will be evaluated by the manager.  The SOP will be completed, listing any outstanding learning needs in this Needs Assessment Plan.  This may also include experiences the orientee has not yet had the opportunity to complete.  It is expected that ongoing training will address these learning needs.  In addition to filing this plan with the SOP, a copy will be kept in the employee’s department file and reviewed for completion at the annual evaluation period.

	Experience/Knowledge Needed
	Plan
	Target Date
	Date Completed*

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	


My signature below indicates that I have studied the Specific Orientation Plan and have clarified questions regarding contents.

Employee Signature: 









Date: 






Manager Signature:
 









Date: 






	PLEASE SUBMIT SOP AND ACTION PLAN TO THE HUMAN RESOURCES OFFICE 

ALONG WITH THE COMPLETED 90-DAY EVALUATION FORM. 

*COMPLETION DATE SHOULD BE NO LATER THAN EMPLOYEE’S FIRST ANNUAL EVALUATION DATE. 


