
Specific Orientation Plan


DIRECTOR / 9790


DEPT:  EHCS RISK MANAGEMENT

(Format Revision, 7/03)

                                                                                                          Date Initiated:                                            

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

                                                                               
Initial:                               
       

                                                                               
Initial:                               
       

                                                                               
Initial:                               
Prepare a new Assistant Vice President to meet the job, duties and responsibilities of planning, organizing, leading and controlling their specifically assigned departments.  The following list of learning experiences and procedures is an important part of the functions of this department.  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 appropriate resource before attempting the procedure or task.

Instructions For Use

1.
Preceptors to date and initial each item after instructor.  Orientee to sign upon completion and return to supervisor.  Orientee to read job description before completing the following.  Supervisor to review the job description with orientee prior to completing the following:

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.  ASSISTANT VICE PRESIDENT SPECIFIC ORIENTATION (For VHMC Only) . . .

A.  Mission of EHS








                
               
                 
B. Review Job Duties & Performance


                
               
                 


Standards

C.
Review Evaluation Process of Assistant Vice
                
               
                 


President
D.
Identify Specific Assistant Vice President Learning Needs Based



On Previous Experience:
1. 












                
               
                 
2. 












                
               
                 
3.
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Learning

     Met

   Needs
Satisfactory

Objectives
Identified
Follow-Up    
4.












                
               
                 
5.












                
               
                 
E.  Review Assistant Vice President Orientation
                
               
                 


Process


F.  Review Personnel Responsibilities:
1.  Time Card Completion






                
               
                 
2.  Work Schedule, Requests





                
               
                 
3.  Dress Codes









                
               
                 



4.  Personnel Policies







                
               
                 
5.  EHS Substance Abuse Guidelines


                
               
                 
6.  Absences









                
               
                 
7.  Management Development, Education

                
               
                 
8.  Annual Mandatory Education - Safety, PT,

                
               
                 
Infection Control, CPR

9. Inservice Offerings/Announcements/


                
               
                 




Documentation

    10.  Storage of Personal Items





                
               
                 
II.  RISK MANAGEMENT ORIENTATION . . .

A.  Review Specific Orientation Plan



                
               
                 
B.  Identify Specific Learning Needs, Incorporating




Review of Unit-Specific Orientation Check List:
1.












                
               
                 
2.












                
               
                 
3.












                
               
                 
4.












                
               
                 
C.  Review Orientation Process





                
               
                 
III.  SPECIFIC DIRECTOR ORIENTATION CHECKLIST . . .

A.  Planning/Forecasting:

1.  Operational Plan/Review

a.  Program Analysis/Business Plan


                
               
                 
b.  Annual Departmental Goals




                
               
                 
c.  Budget Process








                
               
                 
B.  Leading/Staffing Review:

1.  Self-Development Plan
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Learning

     Met

   Needs
Satisfactory

Objectives
Identified
Follow-UP    
2.  Management Development





                
               
                 
3.  Clinical Experience







                
               
                 
4.  Interviewing/Hiring Orientation Process

                
               
                 
5.  Hiring/Change of Status Form



                
               
                 
6.  Evaluation Process of Staff





                
               
                 
7.  Performance Standards/Monitoring


                
               
                 
8.  Identifies Staff Educational Needs


                
               
                 
9.  Staff Involvement in Projects/Committees

                
               
                 
    10.  Staff Meetings








                
               
                 
    11.  Meeting Attendance - Routine Committee

                
               
                 
Assignments

    12.  Scheduling









                
               
                 
    13.  Patient Classification






                
               
                 
    14.  Licensure Verification






                
               
                 
    15.  On-The-Job Injuries/Reporting



                
               
                 
    16.  Handling Complaints






                
               
                 
    17.  Exception to Assignment Form



                
               
                 
    18.  Float Pool









                
               
                 
    19.  LC Policy









                
               
                 
    20.  Supervisor Role








                
               
                 
    21.  Counseling Process







                
               
                 
    22.  Filling Vacant or Newly Vacated Positions -
                
               
                 
Form Completions/Justification

    23.  Leave Entitlement Report





                
               
                 
C.  Emergency - Must Be Knowledgeable of the



 Following:
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 & Use


                
               
                 
b.  Exits - Location








               
               
                 
c.  Fire Alarms - Location & Use



                
               
                 
d.  Evacuation Procedure





                
               
                 
e.  Medical Gas Shut-Off





                
               
                 
4.  Code 55

a.  How to Identify








               
               
                 
b.  Your Responsibility






                
               
                 
5.  Code 58

a.  What It Is Used For







                
               
                 
b.  Your Responsibility






                
               
                 
c.  Infant Abduction Protocol
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Learning

     Met

   Needs
Satisfactory

Objectives
Identified
Follow-Up    
6.  Trauma Code Red







                
               
                 
a.  What It Is









                
               
                 
7.  Bomb Threat Plan: “Code 77”
a.  Procedure If You Receive a Call


                
               
                 
b.  Procedure If You Hear Code 77 Paged

                
               
                 
8.  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









                
               
                 
9. 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


                
               
                 
  10.  Safety Considerations - Staff & Unit


                
               
                 
a.  Electrical Safety








                
               
                 
b.  Staff/Family ID for Patient Security


                
               
                 
c.  0 2 Safety









                
               
                 
  11.  Infection Control

a.  Standard Precautions






                
               
                 
  12.  Personal Protective Equipment

 
a. Location, Availability of Items



                
               
                 
 
b. When to Use








                
               
                 
 
c. Mouth to Mask Resuscitation Device


                
               
                 
IV.  FINANCIAL PERFORMANCE/PRODUCTIVITY . . .

A.  Productivity Goals - Review Of:

1.  Department Measurement/Budget


                
               
                 
2.  Supply Review - Expense Review


                
               
                 
3.  Staffing Guidelines







                
               
                 
4.  Monthly Variance Report





                
               
                 
5.  Budget Forms








                
               
                 
6.  Labor Distribution Report





                
               
                 
7. Patient Charge System, Equipment, Level 
                
               
                 




Work Area Care, Procedure
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Learning

     Met

   Needs
Satisfactory

Objectives
Identified
Follow-Up    
B.  Time Card - Review Of:

1.  Completion Process







                
               
                 
2.  Corrections









                
               
                 
3.  Overtime Review








                
               
                 
V.  ORGANIZING - REVIEW . . .

A.  Internal Department Policies/Procedures/

                
               
                 
Protocols

B.  Procedure Manuals - Update, Access:

1.  Structure Standards


a.  Scope of Service







                
               
                 
b.  Method or Process for Delivering Care

                
               
                 
c.  How Does Your Department Services

                
               
                 
Integrate With Hospitals Process for

Providing Care?

d.  How Does Your Department Link With 

                
               
                 
Other Departments to Integrate Care or

Service?

2.  Safety










                
               
                 
3.  Infection Control








                
               
                 
C.  Education Department (EHCS) 



                
               
                 
Access-Contact Person
D.  Annual Safety Education          



                
               
                 
E.  Ordering Supplies - Requisitions



                
               
                 
F.  Meetings:

1.  Board Meetings








                
               
                 
2.  Department Head Meetings





                
               
                 
3.  Executive Team Meetings





                
               
                 
4.  Joint Department Head Meeting



                
               
                 
5.  Other:

a. Safety Committee Meeting at VHMC

                
               
                 





& DMC

VI.  RELATIONSHIPS - REVIEW . . .

A.  Management Style








                
               
                 
B.  Meeting Participation
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Learning

     Met

   Needs
Satisfactory

Objectives
Identified
Follow-Up    
C.
Physician Relations (Specific Contacts


                
               
                 
Identifies Initially To Develop Rapport &

Input)
D.  Customer Relations







                
               
                 
E.  Communication With AVP, VP,



                
               
                 


Administration For Problem Solving
F.  Nursing Forum, General Service, Ancillary
                
               
                 
VII.  PROGRAM / OPERATIONS . . .

A.  Quality and Satisfaction Monitoring


                
               
                 


 (Patient & Employee)
B. Performance Improvement (Formal)


                
               
                 


Process

C.  JCAHO, DOH, Standards





                
               
                 
D.  Unit - Specific PI Needs (Example -


                
               
                 
Safety, Accucheck Control)
E.  Risk Manager - Access / Need




                
               
                 
F.  Unusual Occurrence Forms





                
               
                 
G.  Description of Physical Space & Process to
                
               
                 


  Gain Additional Space If Necessary

H.  Contracted Services if Utilized and Process
                
               
                 


  For Approval
VIII.  MIS . . .

A.  Computer Access, Confidential Statement

                
               
                 
B.  Reports
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Learning

     Met

   Needs
Satisfactory

Objectives
Identified
Follow-Up    
IX.   ORGANIZATIONAL STRUCTURE . . .

A.  Empire Health Services






                
               
                 
B.  Deaconess Medical Center





                
               
                 
C.  Valley Hospital Medical Center



                
               
                 
D.  Inland Northwest Hospital System


                
               
                 
E.  Johnson Rountree








                
               
                 
F.  Med Star










                
               
                 
H.   1st Care/Urgent Care Med-Centers


                
               
                 
I.   Information Resource Management


                
               
                 
J.  St. Lukes Rehabilitation Institute



                
               
                 
K. Inland Northwest Health Services



                
               
                 
M.  PHCO 










                
               
                 
N.  Health Improvement Partnership (HIP)

                
               
                 
O.  Responsibilities to Corporate Entities for 



The Following Programs (Responsible to



EHS, DMC, VHMC, 1st Care/Urgent Care,



Johnson Rountree, Inland NW Health



Services, Service Center Northwest, Care



First, SLRI, Information Systems, Health 

Improvement Partnership, PHCO)

  

1.  Safety Management Program




                
               
                 
2.  Security Management Program



                
               
                 
3.  Risk Management








                
               
                 
4.  Ensures Current Knowledge of Risk



Management Theory and Practice



(e.g., Contractual and Tort Issues,



Insurance Court Decisions, Legislative

 



Activities, Current Health Care Issues





Affecting Risk) By Reading Professional





Publications and Attending Educational





Meetings

a.  Action Plan Developed to Identify 


                
               
                 
Professional Training Required.

Developed Action Plan to Accomplish

Skills
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Learning

     Met

   Needs
Satisfactory

Objectives
Identified
Follow-Up    
b. Demonstrates Improved Skills Through

                
               
                 
Feedback According to Action Plan.

Attends Management Development

Sessions & Demonstrate Skills Covered

c.  Performance Appraisal Must Outline

                
               
                 
Educational Needs and Action Plan

5.  Ensures Cost Effective Optimum Insurance

Protection for Property, General &

Professional Liability &Other Types of

Insurance by Directing a Comprehensive

Program

a.  Evaluate Key Criteria for Accuracy and

                
               
                 
Adequate Insurance Levels

b.  Determine Whether to Self Insure


                
               
                 
c.  Evaluate Select and Negotiate With


                
               
                 
Carriers Premiums/Coverage/Service

d.  Assessing and Establishing Reserve


                
               
                 
Funding Levels

e.  Ongoing Review of Able Aspects of


                
               
                 
Insurance Program

6.  Ensures Proper and Cost Effective Claims



Administration for Professional

Liability Claims

a.  Establish Policies and Procedures


                
               
                 
    

and Criteria for Claims Handling

b.  Develop and Maintain Loss Runs


                
               
                 
c.  Incident Intervention, Investigation &

                
               
                 
Documentation

d.  Appropriate Communication with Staff,

                
               
                 
Claimants, Attorneys and Other Parties

7.  Directs the Self Administered Workers 

 



Compensation Program

a.  Establish Annual Budgets





                
               
                 
b.  Ensures Proper Cost Effective Claims

                
               
                 
Administration

c.  Develop New Programs/Methods That 

                
               
                 
Can Result in Decreased Expenditures 

and/or Better Service/Productivity

8.  Ensures That Loss Potential Is Minimized



By Developing and Directing a Loss 

Prevention Program By:

a.  Establishing Criteria For Early Detection 
                
               
                 
Of Potential Risks That Jeopardize the 

Safety of the Facilities and/or the

Quality of the Relationship Between

Patients & Staff

b.  Reveals Potential Sources of Claims
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Learning

     Met

   Needs
Satisfactory

Objectives
Identified
Follow-Up    
c.  Recommends Methods of Risk Elimination


Through Organization Equipment or

Other Changes

(1)
Attends Safety Meetings



                
               
                 
(2)
Attends Other Meetings When

                
               
                 
  Appropriate to Address Specific

  Concerns

(3)
Reviews Incident Reports, Patient

                
               
                 
  Complaints

(4)
Provides In-services to Departments 
                
               
                 
  on Methods of Risk Reduction or

  Risk Elimination

(5)
Analyzes Past or Current Problems 
                
               
                 
and Recommends Methods In

Which  Change/Modification Can

Alter Risk Exposure

8.  Ensures That Loss Potential Is Minimized

By Developing and Directing a Loss 

Prevention Program By:

a.  Recommends Methods of Risk Elimination
                
               
                  
Through Organization Equipment or

Other Changes (6) Key Personnel Are

Kept Abreast of Risk Management

Issues & Concerns

9.  Reviews All Contracts for Insurance Legal

Purposes, To Attempt To Reduce Or

Eliminate Legal Liability and To

Provide Insurance Coverage When

Applicable

a.  Reviews Contracts on a Timely Basis

                
               
                 
b.  Suggests Changes in Contracts to Reduce
                
               
                 
Risk Exposure

c.  Maintain Log of All Contracts For Future
                
               
                 
References

d.  Establish Annual Budget Goals 


                
               
                 
   10.  Responsibilities as Vice President for

Program Function/Operations at VHMC

a.  Dietary Function







                
               
                 
b.  Engineering Function





                
               
                 
c.  Housekeeping Function





                
               
                 
d.  VOSC









                
               
                 
(Format Revision, 7/03)

9790 Risk Management, Director/SOP.42

EMPIRE HEALTH SERVICES
SPECIFIC ORIENTATION PLAN
ORIENTEE:                                                                 
DEPT:                                          
I have completed the Manager Orientation Outlines:
Comments:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
Plan:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
                                                                                                                         

                                              Employee Signature



   




    Date
                                                                                                                         

                                              Preceptor Signature



    




    Date
