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CENTRAL STATE HOSPI TAL

Di vi si on MHDDAD/ Departnent of Human Resources
NEW EMPLOYEE UNI T/ DEPARTMENT ORI ENTATI ON

Enpl oyee' s Nane PCSI TI ON

UNI T/ DEPT. SUPERVI SOR

New enpl oyees are expected to conplete a unit/departnent
orientation that prepares himher to performtheir assigned
duties. This orientation should introduce this enployee to

i nformati on, know edge and skills essential to effective
performance. Additionally, the enpl oyee should be checked for
conpetency on certain skills, know edge and equi pnent needed for
j ob performance.

This docunent lists the mnimumrequirenents for know edge and
skills applicable to all enployees. The DDO Unit Director or

eval uati ng supervisor nmust identify and add those skills that are
essential and specific to an enployee's job. The supervisor
responsi bl e for conpleting each section should sign or clearly
initial on the line for each section where “conpl ete” appears.

TOPI ¢/ SUBJECT

SCOPE OF SERVI CE: Describe in detail the services provided by
this unit/departnent.
(conpl et e)

I ntroduce enpl oyee to other personne
> Jldentify and introduce co-workers
> Jldentify/introduce by nane, title and rol e other
personnel this enployee will work with on a regul ar basis
> |dentify other pertinent hospital personne

________ (conpl et e)

Fam |iarize enployee with unit/departnent organizationa
structure (Use organi zational chart)

> ldentify enployee's i medi ate supervi sor

> |dentify/explain other |evels of supervision

________ (conpl et e)
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Revi ew Di scuss/ Expl ai n performance managenent procedure and pl an
> Discuss/define enployee's role(s) and responsibilities
from PMF
> Discuss performance eval uati on process, to include conpe-
tency assessnent
> Discuss eval uation periods
> Discuss Training Matrix, training requirenments

________ (conpl et e)

Revi ew uni t/ departnent attendance procedures/policy
> Review work schedul e
Explain daily tinme schedul e
Reporting time, Breaks, neal breaks
Si gning In/Qut procedures/requiremnments
> Discuss attendance expectations
Calling In/Qut notifying your supervisor
Requesting sick and annual |eave tine
> Overtime (if applicable)
> Discuss/explain and sign FLSA FORM wi th enpl oyee. Form
shoul d be signed by enpl oyee and supervisor on first day
and returned to HRM on the sane day.

________ (conpl et e)

I ntroduce enpl oyee to work environnment

> Famliarize enployee wwth imedi ate work area

> Famliarize enployee with other areas where work may be
per f or med

> Famliarize enployee with extended work areas, i.e.-

restroons, break areas, cafeteria, storage areas, etc.

> |dentify emergency exits

> Explain procedure/responsibility for unit/departnent
security - |ocking up, opening areas, |ost keys, etc.

________ (conpl et e)

Di scuss/ explain inportance of effective conmunication with
cust oners
> Geeting custonmers in a courteous, friendly nmanner
> Providing clear, concise information or instructions
> Meeting the needs of the custoner(s)
> Responding to custoners concerns, conplaints, and
criticisnms tinmely



________ (conpl et e)
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Revi ew expl ain Hospital's comuni cation/ infornmation nmanagenent
systens
> Review denonstrate features of the tel ephone system —
> Enphasi ze appropriate tel ephone etiquette and
responsibility
Revi ew how t el ephone is expected to be answered
e.g.- State nane, location, etc. “ Ms. Jones, 3 West”
O fer to be of assistance, “May | hel p You?”
Take/ verify nessage (confirnfread back nanes/#s)
Enphasi ze responsibility for nmessage being delivered
> Explain internal mail distribution system
Expl ain nmethod of inter-office mail distribution
Expl ain how to address mai l
Show | ocation of mail boxes, pick up points.
> Explain external mail distribution
Locate copy & fax machine(s) for use (if applicable)
> Enphasi ze i nportance of OFFI Cl AL BUSI NESS USE ONLY f or
phones, copy, personal conputers, and fax machi nes

\%

________ (conpl et e)
UNI T/ DEPARTVENTAL SAFETY ORI ENTATI ON

Locate/revi ew contents of Barrier Bag, Hazardous Material C ean-
up Kit, and other enmergency supply packs as appropriate to area.

Revi ew procedure for announci ng an energency; (enployee may
denonstr at e)
> Review denonstrate how to call a code (Bl ue/ Red/ Yel |l ow)
> Denonstrate what to say when announci ng an emergency
> Denonstrate how to cancel an energency
> Revi ew energency phone nunbers as |listed on phone,
Fire-5484, Police 4169, ,EMS/ Rescue 911#, PA #

________ (conpl et e)

I denti fy/explain conponents of fire safety system

> Locate fire alarm box; enployee denonstrate use
Locate fire extinguishers (different types as nec.)
Locate sprinklers, snoke detectors
Locat e/ expl ai n buil di ng evacuati on pl an
Revi ew staff responsibilities during a fire emergency
Di scuss evacuation procedures for fire drills

VVVYVYV



(conpl et e)
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Revi ew rol es/responsi bilities Energency Action(Di saster)Pl an
> Location of Energency Preparedness Manua
> |ldentify enployee's role in energency action plans
> Locat e/ expl ai n Tor nado/ Weat her Enmergency Pl an, |ocate
saf e areas
> Review —responsibility during a fire energency
> Locate/explain other safety posters in area

(conpl et e)

Revi ew i nformati on on Hazardous Material Managenent
> Locat e/ denonstrate use of MSDS
> Review list and |ocate chem cals, stored/used in area
> Explain procedure for handling contam nated materi al s,
if applicable

(conpl et e)

Revi ew reporting procedures for enployee/patient injuries
> Discuss when to report, for whom to whom
> |dentify location of |ncident/Accident Report forns
> Review Wrkers' Conpensation information & procedures

(conpl et e)

Revi ew ener gency codes used in hospital
> Code Bl ue, Medical Energency
> Code Red, Fire
> Code Yell ow, Assistance Needed, ASAP
> Discuss enployee's role/responsibilities during codes

________ (conpl et e)
I NFECTI ON CONTROL
Di scuss/review I nfection Control procedures, policies, techniques
> Review the inportance of Hand washing; focus attention on
posters |l ocated in bathroons, kitchen areas
> Review concept of Standard Precautions
Di scuss when speci al precautions should be used
> Discuss use of Personal Protective Equi pnent(Barrier Bag)
Di scuss when to use PPE
Identify |location of PPE
> Discuss when and to whom Infections should be reported
I ndi vi dual or enpl oyee infections
Cient infections



________ (conpl et e)
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PROFESSI ONAL/ TECHNI CAL SKI LLS

Li st any special skills that the enployee is expected to
denonstrate in this position. Define the procedure for assessing
hi s/ her conpetency of each skill.

________ (conpl et e)
NN
EQUI PVENT
List all equi prent that the enployee will use in the perfornmance
of duties. Define the procedure that will be used to assess

hi s/ her conpetency on each piece of equipnent.




(conpl et e)
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I NSTRUCTI ONS: This final page nmay be used to list additiona

Pr of essi onal / Technical Skills and/or Equi pnent that the enpl oyee
may be using. If additional Unit/Departnmental orientation
activities or checklist docunents are used (e.g. extended
orientation/clinical orientation), they should be attached to

t his docunent and when conpl eted placed in the enpl oyees
Conpetency File.

Conti nuati on:

(conpl et e)

NOTE: When unit/departmental orientation is conpleted, the

Unit/ Departnment Orientation Verification Form should be conpl et ed
with all signatures. The original is to be placed in the

enpl oyee’ s Unit/ Departnmental Conpetency File, with a copy sent to
SD&T. This docunent, The Unit/Departnent Orientation

Qutline/ Check-Of, along with any other Orientation/Initia
Trai ni ng and Conpet ency Assessnent docunentation should be pl aced
in the enployee’s Unit/Departnent Conpetency file.
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