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ABMC Faculty/Student Orientation Self-Learning Packet

WELCOME

We are very glad to have you here at Aurora BayCare Medical Center (ABMC)!  We welcome you with the hope that your association with us will be a happy and fulfilling experience!

EXPECTATIONS

STUDENT IDENTIFICATION

Students are required to wear identification badges with their name and teaching institution in full view during clinical experiences.  Badges are to be worn above the waist at a level that is easy to view while standing or sitting.  No part of the badge may be covered with stickers, tape, buttons or other objects that would alter the appearance or function of the badge.   Contact Human Resources 288.3000 if you do not have an identification badge.    

CONFIDENTIALITY

Every patient has the right to privacy and confidentiality of all information. This means that employees / students:

· May not discuss a patient’s condition or personal information inside or outside of the facility except when sharing information with other caregivers on the patient’s assigned unit.

· May not discuss a patient case in public areas such as the elevator or cafeteria.

· May not discuss a patient’s case at home.

LOSS PREVENTION (SAFETY-SECURITY)
DIAL
3190
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[image: image4.wmf]Aurora BayCare Medical Center realizes the importance of providing a safe and secure environment for employees, patients, students, volunteers, and visitors. Your interest, enthusiasm, knowledge and practice of safety habits are responsible for minimizing accidents or incidents.  All students are to be aware of their department-specific responsibilities.  Be alert to potentially unsafe conditions and practices. Think safety, and act safety, at all times. Report any unsafe conditions immediately to security.  Information about emergency procedures can be found in the Environment of Care Disaster Manual located on each unit.  

Accidents:

If you have an accident or a needle stick, report it promptly to your supervisor AND employee health and seek treatment. Remember to complete an incident report.  

Storage of Belongings

You are advised not to bring large sums of money or valuables to your assigned area. The facility is not responsible for lost or stolen articles.

Tobacco Free Campus:

As of March 1, 2006 Aurora BayCare Medical Center is a tobacco-free campus.   A tobacco-free campus means there is no smoking or use of tobacco products on property owned or leased by Aurora, inside or outside buildings.   This is for the well-being of our patients, visitors, physicians, and staff.  Smoking cessation resources are available to students, staff and patients.  

Parking

Faculty and students may park in any area designated area for employees.  See parking map.  Remember to lock your car.  Employees, faculty and students are to park in the parking sections remote from the main building allowing ABMC patients and visitors to park in the sections near the building.  The employee, faculty and student parking sections are located on the far right side of the map.   
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EMERGENCY PROCEDURES

ABMC (including East Surgery Center):  




DIAL 8911

West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 
DIAL 9-911  
 

CPR NEEDED
 Overhead Page: “Code Blue”
[image: image9.wmf]A patient, visitor, or a staff member is in a life-threatening situation because their heart has stopped beating or they have stopped breathing, IMMEDIATELY, call for help, start CPR if you are trained to do so.   To call for help:

· ABMC (including East Surgery Center) Dial 8911. This automatically rings the emergency phone at the switchboard, and they will overhead announce “Code Blue” and your location.

· West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 
DIAL 9-911  


· If you are in an area with a blue code button on the wall at the head of the bed, activating this will automatically ring the emergency phone at the switchboard.

· Clear hallways or remove items from rooms to make room for the rescue/ code team and their equipment.

· Bring the Medical Record (chart) to the patient room.

Pediatric Codes are announced:  “Code Blue -  Pediatrics”

FIRE 

Overhead page:  “Condition Red”  

ABMC (including East Surgery Center):  




DIAL 8911

West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 
DIAL 9-911  
 

[image: image10.wmf]When you hear the fire alarm system, return to your work area avoiding the fire scene and do not use the elevators. Follow your assigned department’s fire plan.

All fire alarms should be treated as REAL FIRES. 

R.A.C.E. is an acronym used to remind staff of the priority of steps to be taken in case of fire in your area: 

R-
Rescue patients, visitors and personnel from immediate danger

A-
Alarm.   Activate the nearest fire alarm; alarms are located by the Communication Centers and the exit doors. Immediately call the operator to announce the location of the fire 

C-
Confine the fire and smoke (close doors & windows)

E-
Evacuate the immediate area (laterally first, past the first set of fire doors) and Extinguish the fire, only if it does not endanger you or others: smother it with blankets, use portable hand extinguishers. If directed, evacuate the floor, using the stairs.

When using a portable fire extinguisher, remember the memory jogger: P.A.S.S.
P-
Pull the pin.

A-
Aim the nozzle at the base of the fire.



S-
Squeeze the handle.

S-
Sweep the base of the fire.

Fire extinguishers last about 30 seconds. 

Bomb Threat

Overhead page: “Condition Yellow”


ABMC (including East Surgery Center):  




DIAL 8911

West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 
DIAL 9-911  
 

[image: image11.wmf]
If you receive a bomb threat over the phone, 

· Attempt to keep the caller on line as long as possible and

· Note as many details as you can about their voice, background sounds, etc.

· Inform the caller that the building is occupied and that if the bomb explodes it 



could result in the death and injury of many innocent people.

· Immediately after the caller hangs up, report the call to the operator.

· Write down as many details as you can remember from the phone call.

Administration will activate the bomb search.  DO NOT TOUCH, JAR or MOVE any suspicious items. Notify security if you find a suspicious item, but DO NO TOUCH IT!

[image: image12.wmf]Infant Abduction    Overhead page: “Condition Pink”

ABMC (including East Surgery Center):  




DIAL 8911

West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 
DIAL 9-911  
Condition Pink means an infant has been abducted. Staff will assist in interviewing employees and guests before they exit the building.   Be alert for persons carrying packages large enough to conceal an infant, and report them immediately to security.  Never attempt to physically restrain a suspected abductor. 
Wandering Patient   

Overhead Page:  “Condition Gold”

ABMC (including East Surgery Center):  





DIAL 8911

West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 

DIAL 9-911  

An adult patient is missing or is known to be kidnapped.

Call and report adult patient is missing along with their last known location.  Available staff search their unit and report to closest exit and watch for lost/confused patient and/or suspicious persons escorting a patient out of the building.

Ask to verify patient identity.  Detain lost/confused patient.  Do not physically detain suspicious person.  Get clear description, note direction of travel and make/model/plate of vehicle.

Security Assistance 

Overhead Page:
“Security Assistance”

ABMC (including East Surgery Center):  





DIAL 8911

West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 

DIAL 9-911  
Emergency situations involving:

· Crimes in progress

· Violent Threatening Behavior

· Hostage situations

· Suspicious Persons

· Accidents/Injuries

Call and report security assistance need.  Provide your name, situation, department and location.

If you are taken hostage:

· Do not be a hero

· Be prepared to wait

· Do not speak unless spoken to

· Do not be argumentative

· Keep area clear to prevent others from becoming hostages

[image: image13.wmf]Severe Weather or Tornado Watch   

ABMC (including East Surgery Center):  




DIAL 8911

West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 
DIAL 9-911  


Overhead Page: 
“Condition Gray – Tornado Watch”
When the National Weather Service determines severe weather, an overhead announcement will be made to alert staff and visitors of the condition.  Be alert to further announcements if the weather worsens.

· Return to your department immediately

· Advise staff, patients, and visitors of the warning

· Close all doors, windows, curtains, and blinds

· Be prepared to move patients to a safe area, if necessary

Overhead Page:
“Condition Black – Tornado Warning”

ABMC (including East Surgery Center):  




DIAL 8911

West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 
DIAL 9-911  


When a tornado has been sighted and is a direct threat to the facility. Follow specific instructions for your assigned department.  Staff at 931 Discovery Road offices may be instructed to move outside to a low-lying area below ground level.

· Move patients as far from windows as possible
· Ask visitors and ambulatory patients to move to central corridors, away from windows and remain there until “All clear” is announced

· Follow your department evacuation plan, if applicable.

Condition Alert
In the event of a disaster, in or outside of the hospital, which involves large numbers of potential victims, the following plans will be initiated:


External disaster:   
Overhead Page:
“Condition Alert – External”


If you are working when you hear this overhead page:

· Check your Department Specific Condition Alert Plan.


Staff members who are at home may be called in to assist with the disaster. 

Internal Disaster:  
Overhead Page: 
“Condition Alert – Internal”

In the event of an evacuation, you will be asked to assist patients and visitors out of the building.

Hazardous Materials

Overhead page: “Condition Orange”
ABMC (including East Surgery Center):  




DIAL 8911

West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 
DIAL 9-911  

You have a “right to know” about any chemical substance that may pose a hazard to your health. Hazardous materials must be properly labeled for identification and must include warnings or precaution directions for safe handling, exposure, or spills.  Each area has an inventory of all hazardous materials within that area along with a Materials Safety Data Sheet (MSDS) to identify the product, any reactions to the product and what to do in an emergency.   All employees, students, and volunteers should be alerted to these materials prior to beginning their assignment in their department.

In the event of a chemical spill or hazardous material spill, protect yourself, report the incident, and evacuate the area until the response team arrives.

Know the risks of any chemicals before you use them.
Utility Outage
Overhead page:  “Condition Utility”
ABMC (including East Surgery Center):  




DIAL 8911

West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 
DIAL 9-911  
In the event of a major utility failure (power, gas, phone, water, drains, ventilation, etc.):

· Do not panic

· Call the emergency number and give your name, the location and the description of the problem

· Plant Operations will respond immediately

Medical Gas Failure 
 
Overhead page: “Condition White”

ABMC (including East Surgery Center):  




DIAL 8911

West Surgery Center, 931 Discovery Road Offices, ABHC Clinic: 
DIAL 9-911  
Failure of the oxygen, nitrogen and/or medical air supply system. 

· Call the emergency number and notify the operator

· The operator will notify Respiratory Care and Plant Operations

· Return to your work area

· Determine and list the patients in need of medical gasses and the method of administration

· Give the list to Respiratory Care

· Assist Respiratory Care as needed

· Use portable medical gas cylinders

· Hand ventilate patients

INFECTION CONTROL/STANDARD PRECAUTIONS

[image: image14.wmf]
[image: image15.wmf]Ways you can help control the spread of infection
· Practice good personal hygiene

· Follow your assigned facility’s procedure

· Wash your hands frequently using proper hand washing practices

· Wear gloves when handling blood or body fluids

·  Follow patient isolation guidelines

Handwashing

Handwashing is the single most important measure to control the spread of infection. This simple action is the best way to protect yourself, your family, co-workers and patients from infections and communicable disease.  Wash your hands: when you start work; before and after any direct contact with a patient; after using the restroom; after handling any patient specimens; before and after eating; and before leaving for home.  Please wash your hands whenever you have touched something you think may be contaminated

Handwashing cleans the hands through the mechanical removal of organisms. In addition, some soap actually kills the bacteria on your hands.  Use the following procedure for hand washing:

1. If you will be drying your hands with paper towels, get the towel ready before wetting your hands.

2. Turn on the water, adjust the water to a comfortable temperature and wet your hands.

3.
Scrub: for AT LEAST 15 SECONDS under nails, around creases, between fingers and around any jewelry.

4.
Rinse your hands completely.

5. Dry your hands thoroughly.

6. Turn off the faucet with a paper towel.  DO NOT USE YOUR CLEAN HANDS.

Waterless Hand Cleaning Product:
1.
Apply a nickel-sized amount of product to the palm of your hands.






2.
Rub hands together covering all surfaces, including nails, until product evaporates.

Remember that hand washing is the single most effective way to prevent the spread of infections. 

Standard Precautions:

Since medical history and examination cannot reliably identify all patients infected with HIV or other blood-borne pathogens, Standard Precautions must be used for all patients.

Standard precautions include washing your hands after direct contact with each patient and with items contaminated with the patient’s blood or secretions.  Secretions include blood, tears, vomit, stool, etc.  This precaution must be observed regardless of the use of gloves.  All personnel must wear gloves at all times when there is possibility of handling blood or body fluids.

If you come in contact with blood or body fluids, it is important to wash off the blood or body fluid immediately and thoroughly with soap and water.  If cleanup of a spill is needed, contact the charge person in the respective area so proper procedure can be followed.  

Please note that gloves must be changed after each contact.  Hands are to be washed immediately after removal of gloves.  Anyone transporting blood or body fluids must wear gloves, 

Infectious Waste
Infectious waste is placed in red plastic bags, labeled and routed for special waste handling. 

Infection control is everyone’s responsibility.
[image: image16.wmf]ELECTRICAL SAFETY: Items to watch for:
· Be sure that equipment is in good working order. Inspect equipment before use for safety.




-No frayed cords




-No broken housing (casing of equipment)




-Equipment should NOT be sitting in fluids

-Watch for hazards around equipment, like dangling cords

· Know how to use the equipment in the manner the manufacturer intended. You should receive instructions from your supervisor or preceptor how to operate equipment in your area. Be sure you are familiar with instructions for use of all equipment.

· If a piece of equipment is dropped or malfunctions, 

-Be sure to take it out of use immediately 

-Have the equipment inspected and repaired by the Biomedical department.

·  Extension cords are NOT permitted.

[image: image17.wmf]GOOD BODY MECHANICS

Keep your back in good alignment. When you pick up an object, your ears, shoulders, and hips should all be in a straight line.

Size up your job before you begin (how much weight is involved, how far do you have to go with it, should you consider a mechanical device)

Face your load directly and get good footing

Always keep load close to your body (this decreases the amount of pressure exerted on that one point)

Work at the proper height
Lift ONLY 1/3 of your body weight.  Consider getting more help OR using a lift/mechanical device if the item to be moved exceeds 1/3 of your weight.
NEVER twist while lifting

Listen to your body (sensations of heat, pressure, stiffness, tiredness, or pain) are warning signals that you are overexerting your back. Stop what you are doing and rest.

REPETITIVE MOVES: move body as a whole unit, DON’T TWIST AT WAIST while lifting

PUSH & PULL: pushing is easier on your back; if you must pull a cart, then you must maintain the natural curve in your back. Stay close to the object, don’t lean forward, and use both arms.  You can push three times more than you can pull!

REACHING: let your arms and legs work, get close to the object. Use a stool or ladder to stand on, if the object is above your head.
MEDICATION ADMINISTRATION SAFETY

ABMC is committed to ensure safe administration of medication to our patients.  More than one million people in the U.S. suffer from preventable medical errors and 98,000 Americans die every year from preventable medical errors.  Errors that reach a patient are due to MULTIPLE breakdowns in the drug ordering, distribution and administration system.  Most incidents have multiple causes and multiple opportunities for prevention.  ABMC believes in a blameless reporting system of medication events and near miss events.  It is not WHO caused the error, but WHAT caused the error.  Our policy in regard to student administration of medications is that the faculty or the ABMC Preceptor must cosign ALL MEDICATIONS administered.
PERFORMANCE STANDARDS FOR CUSTOMER SERVICE

Customer Service
All staff, students, and volunteers are expected to treat patients and visitors as guests in our facility and to convey warmth, friendliness and courtesy to them.  Customer Service is a total commitment, and becomes a way of life for each employee, student, and volunteer.

Remember: Our patients, families and visitors expect the best and deserve to be treated with care, courtesy and concern.  What you do or say affects whether a patient’s experience is good or bad; and the impression you give is what will be communicated to them and remembered.

Helpful Hints:

	· Follow dress code
	· Be neat and clean

	· Be polite
	· Respect privacy

	· Smile
	· Introduce yourself

	· Use eye contact
	· Be a good listener

	· Be enthusiastic
	· Use initiative

	· Have a sense of humor
	· Be positive

	· Be sincere
	· Take pride in your work

	· Respect others
	· Be open to change

	· Cooperate with others
	· Be tolerant

	· Know the organization
	· Keep informed

	· Understand your role
	· Be able to answer questions

	· Recognize your feelings
	· Know your strengths and weaknesses

	Know how to handle complaints
	· Project positive body language

	· Use the person’s name
	· Wear your nametag identification


DIRECTIONS 

Driving directions: 

Aurora BayCare Medical Center is located at 2845 Greenbrier Road, just off Interstate 43 on Green Bay's east side.

To reach Aurora BayCare Medical Center from Interstate 43, take the Mason Street exit and go east to Ontario Road. Turn right and continue to Greenbrier Drive. Turn right and take Greenbrier to the medical center. The hospital also can be reached from the Manitowoc Rd./JJ exit off I-43. Go east on Manitowoc Rd. to the stoplight and turn left onto Eaton Rd. Take Eaton Rd. to Ontario Rd. and turn left. Take Ontario Rd. to Greenbrier Rd. and turn left.

If you have any further questions about Aurora BayCare Medical Center, or the department in which you are training, be sure to contact your instructor. 
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