St. Vincent’s East

Department Specific Orientation Checklist

Name:
(last) (First) Middle Initial
SSN:
School Name:
Program: .
(Circle One) RN LPN High School
Clinical Rotation:
DEPARTMENT SPECIFIC ORIENNATION CHECKLIST
TOPIC Date Reviewed Initials of
v" as Reviewing with employee (mark if N/A appropriate and initial) Reviewer

Department Overview
Introduction to Personnel
Dress Code

Locating of Time Clock/Method of use

Clocking in “On Call”
Clocking in when working in any other area than your home base

Clock In and Out Times

Documentation of clocking problems

Attendance Policy (point system)

Who to notify when calling in sick or absent

Location of the “Work Schedule”. Frequency of new schedule and
explanation of codes
Method to request vacation or schedule changes

Departmental Tour
Restrooms
Lounges/Lockers

Supply Cabinet and stockroom

Departmental Safety

Location of safety manual

Location of Hazardous Communication Manual
Location of computerized Hazardous
Communication Manual

Hazardous Waste Disposal

Location of Infection Control Manual

Use of personal protective equipment

Securing belongings (Self & Patients)




TOPIC . Initials of
v' as Reviewing with employee (mark if N/A appropriate and initial) Date Reviewed Reviewer

Fire Plan

Condition Red

Fire drill/actual fire

Fire alarm-location

Fire Extinguishers/location

Smoke Compartments-Location

Exits and stairway-location

Severe Weather Plan

Unit Role in condition Gray-Tornado

Unit Role in Condition White-Snow/Ice

Safety and Disaster

Unit Role in Condition Adam-Infant Abduction

Unit Role in Condition Blue-Bomb

Unit Role in Condition Yellow-External disaster

Workplace Violence (location of panic button, scheduling class)

Smoking Areas/Policy

Use of Body Mechanics while at work

Code I-Crash Cart (Adult)

Code Il — Crash Cart (Pediatric)

Utility Failure Plan

Power

Water

Communication (Phone)

Equipment Failure Plan

Reporting Method

General Information

Hospital Mission Statement

Unit role in the mission of the hospital

Organizational Policy Manual

Review of Organizational Chart

Role in Organizational Chart

Departmental Manual

Administrative Manual

“Chain of Command”

PI Process

Computer Training (email, internet, intranet)

Password Security

Voice Mail

Ordering of Supplies




v' as Reviewing with employee (mark if N/A appropriate and initial)

TOPIC

Date Reviewed

Initials of
Reviewer

Issue Keys/beepers

Paycheck Distribution

Review of Job Description

Confidentiality
Code of Conduct

Harassment
Incident Reporting
Solicitation

Review of Policies

Student Signature:

Preceptor Signature:

Date:

Date:

Initials

Signature

Initials

Signature




