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Policy:  The Service Unit shall provide an individual who is new to the organization or to a department/service with an orientation of sufficient scope and duration to inform the individual about his/her responsibilities and how to fulfill them within the organization or department/service.

Purpose:  The orientation process is designed to promote the safe and effective performance of staff member's responsibilities and familiarize them with their responsibilities and/or work environment before initiating patient care and/or other activities.

Procedures:

1.
A brief introductory orientation shall be provided to all new employees/students/volunteers within two (2) days of employment.  A checklist is attached to this policy and will be considered a part of this policy.

2.
Employees/students/volunteers exposed to hazardous chemicals shall be provided hazardous chemical training prior to initial assignment to work with a hazardous chemical.  This is a responsibility of the department/service supervisor.

3.
Permanent employees, temporary employees, and students with assignments of over two months, shall receive a department/service orientation no later than 30 days after employment.  The orientation shall include:  department/service policies and procedures, the individual's job description, and performance expectations.  This is a responsibility of the department/service supervisor.  Documentation shall take the form of a department/service orientation checklist.

4.
Permanent employees, temporary employees, tribal employees with assignments of over two months, and students with assignments of over two months, shall attend the monthly new employee orientation class.  (2 1/2 days) The orientation shall include:  Information about the organization's mission, governance, policies, and procedures; the plant, technology, and safety management programs and the individuals safety responsibilities; the organization's infection control program and the individual's role in the prevention of infection; and the organizations quality assessment and improvement activities and the individual's role in these activities.   Attendance at the orientation shall be documented on the employee's training record and orientation checklist.

5.   An employee who is new to a department/service, but not to the       organization, shall receive an orientation to that                 department/service and his/her job responsibilities within it.

6.   When a staff member is expected to routinely or frequently         work in more than one department/service, he/she shall be          appropriately oriented to each department/service in which         he/she will work and to his/her job responsibilities in each       department/service.

7.
Contract/TDY personnel, locum tenens, JTPA employees, volunteers, and tribal employees/students (under two months) shall attend one of the bimonthly "Mini-Orientations" (2 1/2 to 3 hours).  

8.
Contract/TDY personnel, locum tenens, JTPA employees, volunteers, and students (under two months) shall receive an appropriate orientation to the department/service in which he/she will work, to his/her specific job responsibilities, and to the organization's policies, procedures, and disaster plans.  This is a responsibility of the department/service supervisor and will be documented on an orientation checklist. 
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