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HACKETTSTOWN COMMUNITY HOSPITAL

RULES AND REGULATIONS FOR TEMPORARY EMPLOYEES
AND STUDENTS

WELCOME Hackettstown Community Hospital 1s 2 member of
Adveniist HealthCare, a nonprofit svstem of hospitals
and other healthcare providers and facilities based in
Rockville. Maryland, covering three staies — New Jersey,
Maryland, Virginia — and the Dismict of Columbia
Adventist HealthCare 15 part of a worldwide network of
institutions which include over four hundred medical
facilities in some 69 countries, These range from the
gecliimed Loma Linda Medical Center in Californiz and
1,200 bed Florida Hespital m Orlando te boat elinies on
the Amazon and mission hospitals in Africa and Asin
Scores of hospitals are located within the Unied States.

Adventist HealthCare emplovs more than 7,000 peaple
and cares for over 200,000 patients each yvear, Each
year, Adventist HealthCare facilitiss pedform nsarly 700
open heart surgeries and over 6,000 heart
catheterizations and angioplasties. tend to more than
147,000 emergency visitors, deliver almost 8,000 babies,
and provide 100,000 skilled home care visits,

You ean be proud to be 2 member of Hackettstown

Community Hospital and our Adventist HealthCare
family!

MISSION STATEMENT To reflect God’s love and caring in the healing of the
bady, mind and spirit.

VISION STATEMENT Leading the way to 2 healthier community

VALUES: RISES Respect, Integrity, Service, Excellence & Stewardship



CRITICAL SUCCESE FACTORS

APPEARANCE

We must be the best place to work for smulovess,
vhysicians, voluntesrs and partners.

We must provide the most extraordinary healih care
experience Tor those we serve.

We must be finaneially successful in order w0 invest in
o people, faciiities and services,

We must be & growing organizarion in order tn preserve
and expand our role as z vital community resourze,

We must be the safest place to receive care and deliver
superior clinical outcomes,

We must be valued as & faith-based organization,

Hacketistown Community Hospital recogmizes that
appearance and demeanor play an important role in
others having confidence in ng.

Identification Badees — Phato LD. badges must be worn
at all times while on duty, 1.0, badges must be
pastioned above the waist with name and photo clearly
visible.

Grooming Standards — Attention should be given to
personal hygiene, including daily oral care. Heavy use
of makeup, cologne and perfume should be avoidad.

Fingernails — Nails should be clean. neatly manicured,
and an appropriate business length for emplovess in all
departments of the hospital Consistent with National
Patient Safety and Infection Contro] Standards, the
hespital prohibits artificial fingernails or extenders to be
worn by staff who provide direct patient care, directiv
Supervise patient care; or have contact with patient care
supnlies, medications, eguipment or food. “Arificial
hngernails™ are defined a5 any material applisd 1o the
nail for the purpose of strengfhening or lengthening
nails, including but not Hmited 1o silk wrap; overlays:
fps; exienders; gels or tapes.

Hair — Hair should be neat, clean and styled for a
professional seting.

Dress Standards

Clothing - Clothing should fit properly, be modest,
coordinated. clean, pressad, in good repair and
apprapriate for the work environment. Uniforms should
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ETHICS

CULTURAL DIVERSITY

be consistent with the department or school policy, The
following items of clothing are never appropriate for
work within the hospital serting:

Tank, halter and tube tops

Casual footwear or flip flops

Spandex. sweat sufts and other exerciss-tvpe
clothing

Recreational shorts, skorts and slacks

Jeans (regardless of color)

T-shirts with slogans. logas or advertising
Extreme styles of clothmyg

Foorwear - Athletic shoss are not appropriate in most
areas of the hospital. Sandals, open-toed and other styles
of footwear may be prohibited in some arsas due to
safery precautions.

Business Attire - Shirts, tizs, and tailored slacks for
men; tailored slacks and skirts with jackets, blouses and
sweaters as well as dresses are considered appropriate
business attire for women in an office setting within the
hospital. Business suits and dresses should bs worn
when representing the hospital at business fonctions.

lewelry - Conservative jewelry, including earrings (not
to excesd one mch), is'acceptable mn most arcas of the
hospital. Excessive tattoos and body piercing jewslry
should not be visible.

The hospital’s code of ethics requires truthfuiness,
honesty, and personal integrity m all human activities,

Culture 15 defined &s “values, behefs, atitudes and
customs sharsd by a group and passed from ons
generation 1o the next. Culture is largely unconscience
and has powerful influences on health and iliness.

Cultural diversity refers to the variations and differences
amonyg and between cultural groups. Understanding your
own beliefs helps vou to understand other peoples
cultural beliefs.

Patients® respond to care that agress with their own
beliefs.

A patients cultural belisf may affect their expectations in
the care they receive. They include differences in beliefs
about pain, health, illness, d=ath and family.




CONFIDENTIALITY

HIPAA

A DErSOn mav gverrate or mnderrae pain depending on
how their culmre expresses pain. They may express pain
verpally or through nozverbal ways.

Birthing practicss vary by culture, Naming of the baby
and wha 15 present at the birth are two e HEmples,

Food choice is mfluenced by cubural belief. Some may
only eat vegetarian choices. Others may avoid park
products,

In some cultures fllnsss may be thonght to be &
punishment for wrong doing, while other cultures may
believe that it was caused i 0¥ bitterness or angsr,

A family’s role varies among cultures, Family
mvolvement in patients cars varies by culnme.

Being aware of eultural differences will help vou
provide the best care for your patient.

Confidenvality is a dght that is federally protected for
each patient in ordsr it protect their right to privacy.
Simple rules:

I. Do not discuss patients in public areas
(elevators, cafeteria, hallways, etc.)

Do not discuss patients with persons outside
the hospital.

3. Do not allow family members or visitors
access to the medical record withowt woittsn
permission from the patient.

NOTE: Any violaton of the confidentiality of medical
information may result in actons including
terminazion of employment

| {8

HIPPA is a federal regulation titled, Health Insurance
Portability and Accountability Act. The regulation is
designed to ]) reduce health care frand and abuse 2
enforce standards for health information and 3)
guarantee security and privacy of health information,

The HIPAA Prvacy regulations went inic effect on
April 14, 2003 to accomplish:

I Informing consumers ghout how their health
information is being used

2 To limit the release of private health information
{PHI).

To give patients access 1o their own health
records and request amendments/correciions.

Lik
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INSERVICE EDUCATION

INCIDENT REPORTS

PARKING

ELEVATORS

4. Limit the amount of hizalth information used and
disclesed 1o @ “mimimum necsssarny™

Health information as defingd by the HIPAA
regulations, mcludes information that is recorded or
maintained in all forms (written, verbal and electronic).
Digelosing of PHI requires patient authorization, unless
it is for Treatment, Payment and Health Operations or to
the public health or legal authorities charged with
preventing or controlling dissass, injury or disahility.

The HIFAA Privacy officer for Hackettstown
Community Hospital is Forrest Kinzii. If 2 patient has
questions or would liks to file a complaint, they can call
Adventist Health Corporate, or the US Secretary of
Health and Human Services.

The Office of Civil Rights (OCR) enforces the HIPAA
regulations, with civil and criminal penalties for flagrant
violations. Fines from 3100 1o 5250 and imprisonment
from 1 wyear to 10 vears can be assessed to individuals or
organizations for intentional disclosure of PHI,
disclosing PHI under false pretense or knowingly
misusing or selling PHI.

You mey purchase meals; featuring meatless entress, n
the hospital cafeteria or you may bring your own lunch.

Students are welcome to any inservies being held in the
hospital with the planning and permission of the
Education Department Manager and your Instructor.

Any incident of an unsafe nature that you witnessed
must be recorded on a special Incident Report. The RN
or Manager/Coordinator of the area will aid yvou and co-

51§,

See attached map. You may park in any of the purple
arsas.

Elevators should not be used during hospital

smergencies, such as fire drills or disaster exercises, so

that thev mav be available during this period. Elevator

courlesy is something which should be practiced. Each

should observe the following rules:

1. Patients and visitors should always be permitted
to enter and leave an elevator first

2. Do not detain the slevator by holding the door




FIRE SAFETY

The Code word for Fire is “Tr Fivemone™. Yonare
alerted 1o a fire and i Jocation b Oy an alarm svstem and
the message, “Dir. Firestone™ foliowed by the lasation of
the Gre. It is sssental that vou observe the follewing
procedurss and regulations:

1. Learn and be familiar with the fire rules and
regulations for the hospital in general and,
particularly, for vour department.

2 Learn where the nearest fire alarm bos and fre-

fighting egquipment are logated i your particylar

ark; area.
H\ CASE OF FIRE, EEMEMEER

Lad

B Rescus — Rescne neople in ]]]]Inf:thﬁt" danger
while ealling ot “Dr. Firssions™

A Alarm ~ Pull nearest wall aiarm.

[, Contain — Cless doors and windows,

E Evacuate — BEvacuate. or sxtingnish small fires.

NOTE: If the fire has not spread from the point at which
it started, it should be suppressed by the
discoversd!

REMEMBER THE PATIENT’S SAFETY ALWAYS
COMES FIRST

Reporting a fire and assisting with firs fighting 15 & job
obligation and the responsibility of EVErVOnEe.

PASE

To use a file extinouisher, remember this BCTOMYIL
Pull the pin

Aim at the base of the fire

Squeezs the handie
Sweep

G0 a0 N

You will be expscted fo follow the instructions outiined
for your deparmment during fire drilis conducted at
repuiar intervais.
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HOSPITAL CODES See chart belowr
CODE WORD WHAT IT MEANS NUMBER TO DIAL |
|
Dr. Firestone Fire or Fire Drill Pull closest fire alarm, If
alarm does not sound, dial
! 6000.
Dr. Dee Code Yellow 1) Emergency Management | Dial 6000
Plan is being instituted.
2} Dercontamination tent is
being set up
3) Hospital is being locked
down
Dr. Des Emergency Management Plan | Dial 6000
is being mstituted. i
Dr. Heartwell | Cardiac/Respiratory Arrest Dial 6000 |
| Dr. Spock | Infant/child abduction Dial 6000 |
Dr. Strong Obtain help for unruly patient | Dial 6000
or visitor | ‘
D, Help Help neaded outside. hospital Diial 6000
on hospital grounds | ‘

DO NOT DIAL “0” FOR ANY OF THESE CODES

HAZARDOUS COMMUNICATION When orienting to your department, be sure to talk with
your Manager regarding anv hazardous materials vou
may be workine with. For each harardons material
there will be & Materal Safety Data Sheet (MSDS).
These sheets can be found in the Environmental and
Patient Safety Manual (Bright Orange). These sheets
tell wou how 1o use the product safely, precautions 1o
take, first aid information and how to clean up a spill.

All hazardous materials must be labeled:

AL Mame of the product

B. Any hazard warnings

C. Mame and address of manufacturer
NEW EQUIPMENT All Equipment used on patients must be checked by the

Bicmedical Department. There will be & sticker on the
product o indicate this has been done. Before you uss a
new piece of equipment, be sure vou have hesn tramed
on-its correct use and a current imspecton sticksr 1s in




place. Failure to do this could cause harm o & parieyi or
yourself

If a piece of equipment malfunctions causing harm to 2
patient, immediately take it out of service, Label i and
semd it 1o the Risk Manager, Also complets an meident
report.

HOSPITAL ABUSE POLICIES Policies on how to identify and report Child Ahuss,
Domestic Abuse and Eider Abuss can be found in the
Admmistrative Manual (pink Dover) under the Nursing
Tab MU03. Be familiar with this polioy,

LATEX ALLERGIES The policy on how we care for the laex alierzic patient
1= found in the Administrative Manual (pink cover)
under the Nursing Tab NU(9. Be sure to review this
policy. Your department may also have a uni specific
policy. Patients with latex allergies are identified with =
red band.

If you have any problems with latex, it is your
responsibility to speak with Emploves Health,

INFECTION CONTROL Frequent, effective hand hygiene is the most Important
Wiy 10 reduce the risk of transmission of i Infecting
organisms from one person to another, Hand washm.cr_
should be performed promptly and thoroushly berween
patient contacts and after contact with blood, body
fluids, secretions, excretions and contaminarsd ftems. I
hands are niot visibly contaminar=d a watsrless hand
sanitizer may be wsed,

Barrier precavtions (gloves. goggles, masks, zowns, etc, )
also play an important part in reducing the transmission
of microorganismes from the patient to the smploves and
from the emplovee 1o the patient.

Standard Precautions as dsfined by the Centers for
Disease Control, (Atlanta, Gz.) are followed * by all
employsss with all patients. Expanded precautions,
Airborne, Droplet, Contact, and MDRQ, ars instituted
when indicated and signs placv::l on the door 1o the
patient room. They are to be followed by sveryons whi
comes m contact with the patient

Additional information can be obtained-in the™ Tnfection
ControlTsolation Manues!™ located in all panent cars
areas,
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NATIONAL PATIENT
SAFETY GOALS

RESOURCE MANUALS

ELECTRONIC SYSTEMS

SMOKING, DRINKING &
LOITERING

TELEPHONE COURTESY

TIPS AND GRATUITIES

The National Patient Safety Goals must be foliowed
when providing patient care. These arz required by
JCAHO. See attached.

several manuals are available on the units for your
review. The major ones are:

¥ Administrative manual

2. Department of Nursing Standards Manual
(Nursing policies and procedures)
Environmental and Patient Safety Manual which

Lad

includes:
a General Safery
b. Fire Plan
7 Digaster Plan
d. Blood Borne Pathogens Exposure
Control Plan
g, Tubereulosis Control Plan
i Hazardous Substance
.78 Infection Control Isolation Manual

See attached policy

smoking 15 not permitted in the hospital building. The
use of all intoxicants while on the premises is prohibited.
You will not be-allowed on duty if there are obvious
signs of the use of drugs or mtoxicants.

The telephone is very often the first contact the public
has with the hospital. Their impressions and opinions of
the hospital are formed to a large degree by this inital
contact. Each is requested to follow these recommendsd
technigues of telephone courtesy:

L Answer telephone promptly, Give the
department name followed by your name.
Example: “Nursing Office; Miss Smith™ and
title if appropriate.

Speak pleasantly and courteously.

Giva careful and accurate answers.

Ll

Y ou may not solicit or accept tips or gifts from patients,
their familiss, or frisnds for any service rendered in the
course of your duties. This will prevent discoimination
agamst patients regardiess of economic states, Cur
policy Teguires that sach patient recsive the best service
we can provide in pleasant and comforiable
surroundings.




EMPLOYEE HEATLTH

WORKERS® COMPENSATION

Employves Health is responsible for medical clearance of
newly nired employed, prior ©o thalr beginning
smplovment; ané of current smplovass prior 1o their
return to work following an absence that reguires
medical clearance. This is 1o ensure thet the employee is
free from communicable dissase and able to parform the
ezsential job functions 25 owthned in the job description.

The medical clearance for newly hired emplovees
includes & plyysical examination and history which needs
to be completed within 12 monthe prier to sarting work
at HCH, laboratory work (CBC, Measles (Rubenia) if
born after 1956 and rubslia (German Measles) scresn,
urine drug screen and Mantowx skin test for tubsreulosis
(TE) a two-step Mantoux is required for all new
employvess. uniess hefshe can provide writien
documentation that he/she tests positive for TE or has
had a TB sk test within the previous vear, Annual TR
testing is mandatory for al! emplovees who do not test
positive for TB. If you test positive, z chest x ray is
reguired unless vou have had one within 6 months.
Yearly e mantoux questionnaire is required In place of 2
PPD. The questionnaire fulfills the smploves’s yearly
mandatory reguirement,

Vaccines available through Employee Health include
Heparits B, infiuenza measles, rubelle. and/or tetanus.
Hepatitis B vaccines are available to those emplovees
whose job tasks expose them 10 blood and bodv fhuids.
Hepatitis B, measies, rubelia, influsnza and tetanus are
oiven at no cost to the emploves. A simned Hepatits B

sclination form is required if the individual
resporsibility involves nisk of possible sxposure to blood
or potentially mfectious materials.

Emploves Health is also responsible for the Workers
Compensation program at Hackettstown Community
Hospital by verifying and mvestigating work related
mjuries and illnesses. coordinating cars and follow-up.
Mamtaaning the O5HA |og, and authorizing peyvment of
medical bills for employees. Verifying EIB and jost
time must be discussed with Human Resourtes

Whenever vou have a work-related mjury or exposurs, It
15 Important vou Teport It 1o your manager or SUparvisor.
You will be Imstructsd to Tll o an EmplovesVolunizs

Injury/Mliness Report form which vou will take 1o-efther

Emploves Health or the Emergency Room for reatment
and urine drug testing. If you are seen in the Emergency
Deparimsnt Tor reamment of & work-relatzd Incigent, vou



must notify Emplovee Healih at extension 6911, If
reatment is neaded, & Doctor will be chosen by the
Employvee Health Nurse through our Workers
Compensation Provider network. That Dactor will
become the only authorized treating MD. an
employee chooses to be reated by 2 Dr. outside the
network, they will be responsible for pavment,

An employse sustaining & work-related injury or illness,
which leaves the employvee meapable of returning to
work will be granied a workers” compensation leave. To
be eligible for this leave. the employvee must provide
appropriate medical certification and follow all othar
workers' compensation procedures as directed by
Emploves Health, After all procedures are followed, a
leave can be granted up to a maximum of three months.

If an emplovee’s injury/illness requires an extension of
leave bevond three months. the emploves may be
eligible for additional time under the Family Medical
Leave Act (FMLA]. This is to be discussed with HE.
Before returning to work, an emplovee must report to the
Employee Health office with medical clearance from the
treating physician, which indicates his/her abilitv to
refurn to work and any restrictions that may apply.
Temporary modified (Light) duty is available. The
Emploves is required to read & sign a Temporary
Modified Duty agreement.

The Hospital will make every effort to accommodate an
employee’s return 1o works however, if job restnictions
apply which cannot be reazonable accommodated. the
emplovee will remain out of work until he/she can return
with or without reasonabls accommodations, provided
the employee s not out for longer than the maximum
leave time,

Emplovee Health maintains the confidentiality of all
emploves medical records. Your medical records ars
kept in a separate file from your personnel records and
are locked when Employes Health is closed, Copies of
any part of your medical record cannot be released
without your written consent. The exception to this is if
OSHA requests to sse vour medical file in relation to an
O5HA mncident. You may obtain copies of vour medical
recards by contacting Employee Health and filling out
the appropriate paper work.




The activities of Emploves Health are conducted iz
compliance with guidshines set forth by Hospital and
Department policies, as well as by Pederal and Siate
Requirements, and in accordance with accented medical
practice,




