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Clinical Instructor Handbook

Thank you for partnering with Huntsville Hospital Health System (HHHS) for your clinical rotations! This packet will provide the
information needed to make your clinical experience here a success. PLEASE NOTE THAT SOME OF THE MATERIAL IS AVAILABLE ALSO
ON THE HUNTSVILLE HOSPITAL WEBSITE: https://www.huntsvillehospital.org/schools-clinical-affiliation

Your Huntsville Hospital clinical instructor resource is:

Alexis Spalding, MSN, RN
Director: Clinical Nursing Practice
mailto: Alexis.Spalding@hhsys.org

This packet includes:

Expectations of Clinical Instructors, Students and Clinical Unit Staff..........cccccocevvrnernrnnnnanee. Pages 3,4
New Instructor Orientation Description
1. Prior to attending a one day new instructor orientation, instructors are to review

the section titled “Clinical Nursing Faculty” located at
www.huntsvillehospital.org/schools-with-clinical-affiliation

2. During the orientation instructors will complete the following competency

validations:

= |V Pumps, Restraints, Stryker Beds, Bed Alarms, Bed Scales, Chair Alarms,
Foleys, Defibrillator

= |solation Precautions, CHG Baths, Fall Precautions

= Point of Care Testing

= Pyxis for Nursing Instructors

= EMR (1Chart) — includes review of student documentation and co-signature
requirements.

3. Complete the following educational modules in addition to those classes
identified on the HHHS website:
o  Alaris System with Guardrails Suite MX training — Pump Module 0515
o  Online vendor education:
= Kangaroo Tube Feeding Pump In-Service
= Zoll R Series PLUS Defibrillator Module

REQUIRED DOCUMENTS for the instructor to review. Additional copies for you and your PLEASE ACCESS THE WEBSITE
students may be printed from the website under the heading: FOR THE COMPLETE LIST
www.huntsvillehospital.org/schools-with-clinical-affiliation

The documents below in RED are to be completed and given to the nursing Unit Director.
They can be printed from the website under the heading: Forms for Huntsville Hospital.

o

o O O

LW K0 00O

Review the “Orientation Packet for Students and Contractors” located on the website

Document 1: Affirmation Statement on Security and Privacy of Information Page 6
Document 2: Employee Occupational Health Policy........ccccoenvinernernsiisnsscnsnnns Page 8 -9
Document 3: Validation of Clinical Orientation to Huntsville Hospital Health System Page 11
(complete and give to your school designee to indicate compliance)

Document 4: Non-Employee Badge Request FOrm .........ccoccevennieisrinninessensennans Page 13
Document 5: Instructor Information for Nursing Unit Page 16
Document 6: Nursing Student Assignment Sheet.......cccccccvvereervennernecnensnnsnnesenns Page 18
Document 7: Nursing Pre-Clinical Agreement (complete and fax to: 256-265-1955) Page 21
Parking GUIdEIINES.......cccceviiiiniiniinnirceinenn s s s s s s s sss s e ses snssassns ssessnassass ssssansssassnes Page 22
PULSE Page, Lab Test Catalog.......ccccuvirniiniiniinninnnsnnssissnssisssinsssesssesssssssssssssssssssssssssssss sssssssssasasas Page 23
Clinical Units and Contact Information for Unit Directors........................ Page 24, 25, 26
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Clinical Instructor Handbook

CLINICAL INSTRUCTOR EXPECTATIONS:
PRIOR TO STARTING CLINICAL ROTATIONS:

e Complete all required clinical instructor documentation and give it to your Course Coordinator/Faculty to maintain (keep a
copy for yourself).

e Complete any required unit orientation (12 hours required for new instructors; 4 hours required for experienced Huntsville
Hospital instructors going to a new unit. This is the minimum requirement.)

e Complete the form, “Instructor Information for Nursing Units” and deliver to the Unit Director at your Unit Orientation.

e Review Parking Guidelines and Policies and Procedures listed on the Validation Form with your assigned nursing students
(Policies and Procedures are viewable and printable from the Huntsville Hospital PULSE page available from any hospital
computer desktop.)

e  Enroll your students in the HH EMR system — instructions and the semester-specific password are provided to your school
administrators each semester.

STARTING CLINICAL ROTATIONS:
e Introduce yourself and students to the Unit Director, the Clinical Education Specialist, the Charge Nurse, and clinical staff.
e  Pre and Post conferences* should be held in areas designated by the Unit Director. Please do not use public waiting areas to
meet with your students. (*Due to current COVID-19 restrictions, no pre/post conferences are allowed at HHSYS.)
e Students must be able to contact you easily during clinical rotations.

EVERY CLINICAL ROTATION:

e Maintain a professional appearance and demeanor and arrive on time for your scheduled clinical to ensure students can
participate in bedside shift report.

e Provide a formal assignment sheet every shift your students will be on a unit. Notify the Unit Director if your clinical group
will not be reporting for a scheduled day. Students may not care for patients on Airborne Precautions, including TB, chicken
pox, shingles, measles, or epidemic influenzas. They may provide care for other isolation patients.

e  Use your INSTRUCTOR IDENTIFICATION BADGE when operating any Huntsville Hospital equipment, i.e., Collection Manager or
Pyxis.

e  Observe all student medication administration through direct supervision, paying careful attention to the correct, hospital-
approved process for patient identification and safe medication administration.

e Instructors must document in the EMR for their students. (Including, but not limited to: vital signs, medications/IV fluids
administered, ADLs performed, treatments/procedures performed.)

e Instructors must supervise their students’ access, use, and disposal of all patient chart information.

e Instructors must report any abnormal vital signs, patient events, or issues of concern directly to the patient’s primary nurse.

e Ask the Charge Nurse for instruction and guidance prior to using any unfamiliar equipment.

e Remain with the students at all times during the clinical rotation and provide direct supervision for all patient care activities
unless the particular clinical rotation does not require faculty on site (remember, students must be able to reach you at all
times.)

e Instructor supervision is always required for any invasive procedure performed by a nursing student, for example: urinary
catheterizations, suctioning, nasogastric tube placement.

e Instructors are to supervise off-going report to the patient’s RN at the end of each clinical shift.

INSTRUCTORS MAY NOT:
e Allow any student under any circumstances to use your instructor ID, Log-In, or password.
e Deviate from hospital-approved methods for Instructor/Student documentation in the EMR or collection/documentation of lab
specimens. (All documentation must reflect WHO actually performed the action. If an instructor or student obtains a lab
specimen, all labeling and documentation must reflect this.)

STUDENTS MAY NOT:
e Accept verbal or telephone orders from providers under any circumstances.
e Pass any high-alert medications that require a two nurse independent double check.
e Administer IV medications in an emergent situation.
e Administer any controlled substance by direct IV push.
e Administer any type of blood or blood product (including RhoGAM).
e Administer oxytocin (Pitocin) to undelivered patients.
e  Administer chemotherapy
e Receive or sign for narcotics
e Take-off or receive new orders
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Clinical Instructor Handbook
NURSING STUDENT EXPECTATIONS:

1. Students are to review Huntsville Hospital policy and unit specific policy as specified on the Validation Form prior to beginning
clinical rotation and prior to performing any procedure outlined by hospital policy.

2. Students must maintain professional conduct and demeanor at all times:

Students must wear hospital issued identification badges at chest level.

Artificial or excessively lengthened nails are prohibited.

Students must follow their schools’ dress codes. In the event that these do not correspond to Huntsville Hospital Health
System Guidelines for employees, our guidelines supersede school guidelines.

Students must abide by Huntsville Hospital Health System polices related to smoking/vaping. They must not smell of
smoke.

Cell phone use, including camera and text functions during clinical time, is prohibited.

Confidentiality must be maintained along with maintaining professional boundaries through all social networking systems.

3. Students are to provide off-going report to the assigned patient’s RN when leaving the unit for any reason, and at the end of the
clinical day.

4. Students will not copy any portion of the patient’s medical record. All documents with protected health information must be placed
in unit trashcans at the end of the shift.

CLINICAL UNIT STAFF EXPECTATIONS:

1. Arepresentative from the unit will provide the clinical instructor with the unit orientation including a tour and where to post
assighments, where not to congregate, where to keep charts, when not to take charts, etc.

2. Avrepresentative from the unit will provide the clinical instructor with codes to all locked areas the students will need to enter to
perform their duties. Room codes may be distributed to students.

3. Should nurses on a unit assume precepting a student, then that nurse will assume responsibility of direct supervision of student at
that time, including supervising all treatments and all medication administration.

4. The staff on unit will be responsive and helpful.

CNP 2023-2024
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Document 1:
Affirmation Statement on Security

and Privacy of Information




Clinical Instructor Handbook

E Affirmation Statement

on Security and Privacy of Information

My signature below verifies that | have read and commit to the Huntsville Hospital requirements for confidentiality of protected health
information (PHI). Additionally, | am aware of and will follow hospital policies regarding the Privacy and Security of PHI including the
use, disclosure, storage and destruction of PHI. | will only access patient information that | need to do my job at the Hospital. | will not
access (via |I-Care, WellSoft, Mckesson, etc) patient information of family members (i.e. children, spouse, etc), co-workers, or other
people that is not required to perform my job.

Confidential Information includes PHI as well as information concerning quality assurance functions, contracts, business arrangements,
employee information and propriety information relating to the hospital’s finances, operations or future plans as described in
Administrative Policy “Confidentiality.”

As part of the terms and conditions of my employment or association, | hereby agree and accept that | will not, during my employment
(or affiliation) or after it ends, access PHI, or disclose confidential information except as required for my job duties and in accordance
with all policies and laws governing disclosure or Release of Information.

| agree that user identification codes and passwords will not be shared. Neither will | make an attempt to learn or use another
employee’s or associate’s passwords. | am responsible for the use and protection of my unique computer log-ins (passwords).

If I am an instructor, | understand that | assume responsibility for the actions of the students under my supervision to comply with the
Security and Privacy of Information Policy.

If I am a physician, | understand that | assume responsibility for the actions of my employees or office staff to comply with the Security
and Privacy of Information Policy.

Training: Members of the hospital workforce receive training on security and privacy during New Employee Orientation and during
annual required training. Any updates or changes to policies will be communicated via staff meetings, intranet and/or mandatory
requirements tests. Annual Renewal: | acknowledge that | know where to find policies for Privacy, Confidentiality and Compliance.

Corporate Compliance: It is my responsibility to follow policies and regulations as well as State and Federal laws. | understand that |
am responsible for knowing the rules and policies that apply to my job. The hospital has a Corporate Compliance program to assist my
knowledge of the rules. The hospital also monitors compliance with Federal and State laws and regulations, which includes my use of
hospital equipment and information systems. | am not aware of any violations of policies, laws or regulations and agree to report any
violations to the Corporate Compliance Officer. Questions about whether actions taken by the hospital are legal should be referred
immediately to the appropriate supervisor, or to the Corporate Compliance Officer.

Computer Applications: | further understand that | may be provided access to certain hardware and software applications, some of
which may be proprietary to their respective vendors. | agree to keep the hardware and software applications confidential, to not
disclose to third parties, and to use such hardware and software applications only for the benefit of Huntsville Hospital.

Exclusion List or Status: | confirm that | have not been excluded by the U.S. Government from participating in any governmental
program nor, to the best of my knowledge am | under investigation. | agree to notify the Corporate Compliance Officer immediately
upon my receiving written or verbal notification that | am proposed for exclusion from any governmental health program.

I understand that a violation of this affirmation statement could result in disciplinary action up to and including
termination of employment/contract/ association/appointment and a report to my professional regulatory body.
Additionally, federal law provides for the imposition of fines and imprisonment pursuant to HIPAA violations.

PRINT NAME: ID #

AFFILIATION: o Employee o Volunteer o Physician o Contractor o Instructor/Student o Other

SIGNATURE: X DATE:

WITNESS SIGNATURE: X DATE: 5/15Form # NS 286320
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Document 2:
Employee Occupational Health Policy

CNP 2023-2024



Clinical Instructor Handbook

HUNTSVILLE PR )

HOSPITAL Organizational-Policies -and -Procedures
Policy- Title:-Emplovee-Cccupational HealthInfection Contraols s
Department:-Employee -Health:= i
Area:-HospitalvWides Effective-Date:-hay- 1995 s
Pages: 3 Dated ast-HevisedReviewed - April- 201 7= i
Approved-by- Infection-Control-Committee- | Referencedumber:-[C.001.09: Ex
Original-Date -Approved:- Way- 19495 Inactive-Date:-= s
T

Excerptfrom-Employee-Occupational-Health-Infectionh-Control-Pelicy-defining-
when-NOT-toreportfor-a-Clinical’/Non-Clinical-assighmentfor-high-school-health-
sclence-students,-nursing-school-students-and-associated-instructorsy
Thefull-policy-referenced-inthe-above-headingis-available-onthe-HHHS-“Pulse”-

Eage.ﬂ
Policy

Huntsville Hospital Systerm'smissiondis to-provide-a-comprehensive-employee-accupational health-

program, to-protectthe-emplovee patient,and-visitorfromthe-spread-ofcommunicable-diseases.-In-

arderto-he-assuredthatourmissionis-met thefollowing-elements-have beenincludedinthe program:y

* = Pre-employmernt-screeningy

* = Personnelhealthand-safety-educationy

* & [mmunization-programsy

* =+ Protocolsforsurveillance-and management-ofjobrelated-illnessand-exposurestoinfectious-
dizeases|

* = Counseling-sernicesforpersannelregardinginfectiontisksrelatingto-employmentorspecial
conditionsy

* — Guidelinesfarwaorkrestriction-hecauzse-ofinfectious-diseasey

* — Waintenance-of-healthrecardsy

* =+ Physician-senicesforemployvee-acute-illnessy

T
The-following-established programshave-heendevelopedto-assurethe-employees'protection:y
T

E..+» = Infections-orconditions thatreguire-ahsence fromsork:y

1. 4Skin-infectionswhere drainingwounds-are-present. The-employee-mayreturn to-woarkwhen:
the-drainage-ceases-Seehelowfarspecificrestrictions

2. +Respiratorytractinfectionsincluding butnotlirmited o4
a. +Group-A-Strep--Strep-screening andtreatment-services-availableinEmplayee:
CcocupationalHealth-Office; the-employeemayreturnto-work-after-24-hours-of
treatmentfor-Group-A- Strepy
h. +Pneumoni=]
c. #Active: Pulmaonary TB---the-employeemayreturntowork-whennegative-sputum for-
AFB- arwhenteleasedfram-physician g
d. #Influenza
e +humpsq
f +Perussis
3.--Active-viral-exanthemsincluding hut-notlimitedto:q
a. +varicella~--Emplovees-mayreturnto-workwhenlesions duetoraricella-are-dn-and-
crusted
h. +HerpesZoster- Employeeswith Zostermaywoark-ifthe-lesionsmaybecovered-and:
the-emplovee-cantberestrictedfrom-care-ofhigh-risk-patients Y
c. +Rubeolay
d. +RFubella|

CNP 2023-2024



B

- T
FPhysicianfinfectionContraluntilthe-employeeis-determinedto-be-noninfectious. The-Emplovee-

Health-Office-may-be-contacied-ifthere-is-a-guestion-anworkrestrictionsforilinesses Y

Infections-orconditions with limited patientas sionments:q

1

1
1

Referencesy
CDC:-Guidelinesforinfection-Cantrolin-Healthcare-Personnel 1998y

Clinical Instructor Handbook

Organizational-Policies -and ProceduresT

1] i ~Theemployeemay-returnio-work:
whenthe diarrhiea- Dr*-.rumnmg -ahates (SeeClostridiumdifficile-guidelineshelowy

5. +Conjunctivitis: The-employve e mayreturntoworkwhenthe-drainageceasesy

‘ScabiesiLice: Theemployee may-returnto-work-24-hours of-effective- treatrment g
Ay condition-suspectedto-beinfectious-orcontagious-as-determined by EmployveeHealth-

1. +Herpes-Simplex--restricted from-carefor- immunosuppressed-patients pregnant-patients:
arinfants q

2. a+HerpesFoster-- Emploveeswith-Zostermaywork-ifthe-lesionsmaybecovered-andthe-
employeecan-berestrictedfrom-care-of-high-risk-patients J

3. aPoisontwiContact Dermatitis-employees-with-contactdermatitisdue to-poisondnfoak:

ar-otherplants maybeallowed torenderpatientcare providing-employveewashesthe:

affected-hody-areato-remove-allplantails-andifthe- lesions-are-notdraining. If-the-

dermatitis becomesinfected, the-employvee-must-he-evaluated-before-returning towork y

AlUreus--employeeswith-an-openiesion-are-restrictedfrom-

Methicillin-Resistant-3taph,
vtk -All-otheremplovees-arereviewwed forrestrictions. -Any- employvee-determinedto-be-
a-carrierofinfectionis permittedtowark-duringtheirtreatment.All- employvees-diagnosed

with-mMESA: are-requirediobe-cleared - Employee-Health-Occupational Physicianpriar:

to-return-to-work, g

4. aHepatitisA--employeesindirectpatientcare-orfood-serice-are-restricted fromanwark.-All-
employeesdiagnosedwith-HepatitisAare requirediohe cleared byv-Employes-
QecupationalHealth Physician-priorto-return-towark

f. «Clostridiurmdificile —Employeeswith-active-diarrhesal-stoolsve sulting from-Clostridium:
difficile-infection-are-restrictedfromavark-until-diarrheal symptomsare-resaled Al

employveesdiagnosedwith-ClostridivmdifficiledInfection-arerequiredfo-beclagred by

EmployeeHealth-Occupational Physician-priortoreturntowork. g

4

tudent-Printed-Mames__ - — —

Student Signature_—» - - - = T
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Document 3:
Validation of Clinical Orientation to
Huntsville Hospital Health System

Instructors must review (at a minimum) the
Policies and Procedures listed on the Validation of
Clinical Orientation Document with all nursing
students prior to the beginning of each new
clinical rotation. The policies may be viewed and
printed from the PULSE page of the hospital
intranet.

10
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EVALIDATION OF CLINICAL ORIENTATION TO HUNTSVILLE HOSPITAL HEALTH SYSTEM
Thank you for reviewing the required Huntsville Hospital facility orientation material listed below. Please complete the following steps:

e Review all material as indicated

e Complete tests/quizzes

e Sign all affirmation/validation statements to indicate that you have completed requirements

e  ONTHIS FORM, place a check mark in the box provided adjacent to each line item to confirm that you have completed all

requirements. Sign, Date, Print your name and give it and all other forms to your school designee to be placed in your file.

Students and instructors are expected to follow ALL Huntsville Health System Policies and Procedures. Prior to engaging in any patient-
centered activity ensure that any applicable policy and procedure has been reviewed and that appropriate supervision is in place.
Consult unit staff and administration at any time.

ORIENTATION MATERIAL REVIEWED: (check all that apply)

Care Class for All Employees

Care Class Clinical for Clinicians that Prep & Admin Meds

Employee Occupational Health Policy

Orientation Packet for Students and Contractors (complete tests/affirmation statements)
HHHS Guidelines for Health Science Instructors

HHH Guidelines for Clinical Instructors of Affiliating Nursing Education Programs

Oooooon

POLICIES AND PROCEDURES AT A MINIMUM REVIEWED VIA HHHS INTRANET — “PULSE PAGE”
O Confidentiality of Patient, Employee and Proprietary Information

Fall Prevention and Management

Safety Manual (Huntsville or Madison)

Suicide Precautions

Intravenous infusion, Central Line

Flushing of ADULT Central and Peripheral Lines

Hazardous Drugs

HIPAA Privacy and Security Responsibilities

Patient Identification

Urinary Catheter policies

Isolation Manual

Medication Use Guidelines

Medication Administration, Double Checking Medications and Hand-Offs
Medication Administration by G/NG Tube

Medication Administration, .M. Injection

Medication Administration, .M. Injection Sites (Adult)

Medication Administration, Oral

Medication Administration: IV (Intravenous) and IVPB via Saline Lock, Continuous Peripheral, Central IV Fluids, IV Push (IVP)
Medication Administration, Subcutaneous Injections

Restraint Guidelines for Non-Violent or Non-Self-Destructive Patients

OOoOoOoooOoOoOoOooOoooooooag

| the undersigned, have read, understand and will abide by the Huntsville Hospital Health System orientation material listed
above.

Signature Date Printed Name

The language in this orientation material is not intended to create a contract, in whole or in part, express or implied, between the Huntsville Hospital
Health System and any student or instructor on its premises.

11
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Document 4:
Non-Employee Badge Request Form

. J

Please see page 13 for the Non-Employee Badge Request process

12
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Health
System

r . )
-

Incomplete forms will not be processed.
Applicant: After form Is completed return to your coordinator/supervisor/POC.

HH Representative: Print the completed form, address HH section, and return to HH Security by e-maoil oddress below.
Email: badge. requestupdaote @hhsys.org

Diates: / / -to- / /
Start Date Expiration/Groduation
LEGAL
NAME:
First Middle Last
Date of Birth: Social Secority#: - -
Mo’ eyt Vear
ADDRESS: Lity:
State: Zip Code: Fhone #:
COMPANY/SCHOOL: HH DEFARTMENT:
BADGE TYPE:
Sl o
D CLINICAL STUDENT D HEMSI
fincluding High School Shudens)
D CLINICAL INSTRUCTOR D INTERN
fincluding High School Instrciors)
. INTEE
D CONTRACTOR D VOLUNTEER
O panera O vesvor
Effecsive Apeil 1, X023 there will be a 3000 charge for all sindenis te kave an HH badge. (High School students will receive a Shadowing badge
Srom Covperrate Universing The badge will he acnive wmil the clinicel round is complere or watil gradiation date. There is a 32000 replecement
Jee i ke hadge i lost or domeged.

Seudent Parking: Park behind First Bapiist Churek lecared on Governors Drive. Sardents will paek av the east end of the parking o clesest o the
kaspiral. Fowr o ride back to powr velicle in the affernoor coll 26 56660

Cantractor Bedges: The first hadye is free of charge for the flrer badge. I the badge i ozt or damaged there will be a 320000 fee ro repring the
banedge. Al contractor Badges will kave a frermiration dare set according to which comracred company veu go throwgh.

If porking guidelines are not followed, vou are subject fo a parking fine of S50.00 for 1™ offense ard 825000 for 2 offenze.

Slgrmtare: Dage:
(Signanere verifies thal vou have read the above siptement and urdersiand the parking guidelines for Hunisville Hospisal)

= Bdges con be made 24 howrs after Security recedves the completed form. The Security offfce is located inside the visitor garage by the exiy
gates The Badge (Yfce (Phonel 56-265-80012) is apen M-F from 6000-0 800, We accept arsl, check or debir.

_____ e S s S
HH SUPERVISOR SIGNATURE: EMPLOYEE ID #:
DEPARTMENT (5 digiis): PHONES®
13
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Non-Employee Badge Process

Acquiring a student or instructor badge takes approximately 3 to 5 business days.

Completely fill-out the top part of the form. All information must be included. If not, Security will not process the form.

Non-Employee Badge Request Forms must be collected by each school and scanned/emailed in a batch to the Clinical Nursing
Practice Department. Please email to: andrea.payne@hhsys.org and/or to kathy.elliott@hhsys.org

A typed list of names of students and instructors requesting badges must accompany the batched Non-Employee Badge
Request Forms. Please note: Failure to send a typed list of names may result in a significant delay in processing badge
requests.

Non-Employee Badge Request Forms sent by individual students or instructors will not be processed. We have no way of

assuring that the individual requesting the badge is truly a student or faculty member of your school.

The Clinical Nursing Department operates from 0800 — 1630 Monday — Friday. Batches of Non-Employee Badge Request Forms
received during non-business hours will be processed the next business day.

Badges are made by the Security Command Center located inside the Visitor Parking Deck on Gallatin Street. The Visitor
Parking Deck is located at the Main Hospital Entrance (to the left of the fountain) on Gallatin. You will be required to sit for a
photo.

Student badges are active from the date of issue through the graduation date that the requestor indicates on the form. Badges are to
be collected by the instructor for all senior/graduating students and returned to the Huntsville Hospital Security office for deactivation.

Instructor badges expire each year on AUGUST 31* and must be reactivated by contacting Security: 256-265-8012. If an instructor
needs access to restricted areas (such as Labor and Delivery) the nurse manager of the unit must be contacted to grant access. This
request is not processed through the Clinical Nursing Practice department.

Students and instructors are required to wear their badges at all times while on hospital property. Badges must be visible and worn
above the waist. ONLY the student or instructor badge may be worn if the student/instructor is also a HH System employee — do not
wear multiple badges.

14
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Document 5:
Instructor Information for Nursing Unit

15
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(Give this completed form to the Unit Director or their designee PRIOR to beginning FIRST clinical rotation)

Unit Name:

Instructor Name:

Home:

Instructor Contact

Information: cell:

Email:

Date Arrival on Unit

List Dates and Times

Students will be on

Unit for semester

(include prep times)

16
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Document 6:
Nursing Student Assignment Sheet

17
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(Give this completed form to the Unit Director or their designee at the beginning of EACH clinical rotation)

Nursing Student Assignment Sheet

Date: School:
Instructor: Instructor Contact Number:
Time on Unit: Time Leaving Unit:
Student/Patient /Room# Clinical Focus Areas (please circle tasks | Comments (Please
the student will be expected to perform) specify any specific
focus the student
might have)
Bath Personal Care Bed
Ambulation Treatments
Oral Meds IM Meds
Bath Personal Care Bed
Ambulation Treatments
Oral Meds IM Meds
Bath Personal Care Bed
Ambulation Treatments
Oral Meds IM Meds
Bath Personal Care Bed
Ambulation Treatments
Oral Meds IM Meds
Bath Personal Care Bed
Ambulation Treatments
Oral Meds IM Meds
Bath Personal Care Bed
Ambulation Treatments
Oral Meds IM Meds
Bath Personal Care Bed
Ambulation Treatments
Oral Meds IM Meds R
Bath Personal Care Bed
Ambulation Treatments
Oral Meds IM Meds
Bath Personal Care Bed
Ambulation Treatments
Oral Meds IM Meds
18
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Document 7:
Instructor Pre-Clinical Agreement

19
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INSTRUCTOR PRE-CLINICAL UNIT ORIENTATION

The following guidelines will be followed based on orientation needs.

1. Forclinical instructors who are:
a. new to the Huntsville Hospital Health System, or,
b. have not served in this capacity during the past three years:

These instructors MUST complete the requirements of hospital/nursing orientation:

. 12 hours with a staff preceptor be completed on the assigned nursing unit. This time should include: unit orientation, review
of patient population, familiarization of the floor plan and routine, introductions to the different staff roles and interaction with
the staff, patient assignments including patients not to take, who to contact during off hours, process to charge supplies.

2. For clinical instructors who are Huntsville Hospital Employees, or who have been nursing instructors at the Huntsville Hospital
Health System previously but are assigned to a different clinical unit (did not have students on a newly assigned unit during past
academic year) the following is RECQUIRED:
= A minimum of 4 hours clinical orientation on the new unit — covering the same unit specific items as outlined above.

3. Forclinical instructors who are returning to the same clinical unit

= |tis REQUIRED the instructor communicate with the nurse manager/charge nurse to receive an update of new treatments,
processes and protocols being utilized on the unit.

4. ALL Instructors are to complete the Pre-Clinical Agreement located on the following page.

20
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Huntsville Hospital Pre-Clinical Agreement

Unit: Unit Director: Instructor: School of Nursing:
Clinical Rotation | Start Date: Finish Date: Number of Students:
Time:

Clinical instructors who are new to the Huntsville Hospital Health System, or have not served in this capacity during the past three
years, MUST complete the following requirements of hospital/nursing orientation prior to supervising students on our units. ALL
instructors must meet with the unit director prior to clinical to assure instructor is comfortable with the policies of the nursing unit.

v

Complete at least a 12 hour shift with a | Name of Preceptor assigned:
staff preceptor assigned by the Unit
Director on the nursing unit. Date of Orientation Shift:

During the shift the following items are to be covered by the preceptor:

Unit orientation including process to check out charts, locations of floor crash cart, 02 shut off, fire extinguishers and
location for pre and post clinical huddles, lunchrooms and restrooms available to students

Review of patient population, receive list of common diagnoses and key medications used on the nursing unit

Documentation in EMR, vital signs, baths, fall risk, activity

Process to charge for supplies

Identify preferred method of communication with Unit Director, email, office phone, text, cell

Discuss rationale for weekly patient assignments — how weekly objectives will be communicated with Unit Director.

Review of the following policy and procedures as specified in Appendix A of the Huntsville Hospital Health System Guidelines for
Clinical Instructors of Affiliating Nursing Education Programs located on the HHHS website at: www.huntsvillehospital.org/schools-
with-clinical-affiliation. It is the Nursing Instructor’s responsibility to review, at a minimum, the following polices with their students:

Urinary Catheter (FOLEY) Policies

Confidentiality of Patient, Employee and Proprietary Information

Fall Prevention and Management/Fall Assessment Tool

Flushing ADULT Central and Peripheral Lines (students may only flush PERIPHERAL lines)

Hazardous Drug Medical Surveillance

HIPAA Privacy and Security Responsibilities

Patient Identification, Patient I.D.

Intravenous Infusion, (IV) Infusion, Peripheral

Intravenous Infusion, Central Line

Isolation Manual

Medication Use Guidelines

Medication Administration, Double Checking Medications and Hand-Offs

Medication Administration by G/NG Tube

Medication Administration, .M. Injection Sites (Adult)

Medication Administration, .M. Injection

Medication Administration, Oral

Medication Administration: IV (Intravenous) and IVPB via Saline Lock, Continuous Peripheral, Central IV Fluids, IV Push

Medication Administration, Subcutaneous Injections

Restraint Guidelines for Non-violent or Non-self-destructive Patients

The Emergency Conditions and Basic Staff Response Guidelines located in the SAFETY MANUAL — on the PULSE page.

Review of specific UNIT competencies that instructor would be supervising::

Nursing Instructor Signature: Unit Director Signature: Date:

Fax completed form to Clinical Nursing Practice: 256-265-1955
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Huntsville Hospital Instructor and Student Parking Guidelines

Welcome to Huntsville Hospital Health System (HHHS). These Parking Guidelines are provided to inform students of where to
park when present on the Huntsville Hospital, Women and Children’s and Madison Hospital campuses. Parking Guidelines are not
“recommendations,” each student is expected to follow the Guidelines EVERY time they are present for “school related reasons” on the
HHHS campus. Students need to add 20-25 minutes to their arrival time to insure they arrive on time to their units for their pre-clinical
huddle.

Instructor Parking: All instructors may park on the top deck of the Employee Garage. Access is obtained via the faculty badge. M-F
after 5:00 and all weekend days/nights faculty may park on levels 3&4 of the Blackwell Medical Tower.
Students precepting or in clinicals on the Huntsville Hospital campus M-F, 7a-7p should use the following
instructions:

e  Huntsville Hospital Main:

o Enter student parking from St. Clair Street directly behind 1% Baptist church located on Governors Drive. Students
should park in the furthest spots on the east side closest to the hospital.

o Students can walk 1.5 blocks east towards the main hospital and tram station. For a ride back to cars in the afternoon
call 256- 265-6660.

o For safety/traffic reasons, students are asked to use the sidewalk and all crosswalks.

o For any emergency requiring our Security Department, please call 256-265-6660. Shuttle service is only available for
large groups. Security must be called at a minimum of 15-20 minutes in advance.

e Huntsville Hospital for Women and Children (WCH):

o Parkin the same parking lot as indicated above for Huntsville Hospital Main. The Tram is the quickest way to travel
from the Huntsville Hospital Main (HHM) to WCH. Follow the signs to the Tram station. It is located on the second
level of HHM, one floor above the cafeteria. There are two Trams; the Tram on your right is an “express” (stopping
only at WCH) and the TRAM on your left is a “local” stopping at each building between HHM and WCH. Take the Tram
on your right, the express.

Students precepting or in clinicals on the Madison Hospital campus M-F, 7a-7p should use the following

instructions:
e Madison Hospital - Students assigned to Madison Hospital will park in the parking lot off of Highway 72, in front of the
Medical Office Building . Upon entering Hospital Drive from Highway 72, take the first left and then turn left again into the
parking lot.

Instructions for Nights and Weekend Student Parking:
o Huntsville Hospital Main - on the top level of the Employee Parking Garage, located behind the McDonald’s
Restaurant
o Huntsville Hospital for Women and Children - on the top level of the Medical Office Building(MOB) close to
Women and Childrens Hospital
o Madison Hospital — Park in the parking lot off of Highway 72, in front of the Medical Office Building . Upon entering
Hospital Drive from Highway 72, take the first left and then turn left again into the parking lot.

Escort:
If at any time a student feels insecure in walking to a parking area at any of the three campuses, a Security escort can be arranged. Call
the internal number of 5-6660 to arrange for a Security officer to escort you to your vehicle.

Consequences for NOT following Student Parking Guidelines:

Detailed parking guidelines are provided so students will avoid having a wheel lock placed on their cars and being fined. If student
Parking Guidelines are not followed, students will be subject to a parking fine for each occurrence ($50.00-$250.00) Paying for parking
in a non-designated student parking area does not exclude a car from being wheel locked. Not following Parking Guidelines could result
in a student no longer being able to use Huntsville Hospital as a clinical site.

Thank you for your cooperation. We have tried to think of the fairness to each student when creating these Guidelines. There are

several schools and many students present at our facility, often at the same time. We have made it our priority to be sure parking is
safe and available to all students.
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PULSE Page

The face page for the hospital’s intranet is titled the PULSE page. It is where daily updates are posted. It is also where Clinical
Instructors can access HOSPITAL POLICIES AND PROCEDURES, ORDER SETS, THE SAFETY MANUAL (INCLUDES THE EMERGENCY
CONDITIONS AND BASIC STAFF RESPONSE). Other important information is accessed via the Hot List drop down section from any
hospital computer. Many of the items listed on the Validation of Clinical Orientation can be found on the Hot List.

e — 3
OR Schedule & | 555 ons M | Self Service P! | Nurse Survey Concerned? B |Health Works 2.0 Web Mail | @ help

r=t pplications X )

‘_! UpToDate TIC Quick Ref B8 NetLearning 0 gg:;:%erdkronos B suggestions? o (Mol . h eCharting

Site Search @

Mowve Reguest
MSDS Info
Matural Standard
@ Subimit Announcemert @ Wiew Classes & Workshops @ wigw Eralcglalon-Approved Abbreviations
%rder Sets
Please scroll down for more anhouncements OR Schedule
Cutpatient Pharmacy
Search - Cactus

Upcoming Events h BS oo}
PY¥ Lab is Moving
Monday, September 05, 2016 CQuantros - New QORR

- Wisdom For YourWeek: Find SURVEY: Culture of Patient Safety gsallg:a?;irsrg:l: Guide D
Solutinns_not Faults g ¥

q . R te A
No Doctor in Employee Health on Monday until 12:30pm Remoﬂe ?CESS JLizt (HH &40
- 2016-2017 In-Patient) Observation Sl 2l L List (Wiachsoni)

Eatient Influenza Yaccine Season 2017 Surgical Technology Program Applicati S; :E: E‘I\Bl‘g\ans

q R for Mursing
Wednesday, September 07, 2016 CaiianlCapcailuaen:tiopth Safety Concems
i i q fety Manual - Huntsville Hosg
- Infection Prevention & Control 101 What Myrtle meant 1o you video %a .
Live Class Redister Mow Snace b o Safety Manual - Madison Hospi
Lirnited Scope of Serices
Skincare —
- 2016 17th Annual Perinatal Social Secutity
Conference from 7:30am to 4:30pm Spanish Reference

Statlock Foley Device
- Seats Going Fast Redister Mow for 2016-2017 In-Patient / Observation Patient Influenza Vaccine Seasom
Infection Prevention & Cantrol 101
Class Compassion Fatigue: Are you running on fumes? class at Corporate

University(Z) Randall W. Henson
P

Quantros Down on September 15th from 6 — 10 pm for Mai

Thursday, September 08, 2016 Nominate an HH Everyday Hero Today!

- Huntsville Hospital Employvees
Save on Disney on lce coring to Shred Day - September 14, 6:30-8:30 a.m.

Huntsvillel

Seats Going Fast Regi: Now for Infection Pri tion & Control 101 Class

- Wihat hivrile meant to you video

Friday, September 09, 2016

T R T S

20116 Palliative Care Symposium - Saturday, Oct. 15 from 7:30am to 12:30pm

How to Locate the Lab Test Catalog

*  Goto PULSE page

e Click on Departments

e Select Operation 1

*  Select Laboratory Services
e Select Test Catalog

e Typein test name
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UNIT/UNIT DIRECTOR PHONE LIST
NURSING ADMINISTRATION SERVICE LINE PHONE LIST

Updated: AUGUST 2023

SERVICE LINE NAME POSITION OFFICE UNIT / LOCATION UNIT EXT
Cardiac Dennis, Morgan Pres HHC, ¥P Ccv{801-6806 Administration Heart Center 801-6806
Cardiac Cantrell, Wendy Director Card Ser| 58420 Administration Heart Center 58420
Cardiac Jackson, Carol Coord Heart Center 8016713 Administration Heart Center 801-6713
Cardiac Fowler,Caley 5L Admin Cardiac| 56013 6th fl Elevator Tower | CVSL Float  |[56013
Cardiac Rode, Lark Divigion Asst.  |58635 Gth fl Elevator Tower 58635
Cardiac Carlyle, Julie Unit Director 58600 6E-M CWICU 58618
Cardiac Carlyle, Julie Unit Director 58600 BW-M PCW 58643
Cardiac Carlyle, Julie Unit Director 58600 Cardiac Surg Pre-Admit 52335
Cardiac Sims, Carla Tele Mgr/Ed 52753 Telemetry Monitoring 52726
Cardiac Haynes, Anu CVOR Director [74639 CV Operating Room 74639
Cardiac Homsby, Arin Unit Director 58411 Cardiac Cath/EP Lab 58186
Cardiac Homsby, Arin Unit Director 58411 Heart Institute/ Cardiac Short Stay|52965/52968
Cardiac McAllister, Heather |Unit Director 58956 BME-M CCL | 58645
Cardiac McAllister, Heather |Unit Director 58956 BMNW-M CCU 58644
Cardiac Plemons,Christy Unit Director 56878 6MN-M Card | 58648
Cardiac Plemons,Christy Unit Director 56878 EMST Card IV 50650
Cardiac Wermner, Sara Unit Director 56601 AW Card |l 56648
Cardiac Werner, Sara Unit Director 56601 3E Card Il 58587
Cardiac Bates, Angie Manager CR |5B6462 Cardiac Rehab 57143
Cardiac Bates, Angie Mgr. CHF AP [56462 Congestive Heart Failure Clinic BMT |56566
Cardiac Fischer lrene Admin Secretany 56602 Cardiology Il 3E CHF BMT 58587
Medical Buchmann,Brian |5L Admin Medical 57987 AMST-M / 5NE 57987
Medical Binford, Danita Divigion Asst.  |57987 AMST-M [ 5ME 57987
Medical Esneault, John Coord Pt Relation| 57987 2 Elevator Tower MSL 578497
Medical Webster, Dawn Unit Director 56316 EE-M RCU 55499
Medical Webster, Dawn Unit Director 56316 SW-M RCU 58622
Medical Thompson, Maryann [Unit Director 50683 ENE Medical Unit 58343
Medical Jordan, Gina Lnit Director 56510 AME MICU 51120
Medical Jordan, Gina Lnit Director 56510 AMST-M MICU 58649
Medical Lochner,Loren Unit Director 52062 ZE/2W Acute Medical Care 3 (IMED) |58241/ 58243
Medical Bryant, Tammy Unit Director 531560 7T Dialysis Overflow 52824
Medical Bryant, Tammy Unit Director 53150 25-M Dialysis 52824
Medical Adams, Karen Unit Director 52845 Cancer Registry / Center for Lung Health |52215
Medical Davis, Janice Unit Director 53070 BMT OFPM, Med Mall DCC, CCI OP  [53058
Medical Chester, Linda Unit Directar £8549 TH-M THW Acute Medical Care 1 (FAMP) [58585/52051/56810
Medical Peterson, Tabatha |Unit Director 58323 T-M Acute Medical Care 2 [Genf) { MSL Floa| 56976
Medical Peterson, Tabatha |LUnit Director 58323 TE-M Acute Medical Care 2 (GenM) [52051
Medical Smith,Ruth Unit Director 52793 TMST Oncology 50715
Medical Elledge-Mauman, Jan{Ql/Data Offsite
CONTINUED ON NEXT PAGE
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Surgical Neville, Cheryl VP [ SSL 52139 Administration, BMT 58818
Surgical Whitman, Latoya Adm Assistant |56728 Administraton, BMT 56728
Surgical Brown, Catherine H 5L Admin-Surgicd 58621 dth Fl Elev Tower 58621
Surgical Moss, Vicki Division Asst.  [52511 ath FI Elev Tower 52511
Surgical Director 55 OR | 53866 1st floor MAIN 53866
Surgical Kendrick,Brian Director 55 571 |55700 Surgery Ortho Sivley Tower 1 |55700
Surgical Latham, Rebecca  |Mgr. Clinical 55700 Surgery 1st Floor Ortho ST 55700
Surgical Roberts, Allison Mgr. Clinical 55800 Surgery 2nd Floor Spine ST1 55800
Surgical Wilkerson, Tracy OR Director, W&C  [57686 15t floor W/C 57173
Surgical Holcomb,Gina OR Director Main  [58109 15t floor MAIN GMT 59768
Surgical Lowry, Kim Director Anesthesia| 58246 15t floor MAIN 55246
Surgical Olive, Michelle Director, PACU 56643 15t floor/3rd floor MAIN 58111
Surgical Goins, Kayla Coord Anes Ed |54931 15t floor MAIN 54931
Surgical Young, Ashley Unit Director 52601 Endoscopy Center - Main / W&C  [58907
Surgical Pike. Starla Unit Director 58195 1GNM/AMGSM STICU 55196
Surgical Coffey, Graceland |REM Charge 56683 Surgical Obs Unit GMT 54805
Surgical Erwin, Shannon Unit Director 56816 4E P5U | 56629
Surgical Erwin, Shannon Unit Director 56816 4W PsU I 56639
Surgical Griggs, Dimaris Unit Director 56656 AM T ANW PSU I 55E58-NVW/SEE6T-N
Surgical Gardner, LaShawn  |Unit Director 55200 2-5T Ortho Surg Obs Sivley Tower|55200
Surgical Williams, Jennifer Unit Director 55460 3-5T Ortha Trauma Sivley Tower {SSL Flaat [55300
Surgical Williams, Jennifer  [Unit Director 55360 4-5T Ortho Spine Sivley Tower 56400
Surgical Gardner, LaShawn  |Unit Director 55260/55560 |5-3T Ortho Joint Camp Siviey Tower (55500
Surgical Collins, Lee Unit Director 58344 gM NPCU 56657
Surgical Ladner, Andy Unit Director 58869 BMST Meuro Spine Temp SMST renovation| 508560
Surgical Mitchell, Jenny Unit Director 52706 BME-M NICL 56644
Surgical Pruyne, Karen Coordinator 52556 83-EEG/Meurodiagnostics 55902
Surgical Micholas, Marsha Coord Quality RN50545 B8MST Meuro Spine 50850
Surgical Holmes, Katharine |Data Analyst 56671 gth floor 56671
GMT Lovell, Staci Dir Pain Mgt.  |57964 GMT Pain Mgt 57248
GMT Moffett, Cathy Mar. Pain Clinic |53226 GMT Pain Mgt 57246
Emergency Murray, Ryan VP! Emergency| 52816 Administration, BMT 52816
Emergency Lochner, Greg SLA Emergency |59998 ED Administration 59998
Emergency Langford, Stacy Director ED 58202 ED Administration 58202
Emergency Donaldson, Victoria |Unit Director 59259 POD G/ Observation Unit hbb22
Emergency Donaldson, Victoria |Unit Director 59269 Admission Overflow hbh22
Emergency Thomas, Joyce Disaster Prep  |53373 ED Administration 53373
Emergency Andrews, Michele  [Mgr CCT 51947 Critical Care Transport 51947
Emergency Pinto, Sheryl Division Assistani58249 Emergency Department 58249
Behavioral Bailey. Brad Unit Director 56615 3SE-M Behavioral Health Services{58983
Behavioral Bailey, Brad Unit Director 56615 A5W-M Geriatric Psych 58980
Behavioral Bailey, Brad Unit Director 56615 35-M (BHS) 58995
CONTINUED ON NEXT PAGE
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Womens Sanders, Elizabeth (VP / W&C 57061 W&C Hospital 1st floor 57061
Womens Case, Cheryl SLA (Childrens) 57981 W&C Hosp Peds ER/PICU/Peds [57061
Womens Hopkins, Patti Director 57127 Breast Center & MH Breast Centern 57127
Womens Wallace, Wendy Division Asst.  |57061 WE&C Hosp Admn 57061
Womens Wiersma, Lisa Admin Assistant|57063 WE&C Hosp Admn 57063
Womens Colson, Tammy Unit Director 5231 JWS-E Surgical 573599
Womens Colson, Tammy Unit Director 523M AMEE Adult ICU 57400
Womens Mog, Cathy Unit Director 57502 EMB-E Mother/Baby 57599
Womens Mog, Cathy Unit Director 57502 EMSY  Well Baby 575N
Womens Westenhofer, Lindsey{Unit Director 57968 45-E PEDS / WE&C Float Pool 57499
Womens Farr, Sarah Unit Director 57947 45E-E PICU 57947
Womens Davidson, MNichole Unit Director 57382 Meonatal ICU 57318
Womens Provence, Heather  |Unit Director 50804 25-E Antepartum h7298
Womens Shockley, Nichole S |Unit Director 52819 2E-E Labor and Delivery 57219
Womens Provence, Heather  |Unit Director 50904 2W-E Obstetric Emergency OB E057450
Womens Renew, Beatriz RM Mavigator  |55833 St Jude Clinic 55833
Womens Trentham, Michelle [Unit Director 57064 Peds ER 57755
Womens McCrary, Stephanie  |Mgr. CM 57983 Case Mgt @ W&C 57983
Madison Hospital [Wright, Mary Lynne |President 75010 Administration Madison 75010
Madison Hospital [Madison, Betty Executive Assistant| 75010 Administration Madison 75010
Madison Hospital |Taylor, Melissa Clinical Director [75015 Administration Madison 75015
Madison Hospital [Coots, Shay Case Management [75033 Madison Hospital 4th Floor 75033
Madison Hospital |Colquitt, Renee Unit Director 75187 Z2E-W Mather Baby 75200
Madison Hospital |Colquitt, Renee Unit Director 75187 2W-W Labor and Delivery 75199
Madison Hospital |WoodruffLaShaina  |Unit Director 75300 JE-W Med/Surg 75300
Madison Hospital |WoodruffLaShaina  |Unit Director 75400 4E-W Med Surg 75400
Madison Hospital |Hargovsky, Jenifer Unit Director 75394 5E-W PCU 759949
Madison Hospital |Hargovsky, Jenifer Unit Director 75394 SEIMY ICU 75590
Madison Hospital |Scott, Bobby Unit Director 750949 Emergency Department 75051
Madison Hospital |Eason, Vaughn Unit Director 75150 Respiratory Therapy, Imaging Servicd 75150
Madison Hospital |Marquez, Kate Unit Director 75295 Surgical Endoscopy, Materials Mgt. [75295
Madison Hospital |Wilder, Robert LInit Director 55099 Cardiopulmonary, ED 55099
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