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ORIENTATION REFERENCE GUIDE

2021
Mission Statement
We strive to heal, to comfort, to teach, to learn, and seek the knowledge to promote health and prevent disease.
Our patients and families are the center of everything we do.  We dedicate ourselves to furthering our rich tradition of health care Innovation, leadership, charity, and the highest standard of care and service to all in our community.
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The 12 Tenets apply to us all,
no matter what our unit or department,
no matter what our job title.
At your next staff meeting, discuss
how these apply to specific tasks and
responsibilities in your department.

And don't forget to ask yourself
everyday, throughout the day:

“Does this action
show that iCARE?”
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iSTART: New Employee Checklist

What You Should Know as a New Employee at Tufts Medical Center

Welcome to Tufts Medical Center.  You may want to use this checklist as you progress through your first 30 days here to be sure that every aspect of the new hire process is addressed.  

YOUR NEW JOB AND DEPARTMENT

_______
Review your job description and expectations.

_______
Review department practices (i.e. work hours, shift differentials, dress code, who to call if you will be out sick or late, develop goals and objectives with manager, review lunch (30 minute) and break (15 minute) practices).

_______
Departments/Names of important contacts

_______
Request meeting with supervisor to go over any questions or concerns regarding new position or department. 

PRACTICES AND BENEFITS

​​​________
Reporting Hours Worked, Timekeeping, and Pay Check Cycle- , direction on which time clock or method of time-entry to use; MyTime Form
________
Performance Review Process

_______
Holidays

_______
Paid Time Off or Vacation and Sick Policies

_______
Attendance Expectations Policy

_______
Professional Image Policy, iCare and 12 Tenet Standards

_______
Medical/Dental Insurance

_______
Life Insurance

_______
Long/Short term Disability

_______
Tuition Assistance Program

_______
Retirement Savings

_______
Flexible Spending Account

_______
T-Pass/Parking Information

_______
Policies (See Intranet)
All current hospital-wide policies are located in Policy Tech.

[image: image9.jpg]| will introduce myself to all those | serve,
letting them know who | am and why | am there.

| will practice telephone etiquette at all times,
ensuring excellent communication.

| will be on time — because others count on me.

| will maintain confidentiality — because it is the
right thing to do.

| will project a professional image at all times;
| am a professional.

| will promote the safety and comfort of patients
and families; this is my responsibility.

| will take pride in Tufts Medical Center’s appearance;
we are a world-class medical center.

| will “own” an issue or concern and work toward a prompt
resolution; meeting patients’ needs is my top priority.

| will demonstrate teamwork and cooperation,
ensuring the best in patient care.

| will project a positive attitude toward our patients and
those | serve, creating an incredible work environment.

| will respect others as | would like to be respected.

| will deliver an exceptional patient experience that
exceeds expectations.




Tufts Medical Center is one of the most innovative hospitals in Boston serving the community since the late 1700s. We are very proud of the high level of professional care that patients receive when they come here. We are also proud of our extremely talented pool of employees who continue to be the key to our success.  You are now a member of this dynamic and caring team.  We are pleased to have you join us.  

We have compiled this booklet to assist you in getting to know the hospital and some of our important practices.  We understand that your first day on the job can be hectic, and you may not remember all that you learn. Use this booklet as a resource and reference guide to help you to get comfortable finding your way around the hospital and understanding our services. 

It’s important to remember that the Human Resources Department is here to assist you, as our valued employee.  Please feel free to contact Human Resources at ext. 6-6352 or on our main Human Resources line at ext. 6-7630 if there is anything we can do for you. 

Once again, welcome to Tufts Medical Center. We thank you for selecting us as your new employer. 
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Tufts Medical Center/Operator




617-636-5000

Information Services (Help Desk)




6-6485

Payroll Line






6-8102
Human Resources (Benefits, Policy questions, 

             6-6352

Other employment related questions)







Human Resources (Main Reception)



6-7360

Patient Safety and Quality Hotline



6-4444

Public Safety (non-emergency)




6-7700

Public Safety (emergency)




6-5100

Environmental Health  





6-5024  
Compliance Reporting Hotline: 




855-400-6002

Tufts Medical Center Emergency Codes

Code Black




Closure of Emergency Department

Code Blue




Cardiac/Respiratory Arrest

Code Triage



Activation of Emergency Management Plan

Code Gray




Campus Lockdown

Code Green



Evacuation

Code Help
Emergency Department Decompression

Code Silver                                                     Weapons Incident

Code Orange
Bomb Threat

Code Pink
Infant or Child Abduction

Code Red 
Fire

Code Purple
Unruly Patient or Visitor

Code Yellow
Decontamination Team

Code White
Missing Adult

Rapid Response
Acute Medical Condition


· Providing a safe and secure environment for our patients and their families, employees, staff and the physical property of Tufts Medical Center is the goal of our Security Program.  In order to assist Public Safety staff in providing a secure environment, employees should always prominently display their Hospital issued ID badge.  The Public Safety department relies on all staff members to be vigilant and immediately report any adverse incident, suspicious persons or activity.

· Immediately report security emergencies to extension  6-5100
All non-emergency security issues should be directed to extension.  6-7700
· Keep personal property and Tufts Medical Center property under your control or secured at all times.
· Lock up purses, backpacks, briefcases, coats and other personal items while at work.

· Do not bring large amounts of cash, expensive jewelry, credit cards, personal electronic devices or any item that may be a target of theft.

· Ensure that Tufts Medical Center issued equipment used at your workplace is properly secured at all times especially when left unattended.
· Unauthorized person in area-what to do
· If appropriate, ask, “May I help you?”

· Otherwise, leave the area and contact security at ext. 6-5100
· Remember distinguishing characteristics: height, weight, race, hair length & color, clothing type

· Familiarize yourself with security measures in your work area:
· I.D. Badges for identification and card access-to be worn at all times.  Uniformed Tufts Medical Center Public Safety officers patrol throughout the campus.

· Card access on entrance doors

· Omni locks, key pad locks and key locks

· Public Safety Dispatch Center in Pratt 1 monitoring alarms (door, panic buttons) and CCTV closed circuit TV cameras and monitors

· Take class in DEFUSE training (crisis de-escalation); use skills learned to de-escalate agitated patients and family members

· Special security focus is provided to the:
· Emergency Department

· Mother Infant Unit, Labor & Delivery, NICU

· Pediatrics

· Pharmacy

· Psychiatry-inpatient and outpatient

· Critical care areas
· Code Pink announcement is an infant or child abduction.  The word drill is used during a practice.
· Code “99” Blue is a health related emergency that may involve support from Respiratory/Cardiac arrest or Medical Emergency.

· Rapid Response – Acute Medical Condition
· Lost and Found – lost items such as ID badges, keys, phones, etc. may be dropped off at the Public Safety Dispatch   Center (Public Safety Office) located in the Pratt Building,  1st floor.

Homeland Security Required Information:

· How to handle suspicious mail
· A suspicious letter or package may have excessive postage, hand written addresses, unfamiliar return address or no return address, incorrect titles or names, lopsided or uneven envelope or grease stained packaging.

1. DO NOT open or move the letter or package.  Close the doors to the area and evacuate staff to safe location

2. Contact Security ext. 6-5100 to report the situation; they will secure the area and connect with emergency response teams

3. City emergency response teams (Boston Fire/Haz Mat/Bomb Squad) will respond to the scene and investigate the situation.

4. Contact Infection Control to report potential exposures to contaminants ext. 6-5921.

· Bomb threat by phone-what to do
-  
Remain calm

· Speak in a normal tone

· Listen for distinguishing characteristics of the caller’s voice and background noise

· Write down everything you remember and immediately call and report it to Security
The hospital has an Emergency Response Guide that is kept in each department.  The guide is designed to guide you during emergencies such as fire, disaster, bomb threats or medical emergencies.  Anyone wishing to get more information regarding emergency procedures should speak with their supervisor to review the guide or you may contact the Tufts Medical Center Disaster Preparedness Manager at ext. 6-8670.

Employee Emergency Information Line 6-5678.

WHEN SMOKE OR FIRE IS DISCOVERED:

· Use the R.A.C.E. approach to fire response

· R= Rescue/Relocate Persons from immediate fire scene/room

· A= Activate the nearest alarm, and call ext. 6-5100 to give exact location. Note that alarm pull stations are located at the entrance of stairwell doors.

· C= Contain the fire by closing ALL doors of the room/area including fire doors

· E= Evacuation when instructed by following the department evacuation plan; Extinguish fire if it is safe to do so.

· When evacuation is ordered, evacuate patients/employees in the following sequence.
· to the next fire zone at the same floor level (horizontal evacuation)

· the same floor in another, adjacent building (horizontal evacuation)

· use the stairs (vertical evacuation)

· NEVER USE AN ELEVATOR

· The Nurse Manager determines when medical gas shut off valves should be deployed on patient units.
WHEN YOU HEAR A FIRE ALARM AND THE POINT OF ORIGIN IS NOT YOUR FLOOR:

· Pay close attention to the overhead communication system, for further updates about the status of the fire drill and instructions

· Be alert for signs of fire or smoke on your floor-if so-follow RACE plan

· If your building is not adjacent to the fire drill, continue your normal work routine.

YOUR RESPONSIBILITY FOR FIRE SAFETY:

· Familiarize yourself with your specific role during a fire emergency
· Know the designated escape route for your area (locate evacuation map posted by stairwells).
· Know the location of the nearest fire alarm pull station for your work area.
· Know the location of the nearest ABC extinguisher and how they operate
· ABC extinguishers are multipurpose and contain a dry chemical, which can be used for all types of fires:  ordinary combustibles, flammable liquids and electrical equipment.

Purpose:  To provide a comprehensive program to monitor and record chemicals coming into the Hospitals in order to provide accurate and up-to-date information to all employees 
1. Material Safety Data Sheets AND Safety Data Sheets (MSDS & SDS):  MSDS’s and SDS’s are automatically requested via the Hospital Material Management Department when supplies are ordered.  The MSDS’s or SDS’s for materials ordered are routed to the Environmental Health Office where they are reviewed and placed on file using MSDSOnline which is accessible through the intranet.  Companies who supply incomplete information on MSDS’s or SDS’s are contacted both verbally and in writing.  They are requested to supply additional information in the form of a revised MSDS or SDS.  If your department needs an MSDS or SDS added to the database, please contact the EHS office. (contact information below)

2. Training:  Tufts Medical Center employees attend a general orientation presented by the Human Resources Department which reviews key elements of the Hazard Communication Standard as well as other pertinent health and safety information.  Employees are instructed to request additional information from the department they report to.  Department managers schedule yearly training programs regarding the “Right to Know”, through Environmental Health services. The program includes a question and answer period.  

3. Labeling:  Labeling of hazardous substances is required to provide an immediate warning of a hazardous substance as well as provide a summary of information on the MSDS or SDS.  Products that are purchased by Tufts Medical Center meet the labeling requirements required by OSHA Standard.  Individual containers that are diluted and distributed on site are labeled to identify the product.

4. Contractors:  Contractors working in areas with potential hazards are informed of the particular concerns of the area when known in the following manner.  The Project Manager, Director of Facilities, and the Contractor discuss the areas prior to any scheduled work.  If there is a known potential hazard, it is identified and the Project Manager contacts the person with expertise in the area of concern for recommendations (i.e. for radiation hazard contact Health Physics; for chemical hazard contact Environmental Health; for equipment hazard contact Medical Engineering).  When a suspect area such as a laboratory is scheduled for renovation/demolition, all potentially hazardous materials are removed; the area is cleaned, decontaminated, and inspected prior to any scheduled work.  This activity is documented by the Safety Officer, in writing, to the Director of Facilities, and copies are sent to the Project Manager as well as the contractor.  Contractors working on-site are required to have MSDS’s or SDS’s available for review.
Environmental Health  - ext. 6-5024 or   TuftsMCSafety@tuftsmedicalcenter.org


I. POLICIES

A.  Standard Precautions shall be observed throughout Tufts Medical Center (the “Hospital”) to prevent contact with blood and other potentially infectious materials.  Standard Precautions apply to all patients receiving care in the hospital regardless of diagnosis or presumed infection status.  The practice of Standard Precautions is a broad program intended to minimize staff and employees risk exposure to potentially infectious pathogens.

a.  Standard Precautions apply to (1) blood, (2) all body fluids, (3) nonintact skin, and (4) mucous membranes.  
i. Standard Precautions are designed to reduce the risk of transmission of microorganisms from both recognized and unrecognized sources of infection in hospitals.  

ii. Staff must wear appropriate PPE when coming into contact with body fluids, mucous membranes, and nonimpact skin on any patient or non-patient.  PPE may include but is not limited to gloves, face shields, gowns.

B.  Bloodborne Pathogen Exposure Control Plan
a. Proper hand hygiene prevents the transmission of bloodborne pathogens, including Hepatitis B, Hepatitis C, and HIV/AIDs.  

b. All procedures involving blood or potentially infectious materials shall be performed in such a manner as to minimize splashing, spraying or aerosolization of these materials.
c. Hepatitis B Vaccine:  Hepatitis B vaccine shall be readily available at no charge, to all employees who have the potential of being exposed to blood or other potentially infectious materials.  Hepatitis B Vaccine shall be offered to employees in accordance with the Hospital’s existing “Hepatitis B Vaccination.” 
d.  No eating, drinking, applying cosmetics/lip balm, or handling contact lenses in clinical areas

e.  No food and drink should be kept in refrigerators, freezers, shelves, cabinets or on countertops or bench tops where blood or other potentially infectious materials are present.  

f.  Post-Exposure Evaluation and Follow-up:  All unprotected exposures to blood or other potential infectious materials, such as exposure through the eyes, mouth, mucous membranes, or nonintact skin, “Bloodborne Pathogen Exposure Control Plan.” Exposed body surfaces, including eyes, shall be washed flushed with water for at least 15 minutes if contact occurs with blood or other potentially infectious materials.

g.  Sharps: Extreme care shall be taken to prevent injuries when handling needles, scalpels, or other sharp instruments.  To prevent needle stick injuries, needles shall never be recapped, purposefully bent or broken by hand, removed from disposable syringes or otherwise manipulated by hand.  Following use, disposable needles, syringes, pipettes, scalpel blades, razors and other sharp instruments shall be carefully discarded in puncture-proof containers designated for sharp disposal.  Following use, all disposable sharps shall be treated as infectious waste.

II.   PROCEDURES & PRACTICES

A. Hand Hygiene/ Hand Washing remains the single most effective method of preventing the spread of infection.  Hand hygiene is performed before entering and exiting a patient room and in accordance with the World Health Organization Five Moments for Hand Hygiene.  Hands shall be washed before glove application, and immediately after gloves are removed, and before and after patient contact.

· Use soap and water when hands are visibly soiled

· Alcohol Based Hand Rub (ABHR) is also available

· Do not use non-hospital approved hand rub or lotion, as they can inactivate the hand soap and ABHR

· Artificial nails are prohibited for personnel who provide or effect direct patient care (handlers of food, medications, and instruments/equipment requiring sterilization and disinfection)

· Natural nail tips should be kept to ¼ inch in length or less

· Gel and lacquer nail polish is acceptable as long as it is kept in good condition, with no cracks or chips.

B.  Protective Protective Equipment (PPE): Protective barriers shall be used to prevent exposure from contact with blood or other potentially infectious materials.  PPE is not to be used in the hallway or during patient transport.  Hands and equipment should be cleaned prior to hallway movement.  Patients can also be masked and gowned with a clean gown as appropriate.  PPE is available at no cost to employees and includes but is not limited to:

· Gloves shall be worn when handling blood and other potentially infectious material of all patients, for procedures involving contact with mucous membranes and nonintact skin, or when handling articles contaminated with blood or other potentially infectious materials.

· Sterile Gloves shall be worn when performing invasive procedures.  Torn gloves shall be replaced immediately, and gloves are never to be reused.  Hand hygiene must be performed before and after gloves are used. 

· Fluid-Resistant Gowns or aprons shall be worn in situations where there is risk of splashing blood, or other potentially infectious materials on clothing.

· Protective Eyewear and Masks shall be worn in situations where there is a potential for splash of blood or other potentially infectious materials on the face or into the eyes.

· Employees in clinical areas that may require N95 masks will need to have fit testing done upon hire and annually.

· Surgical Caps or Hoods shall be worn for procedures where there is a potential for splashing or splattering of blood or potentially infectious materials on the head.

· Fluid-Proof Shoe Covers shall be worn where there is a potential for contamination and/or soaking of shoes with blood or potentially infectious materials.

· All protective attire is to be removed immediately upon leaving the work area or as soon as possible if visibly contaminated, and placed in the designated areas for storage.  Hand hygiene must be performed before donning, and after doffing PPE.  

C.
Employee Practices

· Transport of Specimens and Equipment: 


1. All laboratory specimens shall be considered infectious.  Labeled specimens shall be transported in a sealed, leak-proof biohazard-labeled bag/container from the time of collection until final destination.  



2.  All used surgical equipment should be also transported in a sealed, puncture proof and leak proof container with a biohazard label.  Humipaks are available in various sizes for this purpose in clinical areas.      

F. Cleaning and Disinfection:  Work surfaces shall be cleaned with an approved disinfectant following completion of procedures, and when visibly soiled.  Non-dedicated equipment will be cleaned after each patient use with an approved disinfectant wipe.  Contact or “wet times” are based on the Manufacturer’s Instructions and product label, and should be followed for each type of disinfectant used.  The actual physical removal of microorganisms by scrubbing is an important as any antimicrobial effect of the cleaning agent used.

· Equipment that is to be serviced or shipped will be cleaned per the “Cleaning of Patient Equipment” Policy.  
· Decontamination of Blood/Potentially Infectious Materials:  Gloves shall be worn when cleaning up any spills of blood or other potentially infectious materials.  Follow the Standard Operating Procedure in the Bloodborne Exposure Policy.  

· Housekeeping:  All cleaning schedules and methods shall be in accordance with the policies and procedures of the Environmental Service Department.  Housekeeping performs terminal cleans on patient rooms upon discharge, and daily as needed.   

G. Disposal of Infectious Waste: All Infectious waste shall be handled in accordance with the existing policy entitled “CPM 15 Compliance with Environmental Laws.”  Additionally, all infectious waste shall be placed in designated trash containers.  Infectious waste includes all trash contaminated with blood, potentially infectious materials, pathological and microbial waste.

IV. TRAINING/EDUCATION

A.  Each department shall be responsible for ensuring that all employees have read and understand the Bloodborne Pathogen Exposure Control Plan at the time of their employment and on an annual basis.  Each department shall be responsible for maintaining records indicating that all employees at risk have completed a training session in Infection Prevention annually.

1. Infection Prevention Training for new employees is offered during New Hire Orientation. If you require additional training or information, or have questions, contact Infection Control at ext. 6-5921.


What to do if you get hurt on the job:

1. Report incident to your supervisor.

2. Ask for an Employee Incident Report Form.

3. Fill out completely with your Supervisor and include both of your signatures where indicated.

4. Bring completed Incident Report to the Employee Health Services Office, Farnsworth 6, during normal work hours (Mon-Fri), or the Emergency Department, North 1, during evening, night, and weekend shifts. 

5. Be sure to tell the registration administrator that you are a Tufts Medical Center employee and have been injured on the job.

In the case of needle stick or other kinds of exposure to blood or other body fluids you must:

1. Wash affected area immediately.

2. Notify your supervisor.

3. Complete Employee Incident Report Form.

4. Bring this form immediately to Employee Health Department or the Emergency Department to receive treatment. 

Please call Employee Health Services at ext. 6-5480 if you have any questions.

After you have been treated:

1. Bring the pink copy of your incident report indicating the doctor’s recommendation back to your supervisor; the other copies will stay with the Employee Health Office or Emergency Department.

2. Follow your doctor’s instructions (i.e. return to work, go home, schedule follow-up appointments).

3. If you are sent home, please call the Worker’s Compensation Manager.

Worker’s Compensation:

All Tufts Medical Center employees are covered; however you must follow the proper procedures:

1. Notify your supervisor of your injury

2. Document the injury properly (Incident Report)

3. Contact the Worker’s Compensation Manager at ext. 6-6363

· All Hospital and Human Resource Policies are available for view on our Intranet site under the “Administrative “tab. It is each employee’s responsibility to read and follow all established policies. 
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Affirmative Action and Equal Opportunity:

Tufts Medical Center is committed to developing and maintaining a diverse workforce where all employees are welcomed and their differences are a source of strength.  Tufts Medical Center offers equal employment opportunity regardless of race, color, religion, sex, national origin, disability, sexual orientation, veteran status, or marital status.

Confidentiality and HIPAA Privacy:

Consistent with the federally mandated HIPAA Privacy Compliance Laws, and Tufts Medical Center’s privacy procedures, we assure that all patients’ Protected Health Information (PHI) is kept completely confidential, and is to be used or disclosed only:

· For treatment, payment, or healthcare operations.
· With signed authorization or agreement from the patient (or guardian if minor child)
· For disclosure to the individual patient
· For incidental uses such as physician talking to patients in a private room
All employees must safeguard patient confidentiality. Public places, such as elevators, hallways, and cafeterias, are not suitable venue for clinical discussions or display of clinical data.

Access to patient information should be regarded on a “need to know” basis, and only those actively involved with the care of the patient should have access to PHI, including patient information maintained electronically.  Employees should not disclose or share computer passwords with others. File cabinets containing PHI should be closed and locked.  Browsing electronic or paper medical information of individual patients, including patients who are employees, for other than medical purposes in prohibited.  

All employees must receive HIPAA training, which has been included as part of the New Employee Orientation.  Also, employees are expected to sign a Confidentiality Statement that acknowledges the legal obligations that Tufts Medical Center employees must observe.  

If Tufts Medical Center becomes aware that an employee has violated Tufts Medical Center’s policies or state and federal laws relating to confidential information, the hospital will act promptly to:

· Curtail inappropriate access or disclosure of information

· Eliminate the risk of further occurrences

· Initiate remedial and disciplinary action as appropriate

Sources and tools for HIPAA Information:  Tufts Medical Center intranet websites: HIPAA Policy and Procedures; Updates/FAQs: Research Administration & IRB Website; HIPPA Fax coversheet

Please contact the HIPAA Compliance Officer at ext. 6-4422 if you have any questions regarding confidentiality.  

Anonymous Reporting Hotline: One of the critical components of our Compliance and Ethics program is the ability for employees to anonymously report suspected or actual non-compliance or HIPAA privacy issues. Call 855-400-6002 or report online
Diversity Statement:

At Tufts Medical Center, our mission is one of service and excellence in patient care. We pride ourselves in the unique contribution that each employee makes to help carry out this mission. As we serve and care for a diverse patient population, we strive for a work place that is reflective of this diversity.
Code of Conduct:
At Tufts Medical Center, we value the role of diverse workforce in carrying out our mission of service and excellence in patient care. We treat each other fairly and with dignity and respect. As an equal opportunity employer, we require that all employees be treated equally with regard to employment opportunities, training, promotion, termination, rate of pay, or other employment terms and conditions without regard to race, color, creed, religion, gender, age, national origin, ancestry, sexual orientation, marital status, disability, military service or status, or political beliefs. The hospital makes reasonable accommodations for individuals with disabilities in accordance with the law.

Tufts Medical Center is committed to all issues affecting diversity, including without limitations, recruiting and hiring employees from all walks of life, ensuring that all have an equal opportunity to succeed, creating a work environment that values the perspectives and varied experience that are found only in a diverse workplace, and capitalizing on that diversity to attract and serve a diverse community. Any questions concerning this policy may be directed to Human Resources

Sexual Harassment:

Tufts Medical Center has a Sexual Harassment Policy that applies to all employees.  This policy provides that sexual harassment is unlawful and will not be tolerated at Tufts Medical Center.  It also provides the definition of sexual harassment, gives examples of behaviors which could be considered sexual harassment, describes the steps to take if you feel you’ve been a victim, and explains the disciplinary action that will be instituted if a claim is substantiated.  
Definition

Sexual harassment is defined by the Equal Employment Opportunity Commission as:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

· submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment, or

· submission to or rejection of such conduct by an individual is used as the basis for employment affecting such individuals, or

· such conduct has the purpose or effect of unreasonably interfering with an individual's work performance by creating an intimidating, hostile, or offensive working environment.
Sexual Harassment can include a wide range of unwanted behavior. Examples of its subtle forms include sexual teasing, remarks, jokes or questions and sexually suggestive comments or materials of a sexual nature.  In its more overt forms, it includes requests for dates, sexual favors and sexual assault.  A determination whether certain conduct is sexual harassment will be made after examining the circumstances surrounding each incident and the context in which it occurred.
Responsibilities:

Employees have the responsibility of reporting to Human Resources or to any administrator, any incident(s) of sexual harassment they have witnessed or experienced.  Such incident(s) may involve supervisors, co-workers and other employees or staff members, or non-employees such as patient, vendors and other service providers.

Supervisors have the responsibility of upholding this policy, and communicating this policy to all employees in their department(s).  Supervisors must also report to Human Resources any incident(s) of sexual harassment they have witnessed or experienced, and ensure that this policy is upheld by their employees.  Human Resources has the responsibility to ensure that reports of sexual harassment are properly investigated and resolved.  

It is the Hospital’s responsibility to take whatever actions necessary to prevent sexual harassment in the workplace and to ensure that the rights of all employees and staff are protected, including the alleged offender, while evidence is being a gathered. 

The Sexual Harassment Policy - A2 is given to all employees upon hire, and then annually thereafter.  The policy may also be found in the Human Resources Policies and Procedures Manual, and is set forth in full on the Tufts Medical Center Intranet. 

Substance Abuse:

Employees and staff are Tufts Medical Center’s most valuable resource, and for that reason, their health and safety are of paramount concern. It is the policy of Tufts Medical Center to maintain an environment that is free of substance abuse by any of its employees or staff.

Our patients and Tufts Medical Center expect employees and staff to arrive for work in a condition free of the influence of alcohol and drugs.  Tufts Medical Center also expects employees/staff to remain free of alcohol and drugs while they are on the job and to refrain, except as noted below, from their use, possession, manufacture, distribution, or sale on Tufts Medical Center property.-  Policy F3 in the Human Resources Policy Manual
  
Definitions
Under the influence

For the purpose of this policy, “under the influence” means that the individual is affected by a drug or alcohol, hereafter a “substance.”  Use or being under the influence of a drug or alcohol may affect or have the potential to affect the safety of the employee, co-workers, patients, members of the public, the employee’s job performance, and the safe and efficient operation of the hospital.  The symptoms of using or being under the influence of a substance include, but are not limited to, the smell of alcohol on the person and/or changes in behavior (for example, impairment of physical or mental ability).

Legal drug
Drugs prescribed for the individual and over-the-counter drugs that have been legally obtained and are being used for the purpose for which they were prescribed or intended and in a therapeutic dosage.

Illegal drug

Any drug (1) that is not legally obtainable or (2) that is legally obtainable but has not been legally obtained.  The term includes prescription drugs not legally obtained; or has been legally obtained, but is not being used for the purpose it was intended.

Policy

Being under the Influence, Using, Possession, Theft, Manufacture, Distribution, or Sale of Drugs or Alcohol.

Alcohol

Employees and members of the community are prohibited from using, being under the influence, or being in possession of alcohol while performing Tufts Medical Center business or while on or off Tufts Medical Center property.

Legal drugs

Employees and staff members are permitted to take legally prescribed and/or over-the-counter medications consistent with appropriate medical treatment plans while performing hospital business.  However, when such prescribed or over-the-counter drug therapies could affect job performance, safety, or the efficient operation of the hospital, Employee Health Services or (after off-shift hours) the Emergency Department should be contacted to perform a “fitness for duty” evaluation.    If it is determined that the employee is not capable of continuing in his/her job, Human Resources or the Administrative Clinical Manager (ACM) should be contacted to determine the appropriate action that should be taken.

Illegal Drugs
Employees and staff members are prohibited from being under the influence, or in possession of, using or being involved in the manufacture, sale, purchase, distribution, or transfer of an illegal drug while performing Tufts Medical Center business on or off Tufts Medical Center property or on Tufts Medical Center property but not 
performing Tufts Medical Center business.
Employees and staff members may not possess or use marijuana at work. Use that affects job performance will be dealt with according to Tufts Medical Center’s Human Resources policies.

Disciplinary Action

Violation of this Policy may result in disciplinary action up to and including termination, even for a first offense. Physicians found to be impaired will be disciplined as specified in the Medical Staff by-laws.

Code of Conduct and Policy on Managing Behavior that Undermines a Culture of Safety:

Tufts Medical Center is dedicated to a culture of safety and a highly reliable work environment that provides a positive patient experience. This policy establishes a code of conduct and guidelines for managing behavior that undermines a culture of safety and demonstrates the Hospital’s commitment to providing high quality patient care and a workplace environment that is comfortable and safe for all employees, staff, students, volunteers, contractors, patients, visitors, and all others engaged in professional activities on-site at Tufts Medical Center.
Behavior that undermines a culture of safety decreases staff morale, has a negative effect on an individual's feelings of safety in the environment, and undermines the collaborative relationships essential to safe and high quality patient care and is unacceptable in this healthcare/workplace environment.

Policy
The Hospital is committed to supporting a healthcare and workplace environment where only professional, courteous, respectful, and collegial relationships among all persons are valued and allowed.  Upholding the Hospital’s values of respect, honesty, courtesy and dignity, and ensuring the highest quality of care, as outlined in its Mission Statement, is the responsibility of the entire staff and shall remain paramount in guiding behavior, despite profession, role, or perceived status/rank in the organization. However, nothing in this policy is intended to restrain employees’ rights under the National Labor Relations Act to engage in lawful protected activity, or to prohibit lawful statements or comments made as part of concerted activity related to the terms and conditions of employment.  Employees will not be disciplined for engaging in such activity.
Behavior which deviates from these values and which interferes with professional and respectful relationships threatens the satisfaction and safety of employees, patients, and visitors, and thus has the potential for being disruptive to the operation of the Hospital and the delivery of high quality patient care.  The Hospital and the Physicians Organization of Tufts Medical Center are committed to zero tolerance of behavior that undermines a culture of safety as described below, and will undertake a corrective action approach regarding such behavior for all eligible personnel.
Behavior that undermines a culture of safety is conduct that disturbs day-to-day interpersonal relationships and surroundings without a legitimate reason.  Behavior that undermines a culture of safety is defined as that which is: 

-      Angry, condescending, blaming/ name-calling, threatening, noticeably loud or silent (refusal to communicate);
· Abusive or threatening language;
· Degrading or demeaning comments regarding patients, families, hospital employees, staff or the Hospital;
· Inappropriate physical contact that is threatening or intimidating;
· Inappropriate expressions of anger such as destruction of property or throwing items;
· Intimidation of staff, patients, or families, whether verbal or physical;
· Failure to engage in “best practice” even if there is no immediate negative outcome for the patient, family, or staff;
· Public derogatory comments about the quality of care being provided by physicians, nursing personnel or the hospital;
· Conduct which is inconsistent with the Medical Center’s policy on sexual harassment; 
· Pejorative and/or judgmental entries in the medical record, or in quality and error reports



An environment free from behavior that undermines a culture of safety will be supported and promoted by all healthcare leaders/providers/workers by:

· Setting the organizational expectation for professional interactions that treat all employees, staff, patients and visitors with respect, courtesy, and dignity, and in a manner which promotes cooperative efforts toward quality patient care;





· Reporting all incidents of disruptive behavior;
Reporting and Investigation

Any Tufts Medical Center employee or staff physician who is confronted with behavior that undermines a culture of safety should report the incident to the individual’s supervisor (Department Head, Clinical Nursing Director, Division Chief, or Department Chair) and/or the appropriate Human Resources Department.  

Abusive or disruptive behavior may also be reported via the hospital’s Compliance Hotline: 
Utilize our Anonymous Reporting Hotline:  call 855-400-6002.
The Code of Conduct and Policy on Managing Behavior that Undermines a Culture of Safety - #1052 can be located in the Hospital On-Line Policy Manual.
Attendance Expectations:

This policy sets forth the expectations and requirements for attendance and punctuality (schedule dependability) at Tufts Medical Center Hospitals, Inc. It is necessary to define guidelines to effectively and consistently control excessive unscheduled absenteeism in order to insure adequate staffing for quality patient care and continued uninterrupted operation of the Medical Center.

Policy
The Medical Center’s mission of providing quality patient care and service is dependent on regular and consistent attendance from employees. Regular attendance and punctuality are integral components of job performance.  Absences and tardiness can detract from productivity and the quality of service provided to patients; and causes undue hardship on co-workers and additional expenses to the hospital.  Acceptable attendance (schedule dependability), being at work on time, and working all assigned hours are requirements of every job at Tufts Medical Center.  Employees should be engaged in carrying out their duties during scheduled work time.  They are expected to report to work on time and be ready for work at their scheduled starting time.  Employees are expected to return from scheduled breaks on time.   
Excessive absences (both planned and unplanned) and tardiness are grounds for disciplinary action under the terms of Tufts Medical Center’s Employee Conduct and Progressive Discipline Policy, Human Resources Policy Manual, #B3.  Any exceptions to the provisions of the Employee Conduct and Progressive Discipline Policy are noted within the Attendance Expectations Policy.

Definitions
Tardiness:  Employees will be considered tardy if they are not at their assigned workstation ready to work at their scheduled start time.  Tardy occurrences will also be charged when an employee does not return from scheduled breaks at the required time or when leaving work prior to the end of a scheduled shift.

· Employees who use a time clock or sign in sheet which is in a location that is not the employee’s assigned work area are expected to be ready for work within six (6) minutes of the time they punch or sign-in.

Non-exempt employees are paid for time worked, and therefore instances of tardiness are unpaid.  Use of available earned time to provide for pay when an employee is tardy is at the discretion of their manager.

Unscheduled Absence: When an employee misses their scheduled workday without prior approval, any utilization of Paid Time Off which is not part of an approved leave of absence, or any instance where an employee leaves early or arrives late for a shift without prior approval from the supervisor.

· Days where an employee volunteers for overtime and then fails to report to work will be counted as an unscheduled absence under this policy.
Absence Patterns:  Although an employee may not exceed the established attendance guidelines, a demonstrated pattern of absenteeism will also necessitate corrective action.  Such examples of absence patterns may include but are not limited to:


· Frequent absence on an assigned Saturday and/or Sunday shift.
· Absences before or after a scheduled holiday, vacation, day off, or pay day.
· Coincidences of absence with other desirable days off or to avoid undesirable
work assignments or schedules.
· Leaving the work area without prior approval before the end of one’s scheduled shift.

Scheduled Absence:  The following types of absences or tardiness do not count as incidences of unscheduled absence:

· Pre-approved Paid Time Off or vacation time (MNA)
· Absences for jury duty and legal appearances on behalf of the hospital.

· Leaves of Absences approved through the Leave Administration Office whether continuous or intermittent in nature.

· Authorized absences due to work-related injury or illness.
· Approved time off for bereavement

· Authorized “early release days” and “late arrivals” due to inclement weather.

Occurrences:

· An occurrence is any unscheduled absence or planned PTO or Sick Time Off not part of an approved leave of absence.

· An absence of one or more days due to the same illness, injury or other incident will be counted as one occurrence.

· Instances of unplanned absences and tardiness, including leaving work early, will count independently as occurrences under this policy.
Year:   The period of measurement in determining when absences and tardiness (or early departure from scheduled hours) are excessive will be a rolling back 12-month period beginning with the most recent absence or tardiness. 
Procedure
Reporting of Absence and Tardiness:  Employees must notify their manager/supervisor if they will be absent or late for a scheduled work shift.  Typically notification for unplanned absences must be made as soon as possible, but no later than two (2) hours prior to the start of a scheduled day shift, or four (4) hours prior to the start of a scheduled evening or night shift.  In the case of tardiness, notification should be made as soon as practical prior to the start of the employee’s scheduled shift.  Every effort should be made to contact the supervisor directly as opposed to leaving a message in a voicemail which may delay notification to the department.  If employees are unable to call personally as a result of their medical condition, a designee of the employee should make the call.  Employees must notify their manager/supervisor on each day of absence, unless the duration of the absence has already been explicitly communicated.  Additionally, employees must promptly communicate any changes to a reported duration of absence and expected return date.  
Each department may establish their own protocol for notification of absence or tardiness (i.e. specific number to call, voicemail, or another designated individual to contact to report absences and tardiness), and to set the period of time required for notification prior to the start of a scheduled shift.  
If an employee becomes ill while at work or must leave due to an unplanned personal emergency, the employee must, when possible, notify their manager/supervisor prior to leaving their work assignment.  Failure to notify the supervisor, as indicated above, may result in disciplinary action.


No Call/ No Show:  Employees who fail to notify their supervisor of their expected absence as required, in the absence of mitigating circumstances, shall receive a final written warning on a first offense.
Employees who are absent from work for two (2) consecutive shifts, or a part-time employee who is absent an equivalent pro-ration of the regularly scheduled week, without properly notifying their supervisor will be considered as having voluntarily resigned their position.  

Absenteeism and Tardiness Guidelines:  Having more than five (5) occurrences, or an absence rate that exceeds 2% of scheduled shifts, in a year is considered excessive.  Absences and tardiness will normally be addressed as independent issues.  Disciplinary action up to and including termination can be taken for under five (5) occurrences at management’s discretion.
Progressive discipline guidelines 
	Measurement Rule Applied
	Verbal Coaching & Counseling for Correction
	Written Warning
	Final Written Warning
	Termination

	# of Occurrences in Rolling Back 12-Month Period
	3
	6
	8
	9

	% of Missed Shifts to Scheduled Hours
	>1%
	> 2%
	>3%
	>3.8%


Note example demonstrated above assumes a 40 hour work week work schedule. Guidelines are pro-rated for employees working part-time work schedules.
New employees in their first 90 days of employment are expected to have no unscheduled absence or tardiness occurrences.    

Weekend Make-Up:   Employees who are required to work a weekend rotation and miss an assigned weekend shift due to an unscheduled absence will be required to make up the weekend assignment in the next schedule block.

Per Diem Employees:  A per diem employee’s commitment is successfully met by actually working all hours of commitment for which they are scheduled, unless canceled by the Hospital.  Failure of a per-diem employee to keep his/her commitment may result in disciplinary action after two absence occurrences within a 12-month period.  

Entire Attendance Expectation Policy- A5 can be located in the on-line Human Resources Policy Manual.
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Professional Image (Dress Code):  
Policy 

At Tufts Medical Center and Floating Hospital for Children we endeavor to establish, communicate and portray a respectful and professional image of staff. First appearances are critical and the staff of Tufts Medical Center strives to represent a positive, professional image. Ensuring that the professional attire also meets and exceeds safety requirements is also a focus. The personal appearance of each and every employee at Tufts MC is essential in every interaction with patients, families and visitors. The expectation is that all employees will present an image that is professional, caring, and approachable and will dress in a manner that is representative of these characteristics while ensuring safety while working.

Standards of dress and safety are in effect at all times during an employee’s working hours at the Medical Center. The expectation is for all employees to adhere to the following grooming and clothing standards.  Managers are responsible for enforcing the standards of cleanliness, grooming and dress for employees under their direction. Any employee whose appearance, image or hygiene is inconsistent with this policy will be counseled and may be sent home to change clothes/remediate the situation.  Continued disregard of the policy will result in progressive disciplinary action. 

Professional attire is clean, neat, moderate in style and appropriate for the type of work being performed.  Generally, clothing that is revealing or tight fitting is not professional and therefore inappropriate. Clothing is to be clean, not wrinkled, torn, faded or frayed. Fabric such as denim, sweat-jersey, and lycra, and hooded attire are not appropriate.  
Standards include: 

A. Professional attire is clean, neat, moderate in style and appropriate for the type of work being performed.  Generally, clothing that is revealing or tight fitting is not professional and therefore inappropriate. Clothing is to be clean, not wrinkled, torn, faded or frayed. Fabric such as denim, sweat-jersey, and lycra are not appropriate. Hooded attire is not appropriate. Refer to specific examples on page 3 in the Hospital Online Policy manual

B. No team/school/political/graphic logos on attire except Tufts MC or Floating Hospital logo

C. Laboratory coats: Clean and pressed. Required for laboratory personnel in accordance with OSHA regulations. Encouraged for professional providers (MDs, RNs, PAs, APNs, Pharmacists and Clinical Supervisory staff)

D. Shoes must provide safe, secure footing, offer protection against hazards and should be appropriate for an employee’s work environment. Sandals and flip flops are unacceptable for direct care providers and laboratory staff within all of Patient Care Services due to potential safety hazard.

E.  No exposed midriffs

F. Uniforms may be required in designated departments and shall be worn in accordance with hospital policy

G. Employees are responsible for maintaining appropriate levels of personal hygiene

H. Makeup or perfume/aftershave/cologne should be appropriate and not overdone. Fragrance use is discouraged in consideration of our patients, employees and visitors.  Additionally, Tufts Medical Center is a tobacco-free campus.  Employees and staff are encouraged not to smoke in business/work attire as patients and other staff will be exposed to tobacco residue.
I. Hair is to be clean and neatly combed. Extreme or eccentric hairstyles and colors are inappropriate. Men are to be clean shaven or have a neatly trimmed mustache or beard. Hair must be worn to avoid contact with the patient (i.e. care givers should have their hair tied back or put up)

J. Body Piercing and Tattoos: the only acceptable visible body piercing is in the earlobe. Exposed tattoos are discouraged. Tattoos should be covered when possible

K. Nails are clean and trimmed to a professional length so that they do not interfere with an employee’s work or with patient safety. Nail polish should fully cover the nails as cracked and chipped nails may harbor germs. Any unusual/bold nail polish colors or nail art is not acceptable

L.  Artificial nails which include any product applied to the natural nail other than polish are prohibited for clinicians. Refer to Artificial Nails and Long Natural Fingernails Policy: Hospital Online Policy Manual Section IV, Policy # 4021

M. Jewelry, men’s neckties and other accessories should be professional (modest, conservative) and should not interfere with an employee’s work or safety. Accessories must be worn to avoid contact with the patient

N. Employees will avoid wearing accessories on their clothing or person that could present a safety and/or infection hazard, or are embarrassing or offensive to patients, visitors, or other employees

O. The hospital issued ID badge is considered part of the required uniform for all staff and is to be worn above the waist at all times while on the premises, visible, front facing so that name, title and photo are visible.  The badge cannot be altered, changed or obscured in any way (for example, no cartoon images or other pictures being taped over the employee’s picture)

P. Religious, gender specific or ethnic attire: this policy is not intended to and does not hinder the advancement of diversity at Tufts Medical Center. Reasonable accommodations will be made for employees’ religious beliefs, cultural traditions and health care needs when that accommodation is consistent with the business necessity to present a professional image to the public and in accordance with Title VII and the Equal Employment and Affirmative Action Policy.

Additional restrictions may be in effect for specialized work locations, please refer to their policies.  Refer to specific examples starting on page three of the entire policy #2034 in the Hospital Online Policy Manual.

Proud to Be Tobacco Free:
Tufts Medical Center and Floating Hospital for Children are proud to provide tobacco-free environments. As a major health institution located in the heart of downtown Boston, we function as both an educator and a model for healthy behavior in the community. Smoking is a major cause of heart disease, cancer, stroke and lung disease — illnesses we treat every day. A tobacco-free environment eliminates patient, visitor and employee complaints about secondhand smoke on our campus. We believe it is our responsibility and mission to protect the health and well-being of our patients, their families, visitors, employees and the community as a whole.

Smoking or tobacco use of any kind, including e-cigarettes, is banned both inside and within 25 feet of any buildings owned, leased or occupied by Tufts Medical Center. This includes buildings and grounds (building entryways, campus walkways, parking garages and parking lots), company-owned vehicles, and personal vehicles while they are on Tufts Medical Center property. In addition, Tufts Medical Center has partnered with Tufts University’s Health Sciences campus to prohibit smoking and all tobacco products.

Employee Health Screening:

All Tufts Medical Center employees must complete the health screening through our Employee Health Services Department prior to beginning employment.  If you haven’t completed your health screening you must promptly call Employee Health at ext. 6-5480 to schedule an appointment immediately, and contact your HR Representative for instructions.

Employee Information:
For employee verifications for school, housing, reference checks, or credit checks, Tufts Medical Center will only provide date of hire, department, and position. Salary information will not be given out for any employee unless the Employee Information Coordinator receives written authorization from the employee.  This information can be requested by calling the Employee Information Line at ext. 6-6352. 

Parking Information

Parking is available to employees on a first come, first served basis. Lot assignments are based on employee schedules and department locations. Prices vary according to lot assigned.  For outlying garages, there is a shuttle van provided by Tufts Medical Center.

To register for parking, visit the Parking Office on the first floor of the Tremont Street Garage. You will need to bring your car registration, license plate number, and employee ID badge.  You may contact the Parking Office at ext. 6-5580 for hours of operation. 

Subsidized T-Pass

All Tufts Medical Center employees are encouraged to use public transportation. Tufts Medical Center Payroll Department offers a 35 %(maximum of $50) discount for a MBTA pass.  This applies to regular employees who work 20 hours or more.  The price of the pass will be automatically deducted from the first paycheck of each month, and the passes will be distributed with the paychecks the following (second) pay period.  To enroll, please complete a T-Pass Authorization Form and submit to the Payroll Office at box 811.  

Payroll Process

All employees are paid bi-weekly on a Friday.  Your first paycheck will be a live check.  Manager or Supervisor distributes checks within your department.  All employees are required to receive pay through direct deposit.  Please be sure to submit a Direct Deposit Form to the Payroll Office with a voided check attached. It usually takes about 2 pay cycles to process, so your first two checks will be active checks.  Once direct deposit is activated, pay stubs (E-stub) can be obtained or viewed via the intranet   For more information, please see the Kronos E-stub directions provided in your orientation packet, visit the Payroll intranet site, or contact the Payroll office at ext. 6-8102, Center Building. ,1st Floor.  For other payroll FAQ’s and payroll cycle, visit the Payroll web page on the intranet.
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ATM Machines (3)

Bank of America – Located by the Emergency Room and Farnsworth 1

Citizen’s Bank     -   Located on Atrium 3

Santander Bank -   Plaza 1 (Floating Hospital)



Alpha Credit Union 

All Tufts Medical Center employees are eligible to set up an account with our on-site Credit Union located in the Center Building, 1st Floor.  Services include:

	· Checking Account
	· Saving Account



	· Vacation Account
	· Christmas Account

	· Loans (after 6 months of employment)


	


Please visit the Credit Union or contact their office at ext. 6-5014 if interested.

Hours of Operation:      Monday-Friday

  9:30am - 3:30pm (12-1pm closed for lunch)
Food Services

There are many great places to eat on the hospital campus and in the surrounding area.  Right here at the hospital we have several food options which offer very affordable sandwiches, soups, salads, and snacks.  Vending machines are also available in the main Atrium toward the Emergency Department, across from the Bank of America ATM, and the on the first floor of the Biewend Building.  

Food Services On the premises or close by:
Au Bon Pain-Atrium Lobby 



Open 24 Hours

 
              
            
Fresh Life Café –Atrium Lobby



Mon- Fri    6:00am-6:00pm

Plaza Café – Floating Plaza



Mon-Fri      7:30am-2:30pm

Dunkin Donuts-Proger 1



Mon-Fri      5:30am- 10:00pm









Sat               6:00am-8:00pm
                                                                                

               Sun             6:30am -7:00pm

              
              Chopped & Topped-Atrium 3



Mon- Fri     7:00am-5:30pm 
              Food 4 Thought Cafe –Sackler Building, 4th floor               Mon-Thurs   7:30am-8pm
                                                                                                                    Friday           7:30am-3pm
              Soup’s on -Tufts Dental School–7th floor 
              Mon-Fri       7:00am- 2:00pm

We are also a short walk from the Transportation Building food court, as well as the many eateries located in Downtown Crossing. Many employees prefer to bring their own meals to work and most of your departments have a designated eating area that includes a small refrigerator and microwave.  You will be given more information on this from your departmental manager.

Publications

Tufts Medical Center’s Weekly Pulse is a weekly newsletter that is produced by the Public Affairs Department. This weekly newsletter for employees, medical staff and volunteers is designed to help you get the information you need to do your job, feel connected to the Medical Center and balance your busy work life.  

Tufts Medical Center’s Working Together is a quarterly publication that is produced by the Public Affairs Department.  It contains news, research recruitment information, employee discounts, clinical calendar, classified advertisements, and various announcements relating to the hospital community. 

Employee Discount Program
The Employee Discount Program offers discounted tickets for movies, skiing, amusement parks, and other various forms of entertainment.  The discounted tickets are sold every Friday from 12-2 in Human Resources, Farnsworth Building Rm. 191.  Please watch the Weekly Pulse for information on other employee discounts. 
Employee Assistance Program

Here at Tufts Medical Center, we value our employee’s health and well-being. As a result, our Employee Assistance Program provides assistance to employees regarding any issues that might cause a distraction or interruption to their quality of work. Employees and family members can contact the EAP directly for services at 1-800-648-9557. At times, a supervisor may suggest a referral to the EAP, but employees are encouraged to seek help on their own before a problem impacts job performance.

KGA, Inc. (Kathleen Greer Associates) provides our employees and family members with 

24 hour confidential short-term counseling regarding issues such as:
- Stress management
  

- grief or loss

- relationship problems       

- financial/legal issues

- work life balance issues    

- child care needs

- chemical dependency       

- domestic violence

- anger management


- career development

- work performance problems

- elder care responsibilities

- managing change


- Critical Incident Stress

- housing issues



- Coping with illness or disability

All contact with the EAP will be considered confidential. EAP information is kept separate from employment records and medical files. There are several exceptions to confidentiality according to legal requirements and hospital policy. These exceptions include:
· Suicidal or homicidal verbalizations

· Child, elder, or disabled persons abuse or neglect

· Criminal activity

· Putting hospital patients at risk

For more information, please contact 1-800-648-9557 or you can visit their website at www.kgreer.com
Computer Network and Internet Access

Issuing Department:  Information Services 

File Under: 6017 
Section VI -- Management of Information

I.     Purpose   

To establish guidelines and parameters for Tufts Medical Center Computer Network and Internet Access.   

Disclaimer: 
The Internet is a worldwide network of computers that contains millions of pages of information. Users are cautioned that some of these pages include offensive, sexually explicit, an inappropriate material. In general, it is difficult to avoid at least some contact with this material while using the Internet. Even innocuous search requests may lead to sites with highly offensive content. Additionally, having an e-mail address on the Internet may lead to receipt of unsolicited e-mail containing offensive content. Users accessing the Internet do so at their own risk and the Tufts Medical Center is not responsible for material viewed or downloaded by users from the Internet. To minimize these risks, your use of the Internet at Tufts Medical Center is governed by this policy.   

II.     Eligibility

 All hospital staff members and medical staff members.  This includes all employees, medical or other students, trainees, residents, interns, volunteers, and, in some circumstances, consultants, contractors and subcontractors at the hospital.   

III.   Policy   

         This policy is detailed in the following sections:   

a)      Permitted Use of the Internet and the Tufts Medical Center Computer Network 
b)      Computer Network Use Limitations 
c)      Duty Not to Waste or Damage Computer Resources 
d)      No Expectation of Privacy 
e)      Failure to Adhere to Policy   
Questions, concerns, and related issues regarding the use of the Computer Network and access to the Internet should be directed to the employee’s immediate supervisor.  Additionally, should an employee inadvertently access or be the recipient of illegal, offensive, sexually explicit or inappropriate material, the employees should immediately delete all material and report the matter, by email, to their immediate supervisor.   

a)      Permitted Use of the Internet and the Tufts Medical Center Computer Network 
The computer network is the property of Tufts Medical Center and is to be used for legitimate business purposes. Users are provided access to the computer network to assist them in the performance of their jobs. Additionally, certain employees (“Users”) may also be provided with access to the Internet through the computer network. All users have a responsibility to use Tufts Medical Center’s computer resources and the Internet in a professional, lawful, and ethical manner.   
b)      Computer Network Use Limitations   
1)     Prohibited Activities 
The Tufts Medical Center’s computer network may not be used to disseminate, view or store commercial or personal advertisements; solicitations for commercial ventures, religious or political causes, outside organizations or other non-job-related solicitations; destructive code (e.g., viruses, Trojan horse programs, etc.) or any other unauthorized materials. Occasional limited appropriate personal use of the computer is permitted if such use does not


a) Interfere with the users or any other employee’s job performance; 


b) Have an undue effect on the computer or Tufts Medical Center network’s performance; 

c) Or violate any other Tufts Medical Center Policies, Standards, or Procedures.  Further,   at all times users are responsible for the professional, ethical and lawful use of the computer system.  Inappropriate use of computer resources may result in revocation of computer privileges and disciplinary action. See Violation Consequences below.
2)     Illegal Copying 
Users may not illegally copy material protected under copyright law or make that material available to others for copying. Each user is responsible for complying with copyright law and applicable licenses that may apply to software, files, graphics, documents, messages, and other material you wish to download or copy. Users should not agree to a license or download any material for which registration fee is charged without first obtaining the express written permission from their department manager with procurement authority.  

3)     Communication of Trade Secrets 
Unless expressly authorized to do so, users are prohibited from sending, transmitting, or otherwise distributing proprietary information, data, trade secrets, or other confidential information belonging to Tufts Medical Center. Unauthorized dissemination of such material may result in severe disciplinary action as well as substantial civil and criminal penalties under state and federal Economic Espionage laws.   
c)      Duty Not to Waste or Damage Computer Resources 
1)     Accessing the Internet 
While using a computer physically connected to the Tufts Medical Center network, all users are required to log on to the Tufts Medical Center computer network prior to accessing the Internet.  Bypassing Tufts Medical Center’s computer network security by accessing the Internet directly by modem or other means in prohibited.   

2)     Frivolous Use 
 Computer resources are not unlimited. Network bandwidth and storage capacity have finite limits, and all users connected to the network have a responsibility to conserve these resources. As such, the users must not deliberately perform acts that waste computer resources or unfairly monopolize resources to the exclusion of others. These acts include, but are not limited to, sending mass mailings or chain letters, spending excessive amounts of time on the Internet, playing games, engaging in online chat groups, uploading or downloading large files, accessing streaming audio and/or video files, or otherwise creating unnecessary loads on network traffic associated with non-business-related uses of the Internet.   
3)     Virus Detection 
Files obtained from sources outside Tufts Medical Center, including disks or memory sticks brought from home, files downloaded from the Internet newsgroups, bulletin boards, or other online services; files attached to e-mail, and files provided by customers or vendors, may contain dangerous computer viruses that may damage Tufts Medical Center's computer network. Users should never download files from the Internet, accept e-mail attachments from outsiders, or use disks from non-Tufts Medical Center sources, without first scanning the material with Tufts Medical Center-approved virus checking software. If you suspect that a virus has been introduced into the Tufts Medical Center's network, notify the Tufts Medical Center Helpdesk immediately.   
d)      No Expectation of Privacy 
Employees are provided computers and Internet access to assist them in the performance of their jobs. Employees should have no expectation of privacy in any electronic information they create, store, send, or receive using the Tufts Medical Center’s computer equipment. Tufts Medical Center has the capability and reserves the right to access, review, copy and delete any messages sent, received or stored on the e-mail system.   Tufts Medical Center Information Services (I.S.) Department copies email files to back-up tapes.  Thus, deletion of electronic mail message does not delete a message that has already been archived by the I.S. Department.   

1)     Monitoring of Computer and Internet Usage 
Tufts Medical Center has the right to monitor and log any and all aspects of its Computer system including, but not limited to, monitoring Internet sites visited by users, monitoring chat and newsgroups, monitoring file downloads, and all communications sent and received by users.  

2)     Blocking Sites with Inappropriate Content 
Tufts Medical Center has the right to utilize software that makes it possible to identify and block access to Internet sites containing sexually explicit or other material deemed inappropriate in the workplace as well as sites associated with non-business-related activities which may degrade performance of the Tufts Medical Center network, such as streaming audio and/or video sites.   
IV.    Procedure 
a) Roles and Responsibilities 
        Users are responsible to: 


Be aware of and comply with this, and all other Tufts Medical Center Policies, Standards and Procedures. 

   
Managers are responsible to: 

Ensure users are aware of their responsibility to comply with all Tufts Medical Center Policies, Standards and Procedures; 

b)      Violation Consequences 
Failure to adhere to the terms and conditions of this policy may result in restriction or loss of Computer Network and Internet access and disciplinary action up to and including termination of employment.  Additionally, each person shall be liable for all civil and criminal penalties, fines, and related liabilities. 

c)      Exceptions 

In any situation where this policy cannot be applied, the circumstances and compensating measures should be documented, approved by the appropriate authority and forwarded to the Tufts Medical Center Office of the CIO.  It is the responsibility of the non-complying entity to maintain this documentation for audit purposes.

d)      Points of Contact 

  
 Tufts Medical Center Helpdesk 



·        In-house extension: 6-6485 



·        Local: 1+ (617) 636-6485

   e)      Related Documents & Policies
·        Tufts Medical Center Computer Anti-Virus Policy 
·        Tufts Medical Center Information Security Policy 

·        Tufts Medical Center Network Security Policy 

·        Tufts Medical Center Non-Tufts Medical Center Owned Computing Device Use Policy 

·        Tufts Medical Center Remote Access Policy 

·        Tufts Medical Center Secure Workstation Use Policy 

·        Tufts Medical Center User Anti-Virus Policy   
·        Tufts Medical Center HR Policy #F2,  No Solicitation and No Distribution Policy

        ·       Tufts Medical Center Compliance Policy CPPM-01 Photography, Video and/ or Audio Recording of Patients and      
                 Consent Requirements

Responsibility of:  Information Services Department  
Addendum: Locking Computers: In the new Windows 7 operating system, the easiest keyboard command to lock your screen is [Windows Key]+[L]. The traditional method [Ctrl]+[Alt ]+[Del] also provides a lock screen option on some computers. Employees are required to lock computer whenever you leave your desk.
Patient Rights and Responsibilities
File Under:  #1001 

Section I - Patient Rights and Organizational Ethics

I.   Purpose 

The purpose of this policy is to describe patients’ rights established by Massachusetts Law as implemented at Tufts Medical Center. 

II.   Eligibility 

This policy applies to all employees and members of the medical staff.

III.  Policy 

Every patient admitted to Tufts Medical Center is given information regarding his or her rights under both state and federal law.  In addition, because we believe that effective patient care begins with the establishment of a partnership between the patient (and his or her family) and staff, every patient admitted is also given a statement of patient responsibilities as a partner in their care at Tufts Medical Center.  

The rights and responsibilities information provided to patients admitted to Tufts Medical Center is reproduced below.  The Massachusetts “Patients’ Bill of Rights” also appears in its entirety at the end of this policy.  Copies of the Patients’ Bill of Rights are posted at entrances to Tufts Medical Center and are available in the Admitting Department.  

In addition, patients have specific rights under federal law relating to the privacy of their health information.  As required by the Health Insurance Portability and Accountability Act (“HIPAA”) Privacy Rule, all patients are provided with a copy of Tufts Medical Center’s “Notice of Privacy Practices” which describes how Tufts Medical Center may use and disclose patient health information, as well as the rights that patients have with respect to their health information, including how patients may access their information.  Please note that although most requests for access to medical records are granted, there may be exceptions.  As allowable by current MA law, access to psychiatric records may be restricted if a determination is made that inspection of such records will result in serious harm to the patient.

Copies of the Notice of Privacy Practices are posted in prominent locations throughout Tufts Medical Center and are available in the Admitting Department and at Registration areas, as well as on the Tufts Medical Center website.  Tufts Medical Center has adopted specific policies to implement patients’ rights under the “HIPAA” Privacy Rule. 

The staff at Tufts Medical Center is committed to providing excellent medical care and delivering this care with respect for patients’ rights. 

Patients have, among other rights, the right to: 

· Be treated considerately and with respect and to have your questions or requests for information answered courteously; 
· Be informed of your health status and participate in the development and implementation of your plan of care; 
· Request the name and specialty of the doctor responsible for coordinating your care and the role of all others involved in that care; 
· Make informed decisions regarding your care; 
· Refuse diagnostic and treatment procedures while still receiving the best help that your health care team   can offer you under the circumstances; 
· Be given a full explanation of any research study or training program before you agree to participate in it, as well as the right to refuse to participate; 
· Personal privacy; 
· Receive care in a safe environment and to be free from all forms of abuse or harassment; 
· Formulate advance directives and have hospital staff comply with these directives to the extent provided by law; 
· Have a family member or personal representative and your own physician notified of your admission to the hospital; 
· Be free from restraints and seclusion of any form that are not medically necessary or are used as a means of coercion, discipline, convenience or retaliation by staff; 
· Obtain assistance in planning for personal safety and accessing protective services; 
· Examine a copy of your itemized hospital bill and receive an explanation of it; 
· Inquire about the possible financial aid available to help in paying your bill and to receive prompt and courteous assistance in obtaining any aid for which you are eligible; 
· Confidentiality of all records and communications to the extent provided by law; 
· Informed consent to the extent provided by law; 
· Upon request, to inspect and receive a copy of medical records; 
· File a written or verbal grievance about care rendered in the hospital; 
· Receive prompt life-saving treatment in an emergency without discrimination on account of economic status or source of payment; and 
· Complete information on alternative treatments, which are medically viable, if you are a breast cancer patient. 
· Receive visitors they designate, including, but not limited to, a spouse, domestic partner, family members or friends. They may withdraw or deny consent to any visitor at any time.  The hospital reserves the right to maintain a safe environment for all patients, staff and visitors.  Patients have the right to be notified of the reasons for any reasonable restriction or limitation the Medical Center may need to place o this right.

· Receive medically and factually accurate information about emergency contraception if you are a female sexual assault victim of childbearing age and, if desired, expect to be promptly offer emergency contraception.
Your Responsibilities as a Partner in Your Care 
As a patient of Tufts Medical Center, you have, among other responsibilities, the responsibility to:  

· Be on time for scheduled appointments and telephone Tufts Medical Center when you are late or have to reschedule an appointment.  

· Bring with you information about your present and past illnesses, hospitalizations, medications, and other matters relating to your health.  Be open and honest with us about your health and your medical history, so that, together, we can make informed decisions about your care. 

· Ask any questions you or your family members may have regarding your health, and we will be pleased to answer them.  Tell us immediately if you do not understand any information or instructions you receive regarding your health, or if you think you will be unable to carry out any instructions.  

· Follow your physician’s advice and instructions and take all medications as prescribed.  Let us know immediately about any changes in your symptoms or general condition.   We are partners in your care during your stay in the hospital as well as after you leave. 

· Promptly pay your Tufts Medical Center bill and provide us with any information you have about your health     insurance so that we can process your bill quickly and appropriately. 

· Be considerate of other patients and their needs. 

· Observe “No Smoking” rules. 
Massachusetts Patients’ Bill of Rights   Massachusetts General Laws, Chapter 111, Section 70E 
Section 70E.  As used in this section, “facility” shall mean any hospital, institution for the care of unwed mothers, clinic, infirmary maintained in a town, convalescent or nursing home, rest home, or charitable home for the aged, licensed or subject to licensing by the department; any state hospital operated by the department; any “facility” as defined in section three of chapter one hundred and eleven B; any private county or municipal facility, department or ward which is licensed or subject to licensing by the department of mental health pursuant to section nineteen of chapter nineteen or by the department of mental retardation pursuant to section fifteen nineteen B; any facility as defined  in section one of chapter one hundred and twenty-three; the Soldier’s Home in Holyoke, the Soldier’s Home in Massachusetts; and any facility set forth in section one of chapter nineteen or section one of chapter nineteen B. 

The rights established under this section shall apply to every patient or resident in said facility.  Every patient or resident shall receive written notice of the rights established herein upon admittance into such facility, except that if the patient is a member of a health maintenance organization and the facility is owned by or controlled by such organizations, such notice shall be provided at the time of enrollment in such organizations, and also upon admittance to said facility.  In addition, such rights shall be conspicuously posted in said facility. 

Every such patient or resident of said facility shall have, in addition to any other rights provided by law, the right to freedom of choice in his selection of a facility or a physician or health service mode, except in the case of emergency medical treatment or as otherwise provided for by contract, or except in the case of a patient or resident of a facility named in section fourteen A of chapter nineteen; provided, however, that the physician, facility, or health service mode is able to accommodate the patient exercising such right of choice. 

Every such patient or resident of said facility in which billing for service is applicable to such patient or resident, upon reasonable request, shall receive from a person designated by the facility an itemized bill reflecting laboratory charges, pharmaceutical charges, and third party credits and shall be allowed to examine an explanation of said bill regardless of the source of payment.  This information shall also be made available to the patient’s attending physician. 

Every Patient or Resident of a Facility Shall Have the Right: 
(a)
upon request, to obtain from the facility in charge of his care the name and specialty, if any, of the physician or other person responsible for his care or the coordination of his care; 

(b)
to confidentiality of all records and communications to the extent provided by law; 

(c)  
to have all reasonable requests responded to promptly and adequately within the capacity of the facility; 

(d)  
upon request, to obtain an explanation as to the relationship, if any, of the facility to any other health care  facility or educational institution insofar as said relationship relates to his care or treatment; 

(e)  
to obtain from a person designated by the facility a copy of any rules or regulations of the facility which apply to his conduct as a patient or resident; 

(f)  
upon request, to receive from a person designated by the facility any information, which the facility has available relative to financial assistance and free health care; 

(g)  
upon request, to inspect his medical records and to receive a copy thereof in accordance with section seventy, and the fee for said copy shall be determined by the rate of copying expenses, except that no fee shall be charged to any applicant, beneficiary or individual representing said applicant or beneficiary for furnishing a medical record if the record is requested for the purpose of supporting a claim or appeal under any provision of the Social Security Act or federal or state financial needs-based benefit program, and the facility shall furnish a medical record requested pursuant to a claim or appeal under any provision of the Social Security Act or any federal or state financial needs-based benefit program within thirty days of the request; provided, however, that any person for whom no fee shall be charged shall present reasonable documentation at the time of such records request that the purpose of said request is to support a claim or appeal under any provision of the Social Security Act or any federal or state financial needs-based benefit program; 

(h)
to refuse to be examined, observed, or treated by students or any other facility staff without jeopardizing access to psychiatric, psychological, or other medical care and attention; 

(i) 
to refuse to serve as a research subject and to refuse any care or examination when the primary purpose is educational or informational rather than therapeutic; 

(j)  
to privacy during medical treatment or other rendering of care within the capacity of the facility; 

(k)  
to prompt lifesaving treatment in an emergency without discrimination on account of economic status or source of payment and without delaying treatment for purposes of prior discussion of the source of payment unless such delay can be imposed without material risk to his health, and this right shall also extend to those persons not already patients or residents of a facility if said facility has a certified emergency care unit; 

(l)
to informed consent to the extent provided by law; 

(m)  
upon request to receive a copy of an itemized bill or other statement of charges submitted to any third party by the facility for care of the patient or resident and to have a copy of said itemized bill or statement sent to the attending physician of the patient or resident; and 

(n)
if refused treatment because of economic status or the lack of a source of payment, to prompt and safe transfer to a facility which agrees to receive and treat such patient.  Said facility refusing to treat such patient shall be responsible for:  ascertaining that the patient may be safely transferred; contacting a facility willing to treat such patient; arranging the transportation; accompanying the patient with necessary and appropriate professional staff to assist in the safety and comfort of the transfer, assure that the receiving facility assumes the necessary care promptly, and provide pertinent medical information about the patient’s condition; and maintaining records of the foregoing. 

Every Patient or Resident of a Facility Shall be Provided by the Physician in the Facility the Right: 
(a)  
to informed consent to the extent provided by law; 

(b)  
to privacy during medical treatment or other rendering of care within the capacity of the facility; 

(c) 
to refuse to be examined, observed, or treated by students or any other facility staff without jeopardizing access to psychiatric, psychological or other medical care and attention; 

(d)
to refuse to serve as a research subject, and to refuse any care or examination when the primary purpose is educational or informational rather than therapeutic; 

(e)
to prompt lifesaving treatment in an emergency without discrimination on account of economic status or source of payment and without delaying treatment for purposes of prior discussion of source of payment unless such delay can be imposed without material risk to his health; 

(f)
upon request, to obtain an explanation as to the relationship, if any, of the physician to any other health care facility or educational institutions insofar as said relationship relates to his care or treatment, and such explanation shall include said physician’s ownership or financial interest, if any, in the facility or other health care facilities insofar as said ownership relates to the care or treatment of said patient or resident; 

(g)  
upon request to receive an itemized bill including third party reimbursements paid toward said bill, regardless of the sources of payment; 

(h) 
 in the case of a patient suffering from any form of breast cancer, to complete information on all alternative treatments which are medically viable. 

Except in cases of emergency surgery, at least ten days before a physician operates on a patient to insert a breast implant, the physician shall inform the patient of the disadvantages and risks associated with breast implantation.  The information shall include, but not be limited to, the standardized written summary provided by the department.  The patient shall sign a statement provided by the department acknowledging the receipt of said standardized written summary.  Nothing herein shall be construed as causing any liability of the department due to any action or omission by said department relative to the information provided pursuant to this paragraph.  The department of public health shall: 

1) develop a standardized written summary, as set forth in this paragraph in layman’s language that discloses side effects, warnings and cautions for a breast implantation operation within three months of the date of enactment of this act; 

2) update as necessary the standardized written summary; 

3) distribute the standardized written summary to each hospital, clinic and physician’s office and any other facility that performs breast implants; and 

4) provide the physician inserting the breast implant with a statement to be signed by the patient acknowledging receipt of the standardized written summary.

Every maternity patient, at the time of pre-admission, shall receive complete information from an admitting hospital on its annual rate of primary caesarian sections, annual rate of repeat caesarian sections, annual rate of total caesarian sections, annual percentage of women who have had a caesarian section who have had a subsequent successful vaginal birth, annual percentage of deliveries in birthing rooms and labor-delivery-recovery or labor-recovery-postpartum rooms, annual percentage of deliveries by certified nurse-midwives, annual percentage which were continuously externally monitored only, annual percentage which were continuously internally monitored only, annual percentage which were monitored both internally and externally, annual percentages utilizing intravenous, inductions, augmentation, forceps, episiotomies, spinals, epidurals and general anesthesia, and its annual percentage of women breast-feeding upon discharge from said hospital. 

A facility shall require all persons, including students, who examine, observe or treat a patient or resident of such facility to wear an identification badge which readily discloses the first name, licensure status, if any, and staff position of the person so examining, observing or treating a patient or resident, provided, however, that for the purposes of this paragraph, the word facility shall not include a community day and residential setting licensed or operated by the department of mental retardation.. 

Any person whose rights under this section are violated may bring in addition to any other action allowed by law or regulation, a civil action under sections sixty B to sixty E, inclusive, of chapter two hundred and thirty-one.  No provision of this section, relating to confidentiality of records shall be construed to prevent any third party reimburser from inspecting and copying, in the ordinary course of determining eligibility for or entitlement to benefits, any and all records relating to diagnosis, treatment, or other services provided to any person, including a minor or incompetent, for which coverage, benefit or reimbursement is claimed, so long as the policy or certificate under which the claim is made provides that such access to such records is permitted.  No provision of this section relating to confidentiality of records shall be construed to prevent access to any such records in connection with any peer review or utilization review procedures applied and implemented in good faith. 

No provision herein shall apply to any institution operated by and for persons who rely exclusively upon treatment by spiritual means through prayer for healing, in accordance with the creed or tenets of a church or religious denomination, or patients whose religious beliefs limit the forms and qualities of treatment to which they may submit. 

No provision herein shall be construed as limiting any other right or remedies previously existing at law. Responsibility of:  Office of General Council and Risk Management
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