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American Women's Medical Center - Des Plaines

Policy Manual
) }.} Section: Management of Information
~ Subject: HIPPA Notice of Paticnt Privacy Page _1_of _2
Approved By:_F Effective Date: //*ﬂ,ﬁrﬂé/ Revised:
L PURPOSE

To comply with federal and state privacy laws.

IL POLICY

It is the policy of American Women's Medical Center - Des Plaines to inform patients of
our management process to protect their Protected Health Information (PHI)

II. PROCEDURES

A. The Notice of Privacy Practices (NPP) is fundamental privacy document. The
requirements for its preparation and use are detailed in the Privacy Rule, Section
164.520.

: B. A proper NPP will inform the patient of all the basic uses the practice will make of

) a patient’s Protected Health Information (PHT) in the ordinary course of providing
treatment, seeking payment for care to the patient, and managing the practice’s
health care operations. The NPP also will apprise the patient of other circumstances
in which their PHI may be released, such as to comply with court orders, subpoenas
and government investigations.

C. The NPP advises patients of certain special rights they have:

1. To revoke any authorization or consent they may have given to the practice to
authorize disclosures of their phi (usually for non-TPO purposes);

2.  To request special limits or conditions on the usc of their phi;

3.  To receive communications from the practice by more confidential means or
at alternate locations;

4. To inspect and copy their phi; and

5. To amend their phi.

D. This NPP should be acknowledged by all patients receiving service after the
compliance date for the Privacy Rule, April 14, 2003.
1.  The practice must make a good faith effort to obtain the patient’s

acknowledgment of receipt of the NPP from the patient and/or his/her legal =
representative/carcgiver.
_ 2.  Ifthe patient is unable or unwilling to acknowledge receipt of the NPP, a staff
) person will document that he/she attempted to obtain this acknowledgment,
but the paticnt would not or could not acknowledge its receipt.
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Individual Rights

You have certain rights under the federal privacy standards. These include:

. The right to request restrictions on the use and disclosure of your protecied health
information.

. The right to receive confidential communications concerning your medical condition and
treatment.

. The right to inspect and copy your protected health information.

. The right to amend or submit corrections to your protected health information.

. The right to receive an accounting of how and to whom your protected health information
has been disclosed. '

. The right to receive a printed copy of this notice.

American Women's Medical Center - Des Plaines Duties

We are required by law to maintain the privacy of your protected health information and to
provide you with this notice of privacy practices. We also are required to abide by the privacy
policies and practices that are outlined in this notice.

Right to Revise Privacy Practices

As permitted by law, we reserve the right to amend or modify our privacy policies and practices.
These changes in our policies and practices may be required by changcs in federal and state laws
and regulations. Whatever the reason for these revisions, we will provide you with a revised
notice on your next office visit. The revised policies and practices will be applied to all protected

health information that we maintain.

Requests to Inspect Protected Health Information

As permitted by federal regulation, we require that requests to inspect or copy protected health
information be submitted in writing. You may obtain a form to gain access to your records by
contacting our receptionist or privacy officer.

Complaints
If you believe that your privacy rights have been violated, you should call the mattcr to our
attention by sending a letter describing the cause of your concern to the same address. You will

not be penalized or otherwise retaliated against for filling a complaint.

If you would like to submit a comment or complaint about our privacy practices, you can do so
by sending a Jetter outlining your concemns.

Contact Person

The name and address of the person you can contact for further information concerning our
privacy practices is:

Office Manager
American Women's Medical Center - Des Plaines
110 S. River Rd., Suite 7.
Des Plaines , Illinois 60616
Phone: (847) 294-9614

This Notice is effective on or after April 14, 2003
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American Women's Medical Center - Des Plaines
Policy Manual
Section: Management of Information

Subject: Protection of the Medical Rccords Pase 1 of _2
Approved By: # Effective Date:  //-20-0¥  Rcvised:
1. POLICY

It is the policy of American Women's Medical Center - Des Plaines to restrict access to
medical records to authorized pcrsonnel only.

II. PROCEDURE

A. The medical record is the property of American Women's Medical Center - Des
Plaines and is maintained for the benefit of the patient, the medical staff and other
health care workers.

1.  All required records, either as originals or accurate reproductions of the
contents of such originals, shal) be maintained in such form as to be legible and
readily available upon request of the physician, or any other person authorized
to make such a request.

2. Al patient records will be secured.

a.  Files will be locked at night.

}. b.  The medical record room will be locked at night.
' ¢.  The medical record room will not be left unattended during working
hours. g

d. Ifthe room is left unattended, the door will be locked.

3.  American Women's Medical Center - Des Plaines shall safeguard all
information in the medical record against loss, defacement, tampering, or use
by unauthorized persons.

a.  Adequate measures will be taken to physically safeguard the medical
record from loss by fire, water and foreseeable sources of potential
damage, 3

b.  Records will be removed from the facility only by court order, subpoena
or statute.

¢.  Written consent of the patient or legally qualified representative is
required for release of information from the medical record.

d.  Records shall be signed out when removed from the facility.

e.  Access to computerized patient information is controlled through the use
of access codes.

B. The Office Manager is responsible for supervising and maintaining the medical
records system.

I~ —-This includes, but is not limited to-the fsllowing activitics:
a.  Supervising staff in the collection, processing, maintcnance, storage,
timely retrieval, and distribution of medical records;
) b. Retention of active medical records;
¢.  Retirement of inactive medical records;
d.  Timely entry of data into the medical records;
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American Women's Medical Center - Des Plaines
Policy Manual

Section: Management of Information

Subject: Protection of the Medical Records Page 2 of _2

Approved By: !

— "

€.  Maintaining the confidentialily, security, and physical safety of the
medical records;

f.  Maintaining the unique identification of each patient’s medical record;

g. Maintaining a log of records leaving the facility;

h.  Obtaining the patient's, or the paticnt's Icpally authorized rcpresentative,
authorization prior to the rclcase of patient records.

2. Orienting and training staff regarding the medical records system.

a.  Patients will not be discussed by clinical or non-clinical personnel
outside of the organization;

b. Comments and conversations relating to patients made by pbysicians,
nurses or other personne] will be made in confidential settings.

c. The patient's medical record will not to be released to other individual(s)
without a written release of information signed by the patient and/or
his/her represcntative.

Liffective Date: __[/- J6-0¥  Revised:
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American Women’s Medical Center — Des Plaines

Policy Manual
Section: Environment of Care
Subject: nipm anagement Plan Page: 1 of 4
Approved by: Effective Date;_11-20-08 Revision Date:_08-29-11

L PURPOSE

The purpose of the Equipment Management Plan is to implement and maintain an
Equipment Management Plan that controls and reduces the risk of medical equipment for the
diagnosis and treatment of patient care.

IL. POLICY

It is the policy of American Women’s Medical Center - Desplaines to promote the safe and
effective use of medical equipment.

Il. 'SCOPE

The Equipment Management Plan applies to all fixed and poriable medical equipment used
within the facility,

IV. .OBJECTIVES

o Establish written criteria for identifying, evaluating, and taking inventory of medical
equipment to be included in the management plan before the equipment is used.

» Assess and minimize clinical and physical risks of equipment use through inspection,
testing, and maintenance.

e Monitor and act on equipment hazard notice recalls,

= Report incidents in which a medical device is connected with the death, serious injury or
serious illness or any individual as required by the Safe Medical Device Act of 1999,

e Monitor, and investigate, equipment management problems, failures, and user errors that
have or may have an adverse effect on patient safety and/or the quality of care.

V. RESPONSIBILITIES
e The-President-or-histher-designee-istespensibie-for-selecting-and-acquiring all medical———

O

equipment and ensuring the proper functioning and maintenance of all equipment that has
to do with the safety of staff and patients.
B. The Office Manager is responsible for the implementation of the Equipment Management

Plan.
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American Women’s Medical Center — Des Plaines

Policy Manual
Section: Environment of Care
Subject: Bquipment Management Plan Page: 2 of 4
Approved by: Effective Date:_11-20-08 Revision Date;_08-29-11

U
AV
VI. PROCESSES OF THE EQUIPMENT MANAGEMENT PLAN

A. Medical equipment is inventoried by the Office Manager to assess:
1. Equipment function,

2 Physical risks associated with use,
=1 Maintenance requirements, and
4 Equipment incident history.

B. Incident Reporting and Investigation
1. Any cquipment management problems, failure or user error should be reported to
the Office Manager.

2. All hazard notices and equipment recalls are to be sent to the Office Manager.

3. Equipment malfunctions will be tracked by the Office Manager and reported to
the Performance Improvement Committee quarterly.

4. The Office Manager will report to the manufacturer, and/or the FDA any

equipment that is connected to-the serious injury, illness, or death of any
individual. (Required by the Safe Medical Devices Act of 1990)
5. The equipment will be tagged as “out of order, do not use™.

C. Inspect, Test and Maintain Equipment

1. All electrical equipment in patient care areas must be inspected by a Bio- Medical
engineer annually and prior to initial use,

2. Maintenance records should be kept on medical equipment to provide contact
information on the manufacturer, service representative, date of service and
description of service.

3. Critical equipment such as a defibrillator, cardiac monitors and anesthesia
machines will be checked prior to the first procedure of the day.

a. Logs will be kept that reflect this check, and the individual doing the
testing will initial upon completion.

b. In the event that a piece of critical equipment (i.e. defibrillator)
malfunctions, surgery will be canceled until fixed and inspected by a bio-
medical engineer, or a loaner obtained.

¢. Alarms on'medical equipment will be tested monthly.

4. Sterilizers will be monitored based on manufacturer's instructions.

a. Each pack/tray is monitored 10 ensure the proper temperature was reached
and a log kept that reflects the date, and initials of the individual
performing this task.

b. Spore testing is performed based on volume; but at least monthly.
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American Women’s Medical Center — Des Plaines

Section: Environment of Care

Subject: uj
Approved by:
U

Policy Manual
ment Management Plan Page: 3 of 4
Effective Date:_11-20-08 Revision Date:_08-29-11

D.  Orientation and Training

L.

2,

3.

The Office Manager is responsible for training all cmployees who will be using
medical equipment during orientation or prior to use on the following:

a.
b.

d.

e.

Capabilities, limitations, and special applications of the equipment.
Basic operating and safety procedures.

i. Manufacturer's directions are to be followed at all times,

ii. All manuals for equipment will be kept in the area of use,
Emcrgcncy procedures in the event of equipment failure.

i Specific procedures in the event of equipment failure;

ii, ‘When and how to perform emergency clinical interventions when
medical equipment fails;

ili.  Availability of backup equipment' and

vi. How to obtain repair services.

Information and skills necessary to perform the necessary maintenance;

and
How to fill out an incident report on equipment failure, malfunction, or

USCr CIror.

Training can be met by classroom activities, one-on-one discussions or through
the completion of a self-study packet.
All training is documented in the employee's personnel file.

E. Performance Monitoring

s

2.

The Office Manager is responsible for coordinating the performance monitoring
process for the Equipment Management program,

Performance standards to be monitored is the responsibility of the Office Manager
in collaboration with the Performance Improvement Committee,

Performance Standards relate to one or more of the following:

d.

Staff knowledge and skills;
Level of staff participation;

Monitoring and inspection activities;

b.
c.
d
€

Emergency and incident reporting, or
Inspection, preventive maintenance and testing of equipment.
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American Women’s Medical Center — Des Plaines

Policy Manual
Section: Environment of Care
Subject: Equipment Management Plan Page: 4 of 4
Approved by: Effective Date:_11-20-08 Revision Date;_08-29-11

Summaries of findings and recommendations, based on trends, performance
measures, and performance improvement activities will be documented quarterly
by the Performance Improvement Committee.

Specific information will be communicated to staff when issues or opportunities
to reduce the risk of equipment hazards exist.

F. Annual Review

1.

The Office Manager in collaboration with the Performance Improvement
Committee is responsible for the annual review of the Equipment
"Management Plans' objectives, scope, performance, and effectiveness.

The annual review will be compiled at the end of the year based on information
from a variety of sources including, but not limited to: incident reports of
equipment failure and user errors; product safety recall notices; staff orientation
and training; Performance Improvement Committee minutes; performance
monitoring activities; and other summaries of activities, including the findings of
regulatory agencies.

The annual review will be presented to the Board of Directors during the first
quarter of the following year in a narrative report that covers the Equipment
Management Plans' objectives, scope, performance and cffectiveness.
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American Women's Medical Center - Des Plaines

Policy Manual
Section: lnfection Control
Subject: Infection Control Plan Page 2 of _35
Approved By- Effective Date: _// / 201 / _0 g Effective Datc: ’7([ ’9[? ’éoal/./

T=30 — Aot

[V. . STRATEGIES TO MINIMIZE, REDUCE OR ELTMINATE PRIORITIZED
RISKS

A. General Precautions
L. Hand washing—Hand washing will be performed to prevent

crass-contamination between patients and personnel.

a Alcohol-based hand cleaner available in each room.

b. Monitor staff for handwashing.

Needles, Syringes and Sharps—Afier use, ncedles and other sharps will be

placed directly into a puncture-proof container.

a. Needles should not be re-capped, bent, broken or clipped;
however,.needles may be re-capped (e.g., after pre-filling syringes)
using the one-handed method or a safety dcvice.

3. Laboratory specimens will be transported in a zip-lock bag or other
leak-proof container. The leak-proof container will be transported to the
lab site in a puncture resistant container that is properly labeled.

4. Eating, drinking, smoking, applying makeup or lip-balm or handling
contact lenses will be avoided in work areas where there is a reasonable
chance of exposure.

o

5. Sterilc technique will be employed for sterile dressing changes, IV
insertion, and whenever appropriate to prevent infection.

6. Multi-use vials will be swabbed with alcohol after use and kept until
expiration date, so long as solution is not cloudy. '

7. Sterile supplies are kept separate from non-sterile supplies.

8. Patient care items are not placed under sinks. (Only cleaning supplies).

9. Staff are to report any potential risk of safety/infection control to the
Surgical Coordinator.

B. Personal Protective Equipment

1. Gloves are 1o be changed between patient contacts.

2. Sterile gloves are to be worn for sterile procedures.

3. Utility Gloves—rubbcr houschold gloves, for housekeeping chores

involving polential blood contact and for instrument cleaning and
decontamination procedures. Utility gloves may be decontaminated and
rcused, but will be discarded if they are peeling, cracked. or discolored. or
\ if they have punctures, tears, or other evidence of deterioration.
4. Gowns—The usc of gowns is required when splashes to the skin and/or
clothing is likely. The gowns will be made of or lined with (luid-proof or
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fluid-resistant material and will protect all areas of exposed skin. The type
and characteristics will depend on the task and degree of exposure
anticipated.

5. Mask/Protective Eye Wear—Masks, protcctive eye wear, or face shields
are required when contamination of mucosal membranes, eyes, mouth or
nose is possible, such as splashes or acrosolization of material. They are
not required for routine care.

C. Labels
1. Biohazard labels will be used to prcvent accidental injury or illness to
personnel exposed to hazardous or potentially hazardous conditions.

2. Labels will state BIOHAZARD or display the hazard symbol.

3. Labels will be affixed as close as possible 1o respective hazards.

4, Labels will be used to identify equipment and containers containing
hazardous agents.

5. If labels are not uscd, other cffective means will be used, such as RED
bagging.

D. Housekeeping and Hygiene
The following guidelines will be implemented and taught to staff:

. All equipment, environmental and working surfaces shall be cleaned and
decontaminated after contact with blood or other poteatially infections
materials. o

2,

Blood/body fluid spills can be mopped or wiped up with hot soapy water
and then disinfected with bleach or hospital disinfectant spray. Disposable
gloves must be worn.,

An appropriate disinfectant will be used to clean floors, toilet bowl. sink,
counter tops and soiled furniture, when appropriate.

[PF)

4. Rooms will be kept well aired to decrease the risk of colds, flu and other
airborne communicable diseasc.

5. Humidifiers and air conditioners can harbor infectious organisms, and will
be cleaned and scrviced regularly.

6. All bins, pails, cans (e.g., wastebaskets) intended for reuse, which have a

reasonable likelihood for becoming contaminated with blood and other
potentially infectious materials, will be inspected and decontaminated
immediately, or as soon as feasible upon visible contamination.

7. Linen, clothing, or other materials that are visibly contaminated with
blood, body fluids or other infectious materials must be placed in bags or
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containers that arc impcrvious to moisture, before transport for cleaning.
Gloves must be worn while bagging these malerials.

8. Single-use disposable medical devices will not be reused, except for those
not requiring maintenance of sterility.

E. Contagious diseases in local demographic population
1. Stay informed on infections occurring locally through local newspapers,
radio, television and alerts from local hospilals.
2. Assist in providing care to patients as directed by local, regional, or state
authorities.
3. Scnd patients with contagious diseascs to Emergency Room or Emergency
Care/Urgent Care Centers.

4. Close office if large influx of infectious patients (i.e. bird flu).
5 Reopen when third party responders (city, state, or department of public
health) state it is appropriate to resume service.

V. EDUCATION OF PERSONNEL

A. American Women's Medical Center - Des Plaines will educate all personnel on
intcction control policies and procedures and their responsibilities for
implementation as contained throughout this section.

B. Personnel will be provided training on the basics of transmission of pathogens to
patients and staff, bloodborne discases, the use of Universal Precautions.
handwashing, infectious waste management and other infection control
procedures when their work activities, as indicated below, may result in an
exposure to blood, other potentially infectious materials, or under circumstances
in which differcntiation between body fluid typcs is difficult or impossible.

. Staff and Licensed Independent Contractors will receive Influenza Vaccine
training annually, on on the control and prevention measures; and the diagnosis,
transmission, and impact of influenza,

1. Influenza Vaccine will be offerred annually by the organization. If,
not purchased and provided in-house, reimbursement for the
vaccine will be given to staff and LIP’s who elect to have it.
Infcction control training will be scheduled annually. B
A goal or 40% has been set for having stafl vaccinated against the
flu. :

w0
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D. Attendance will be mandatory and will be documented.
E. Rccords of in-training attendance will be maintained.

VL. MONITORING AND EVALUATION OF INFECTION CONTROL

A, The infection control plan will be monitored and evaluated by the Performance

Committee.

1. Infection control data will be collected, analyzed and trended. Information
obtained will be given to the Surgical Coordinator or designee, and used to
improve patient care, as well as improve practice's performance in the
implementation of its infection/exposure control plan.

The Surgical Coordinator will be responsible for reviewing and reporting
the infection control plan to the Board of Directors and other appropriate
authorities.

[ (8]

3. Any health care associated infection that results in death or a major loss of
function wil) be managed as a sentinel event.

a. A root cause analysis and action plan will be developed.
b. JCAHO will be notified.

B.  Resources available on the internet: o
Association for Professionals Infection Control & Epidemiology: www.apic.org
Centcrs for Disease Control: www.cde.gov
Occupational Safety Health Administration: www.osha.gov
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I POLICY
It is the policy of American Women's Medical Center - Dcs Plaines to monitor the
efficacy of the sterilizing process to insure the sterility of instruments, and to maintain a
documented monitoring control system to meet national guidelines.

1L PROCEDURES

A. Spore testing will be conducted for routine loads, and on every load for

implantables.
1. Biological indicators are placed in a test pack representative of the load.
2, When removed the vial (results test) is place in a biological spore testing

machine with a biological indicator vial (control test) that has not been
placed in the sterilizer,

3. After the appropriate time has elapsed (24 to 48 hours), read the results,
The indicator in the results test should be negative (=); the control test
should be positive (-+).

4, Record the results of the test on the spore test log, and initial as
confirmation of physical parameters being attained.

B. If the results of the spore tests from the vial placed in with the instruments is
positive, the sterilizer is not used, and the tests are reported to the Clinical
Coordinator.

1. The Clinical Coordinator will perform a second test. If the second test is
positive the sterilizer is repaired, and not used until ali%tests are negative.

2. All instruments and packages processed with a positive test result are
pulled from the shelves and re-sterilized.

3. The spore test log with a positive test will be compared to the surgical log.
Patients identified will be called and asked to come into the office to check
for infection
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POLICY

It is the policy of American Women's Medical Center - Des Plaines to provide guidelines
in sterile processing.

PROCEDURES

A. There must be proper ventilation, adequate lighting for task illumination, and
order and neatness in work areas.

B. All equipment used in sterile processing must be checked for electrical and

mechanical safety, prior to use.

1. Any defective equipment must be removed from service, repaired and
rechecked.

2. Safety regulations concerning the operation of all equipment must be
strictly adhered to.

3. Preventive maintenance on sterile processing equipment is performed on a
periodic basis, but no less than annually.

4. Documentation of inspection and preventive maintenance must contain
date of inspection and service, type of service performed and signaturc.
These reports must be on file.

C. All personnel using sterile processing equipment must be well trained in the
handling, care and use of equipment and supplies.
Ny,
D. Manufacturers’ safety instructions must be on the equipment in view of the
operator, and equipment manuals must be on file and accessible to all operators of
the equipment.

=4 Personnel operating sterile processing equipment must be:
1. Warned of all dangers and possible consequences,
2. Instructed in how to prevent and avoid accidents; and
3. Informed of proper emergency measures to take, should an accident occur.

F. In case of accident, it must be reported on an Incident Report.
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Re: Medication

Please be advised that all medication stored in carts should be
locked at the end of the day.

S A T

It is the responsibility of the Nurse and Anesthesiologist to make
sure all medication is properly locked.
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POLICY

It is the policy of American Women's Medical Center - Des Plaines to ensure the safety of
patients through the proper ordering, storage, preparation, reconciliation, administering ,
prescribing, security and monitoring of medications(s).

PROCEDURES

A, Medications
1. All medications administered to patients will be those approved by the Food

and Drug Administration.

2. Medications used for anesthesia will be determined for use by the
Anesthetist.

3. If medications are not available within the facility, they will be obtained
from a local pharmacy.

4.  Medications to be administered within this facility may not be brought into
the facility by a physician or patient.

B. Ordering

1. Only physicians may order medications to be used at American Women's
Medical Center - Des Plaines.

2. A list of all medications kept in the facility will be maintained.
a.  This list will include the medication name, strength, dosage and form.
b.  The list will identify high-risk, and lock-alike, sound-alike

medications, and these medications will be reviewed annually.

3. Al orders for trcatment, including medications, will be in writing. A verbal

order will be considered to be in writing, if dictated and signed by the

physician,
C. Storage
1. All medications are to be checked in and stored appropriately by the Medical
Assistant/ Nurse / Surgical Tech.

2. All medications are storcd based on the manufacturer's directions.

a. If medications arc to be refrigerated, they are kept in a refrigerator that
does not contain food products or specimens. = B Sa e etk

b.  The refrigerator's temperature is monitored daily and logged.

3. All medications will be inspected upon shelving and stocking for color,
clarity, product integrity and expiration date.

4.  Dry packaged materials should be placed on shelves above liquid
medications. (If spillage occurs, there is less chance of spoilage).
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Chemicals, reagents and medications that look alike and/or sound alike, are

scgregated from each other so that they may not be mistaken.

Concentrated electrolytes are stored separately from patient carc arcas so

that they are not immediately available.

Emergency medications are consistently available, conirolled and secured.

a.  Emergency medications are controlled and secure in patient care areas,
and in the operating/procedure room area(s).

b.  Emergency medications are sealed or stored in containers that are
clearly labeled so that staff can determine that the contents are
complete and medications have not expired.

The Clinical Coordinator is responsible for ensuring that expiration dates of

all medications are checked monthly.

a. Medications that are expired, contaminated or damaged are removed
from stock and segregated from other medications until removed from
the facility.

b.  7The Clinical Coordinator will dispose of all expired medication.

D. Preparation

Ie

Staff should use techniques to assure accuracy in medication preparation.

a.  Use of clean, sterile techniques.

b.  Maintain clean, uncluttered separate areas for preparation.

¢.  Visually inspect integrity of all medications.

Syringes and needles are sterile, single patient-use items,

a.  Disposable plastic syringes should not be refilled after the original
contents have been injected. ”

b. Medications from a single syringe must not be administered to
multiple patients, cven if the needle on the syringe is changed.

c.  After entry into or connection with a patient’s intravenous infusion, the
syringe and needle are contaminated and used only for that patient.

d. Contaminated syringes and equipment should be kept separate from
clean, unused syringes.

e.  After use, used syringes and needles should be discarded immediately
in an appropriate, puncture-resistant container.

f.  Unused syringes, needles, and related items should be stored in a clean

e

ared away from patients to avoid comtamipation.
Medications drawn up must be administered immediately, or labeled.
Expiration time for a drug drawn into a syringe.
a.  Medications should be drawn up into a sterile syringe as close as
possible to the time of administration.
b.  All drugs drawn into a syringe should be discarded within 24 hours or
when completely used, whichever comes first.
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(1) An assembled, non-contaminated, prefilled syringe, containing
mecdication not formulated in a lipid emulsion, can be kept for
later use,

(2) Medication formulated as a lipid emulsion must be discarded
within 6 hours after the ampule, vial or prefilled syringe is
opened.

(3) A syringe containing a lipid emulsion (propofol) must be
labeled with the date and time opened so that disposal after 6
hours is ensured.

Multidose Vials

a.  Ifaseptic technique is consistently used, an uncontaminated multidose
vial may be used until the manufacturer’s expiration date.

b.  If contamination has occurred, or if sterility is questionable, the vial
should be discarded.

¢.  Each time a multidose vial is entered, aseptic technique should be

used, including cleansing the rubber stopper with alcohol and using a

sterile needle and syringe.

E. Reconciliation Process

1.

A list of current medications will be developed by asking all new patient's
for a list of their current prescriptions, over-the-counter drugs, vitamins
and/or minerals.

This list will be reviewed with the patient prior to administcring and/or
prescribing any medication.

This list will be placcd in a consistent, highly visible location within the
patient chart.

Medications to be administered or prescribed will be reviewed against this
list for potential adverse interactions.

The list is updated with medications administered that may have an effect on
the patient after he/she Icaves the office.

The list should be updated with any sample medication or prescription given
to the patient.

The list should be revicwed with the patient prior to discharge so that he/she
understands how to take the medication(s), and how long to contmue taking

any newly prescribed medication.
A copy of the list should be given to the patient and communicated to the
next provider of care when the patient is referred or transferred to another

provider or level of care.
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F. Administration

1. Prior to the administration of any medication, a rcconciliation process will
occur to ensure the patient is receiving all medications nccessary, and to
eliminale any medications that are no longer needed and/or do not react with
what the patient is currently taking (prescriptions, over-the-counter drugs,
vitamins and/or mincrals).

2. A physician must give the medication order, which should include the
patient name, drug name in full, time or schedule, and route of
administration.

a.  Written orders must be legible and entered on the patient chart.
b.  Only the physician or a registered nurse may administer any
medication.

3. Medications are administered only afer the following:

a.  Mocdication selected is the correct onc bascd on the medication order
and product label.
) b.  Medication is visually inspected for particulates or discoloration and
expiration date.
¢.  There is no contraindication for administrating the medication.

4. All medications administered to a patient must be documented in full:

patient name, date, time, drug name, dose, route and response.

G. Prescribing
1.  Complete medication orders contain the name of the drug, strength, dosage
form, route of administration, and dosage regime.
2.  "Blanket orders," "continue previous meds," "resume preoperative meds”
and "discharge on current meds" is not acceptable as they are not clear or
complete.

H. Security
1. Medications, prescription pads, needles and syringes should be kept locked
or in areas where only the appropriate staff members have access.
2.  If medications are kept in an area that is unlocked, the area must be visible

by staff.
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L Monitoring of Medications

1.

Medications will be monitored for risk points, and arcas for improvement

will be identified.

a. Medications will be monitored monthly for outdates.

b. Refrigeraied medications will be monitored for temperature, and
that no food is not placed in the medication refrigerator.

c. Integrity locks on Crash Carts and Emergency Kit Medications will
be monitored weekly.

Any "significant"medication error or adverse drug reaction will be

considered an adverse outcome and a root cause analysis will be

preformed with appropriate, interdisciplinary staff.




08/22/2016 MON 16:40 FAX FULLERTON MEDICAL CENTER

American Women's Medical Center -~ Des Plaines
STAFF TRAINING

Date: & // E/ 7/ Presentcd by:

M o FrUICACY

Purpose of Training: }do:-iemation O Annual Review [ QA Follow-up

Topics covered: gf) ore 7}»91[/{'7 ?. ‘

10029/030

Attended By:

Name

Title

Motieda Eeacsion .

Bt M iR

T v < U
5’/{/&& Mana ﬁ&'/
yv

(ol ron 157

en

A—u‘%oc/ Que. */-%c.,//)

Wo /H(%fz &rpen‘%ea's

M A

U .@MA -_’)Q,f',ez




08/22/2016 YON 16:40 FAX FULLERTON MEDICAL CENTER

American Women's Medical Center - Des Plaines
STAFF TRAINING

Date: __& ,// ?'/ /¢ __ Presented by: A FRUALAC2

Purpose of Training; K(‘)rientation 0 Annual Review 00 QA Follow-up

Topics covered: @/ﬁ‘? yin ? 070 ﬂ'bﬁlﬁC/ﬂ Ve

100307030

Attended By:
Name _ Title
ﬁ:ﬂ‘}a De Lo Frne tzorntionts £

ﬁ/lﬁa fﬂwm;r(/

W% /’""’Wff,&s-

e




08/23/2016 TUB 13:48 PaAX A001/008

Access Health care
Center, Ltd
110 8. River Road #7

A T TR
47 294-9614
Fax 847 294-9644

facsimile transmlﬁal

TmKQrCn&n%@f;Q-Na Fax: Q’/;‘ -?‘f,?,_ 03?;?

From: SO PA7 A DELIAS  Date QM /¢ f/\b’ //p
Re: IDOC Pages: @ ? :

O For Review O Please Comment [0 PleaseReply [ Please Recycle




08/22/2016 YON 16:36 FAX FULLERTON MEDICAL CENTER @o01/030

Access I:Iealth care
Center, Ftd
110 S. River Road #7

847 294-9614
Fax 847 294-9644

facsimile transmittal

" Ragen Senger, v, " /3 -782- 0373
Fom: SO Pr7A DEAsAS Date 9/&?-? /S?o/&

Re: /D oC Pages: \3’(3

O For Review D] Please Comment O Please Reply [ Please Recycle

----------------------------



