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Guided Department/Unit TourForm 3
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Other


	Employee Name: 
	undefined: Location of places important to your area (i.e., Pharmacy, Blood Bank, OR, Radiology)
	undefined_2: Cafeteria (review hours)
	undefined_3: Human Resources Customer Service Center
	undefined_4: Employee Health
	Areaspecific items to cover: 
	undefined_5: Staff lounge
	undefined_6: Staff mailboxes
	undefined_7: Supplies, dirty utility, & equipment/storage rooms
	undefined_8: Storage cabinets/drawers
	undefined_9: Fire escape route, fire pull stations, Unit "Red" Book, and emergency gas shut-off 
	undefined_10: Area kitchen
	undefined_11: Patient room
	Areaspecific items to cover_2: 
	undefined_12: Meeting schedules
	undefined_13: Sick call procedures
	undefined_14: Breaks / Lunch routine
	undefined_15: Time and attendance, clock-in/out process - scheduling process
	undefined_16: Area-specific items to cover
	Areaspecific items to cover_3: For example: defibrillator, EKG machine, tube system, etc., and who cleans what equipment
	1: Location of area education videos/patient population-specific reading resources
	2: Ensure new hire can access the appropriate systems and equipment, e.g. POCT testing
	3: Phone/paging system
	Areaspecific items to cover_4: 
	undefined_17: Important landmarks
	undefined_18: Parking
	Areaspecific items to cover_5: 
	Other: 
	CHECKLIST: 
	1: Area Tour
	0: 
	0: Medical Center tour
	1: 
	0: Explain area routines and norms
	1: Review unit-specific equipment and cleaning procedures
	2: 
	0: Review departmental tools and resources
	1: Tour of outside grounds




	4: 
	0: Outlook Calendar and email expectations (i.e., responding within 24 hours)
	1: Online tools used specifically in your area
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