TRAINING UPDATE
Lab Location: GEC, SGMC & WAH Date Distributed:  7/7/2015
Department: All staff Due Date: 8/2/2015
Implementation: 8/3/2015

DESCRIPTION OF REVISION

Name of procedure:

Hospital Policies via Intranet GEC.L09, SGAH / WAH.L11 v2

Description of change(s):

Section 9: update screen shots (to match new AHC intranet)

This revised SOP will be implemented on August 3, 2015.

Document your compliance with this training update by taking the quiz in the MTS
system.
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1. PURPOSE

This procedure establishes guidelines for employees to access current hospital and
Adventist Healthcare corporate policies on-line.

2. SCOPE

This procedure applies to Adventist Healthcare corporate and hospital specific on-line
policies and procedures.

3. RESPONSIBILITY

All Laboratory staff may perform this procedure.

4, DEFINITIONS
None

5. PROCEDURE
See Addenda and Appendices section for steps to log into the hospital Intranet to access
the policies.

6. RELATED DOCUMENTS

None
7. REFERENCES
N/A
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Quest Diagnostics
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8. REVISION HISTORY

Footer: version # leading zero’s dropped due to new
EDCS in use as of 10/7/13

Version | Date Reason for Revision Reé;je'\d AppBr;)ved
Supersedes SOP L033.01

000 1/27/11 | Update owner and title page L. Barrett | L. Loffredo

1 6/26/15 | Section 9: update screen shots L. Barrett | L. Loffredo

9. ADDENDA AND APPENDICES
AHC Intranet Instructions
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Quest Diagnostics
Site: GEC, SGAH & WAH

Title: Hospital Policies via Intranet

1. Click on the Internet/Intranet Explorer Icon — The AHC Intranet Home Page should appear.

8.

Intemet Explorerink
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2. Click on Policy & Procedures

SGMC Policy Library ‘

SGMC Policy Library

Shady Grove Medical Center Policies

v [ Name Policy No Policy Title Policy Categary
Count= 850
Policy Category : (25)

Policy Category : CASE MANAGEMENT (1)

¥ Policy Category : EMERGENCY DEPARTMENT (50)

 Policy Category : EXEC-HR (74)

Policy Category : INF. CONTROL (44)

Policy Category : Lab (39)

» Policy Category : MATERNAL CHILD HEALTH (38}

Policy Category : NICU (3}

Policy Category : Nuring Administration (3)

Policy Category : Nursing (5)

» Policy Category : PATIENT CARE (433)

Policy Category : Patient Safety (1)

” Policy Category : Perinatal Services (1)

- Policy Category : Safety (117)

» policy Category : SURGERY (2)

4. Click on a category and the Policies and
Procedures associated with it will display.

Adventist
HealthCare

¢

inlicies & Procedures

Walcome to Policies 3nd Procedures Web Site! Policies and Procedures provide the cellection of 7000+ documents th
= AMWE Clinical Policies

= BHWS Poficies

+ Potomac Ridge Behavioral Health
- Rockville
= Rockvills Group Homes

« Rockville Manor

« Care Excellence

* Corparate

+ Financial Services

* Hackettstown Regional Medical Center
* Home Care Services

= Physical Health & Rehabiitation

« Shady Grove Medical Center

= Washington Adventist Hospital

3. Click on WAH or SGMC.

Washington Adventist Hospital
v [0 Name

* Policy Category :

Palicy No Policy Title Policy Category

Count= 1515

(1s)

* Policy Category :

2100 (3)

* Policy Category :

Admin - WAH (58)

* Policy Category :

Administration (1)

* Policy Category :

Behavioral Health (1)

* Policy Category :

COVR (22)

* Policy Category :

Central Sterile (36)

‘ Policy Category :

Emergency Dept. (127)

> Policy Category :

Health Information Management (1)

* Policy Category :

Human Resources - WAH (16)

* Policy Category

: Infection Control (65)

¢ Policy Category :

Lab (45)

Policy Category :

Medical Records (23)

* Policy Category :

MNursing (202)

* Policy Category :

Patient Care (251)

* Policy Category :

Perfusion (114)

* Policy Category :

Pharmacy (130)

* Policy Category

: Plan for Delivery of Care (1)

* Policy Category

: Pt. Access (29)
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Quest Diagnostics

Site: GEC, SGAH & WAH

Title: Hospital Policies via Intranet

{4 Policy Category : Admin - WAH (63)

Count= 68

=]  WAH.1000 WAH. 1000 ETHICS AND PROFESSIOMNALISM Admin - WAH
[= wah.1001 wah.1001 MISSION, VISION, VALUES AND CRITICAL Admin - WAH
= SUCCESS FACTORS

ps  WAH.1004 WAH. 1004 ADMINISTRATOR-ON-CALL FUNCTIONS Admin - WAH
_Ij WAH.1005 WAH.1005 COMMUNICATION PROCESS Admin - WAH
[ WAH.1007 WAH. 1007 SOLICITATION AND DISTRIBUTION Admin - WAH
¥  WAH.1010 WAH.1010 SMOKING Admin - WAH
= WAH.1011 WAH.1011 VIP PATIENTS Admin - WAH
=  WAH.1013 WAH.1013 CONFERENCE ROOMS, USE OF Admin - WAH
M WAH.1017 WAH.1017 FOOD SERVICES DEPARTMENT - SPECIAL Admin - WAH

FUNCTIONS AND CATERING
pEs  WAH.1019 WAH.101% POLICY DEVELOPMENT AND IMPLEMENTATION Admin - WAH
= WAH.1021 WAH.1021 FAXING HOSPITAL PATIENT INFORMATION Admin - WAH
5. Select and click on the appropriate policy.
m@ https://intran st adventisthealthcare.com/policiesandprocedures/AHC_WAH/Admin% O ~ @ € X I (2 adventisthealthcare.com X _

WASHINGTON ADVENTIST HOSPITAL
PATIENT CARE POLICY MANUAL

FAXING HOSPITAL PATIENT INFORMATION

Effective Date: 4/15/93

Cross Referenced: Origin: ADMIN
Reviewed: 10/95, 5/97, 5/00, 4/02, Authority: SM
Revised: 9/93, 7/04, 5/13 Page: 10of 2

Policy No.: WAH.1021

SCOPE
This policy has hospital-wide application.

PURPOSE

POLICY

nrohihited

6. The selected policy will display.

To establish a uniform procedure for transmitting Hospital information by Fax machine, and to ensure that
Hospital Faxing procedures meet standards of patient confidentiality required by law.

It is the policy of Washington Adventist Hospital to ensure that the confidential information contained in facsimile
documents is maintained by the person involved in sending or receiving any material by the Fax method. Any
inappropriate disclosure, dissemination, distribution, or copying of faxed communication or its contents is strictly
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