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DIRECTIONS FOR USING THIS TOOL & ROLES & RESPONSIBILITIES 

New Hires
· Use New Leader Onboarding Guide and supporting resources to manage the onboarding process 
· Engage with hiring manager at the defined times during the onboarding process
· Complete each section as you progress through your onboarding and orientation
· Review anticipated competencies and descriptions for each time period 
· Schedule regular meetings with your Manager every 30, 60, and 90 days to review progress and establish goals 
· Complete all aspects of the New Leader Onboarding Program 
· Direct questions regarding this tool to your manager


Hiring Manager 
· Customize the New Leader Onboarding Guide for all new leaders with relevant information. (example: add and/or remove meetings, key stakeholder information and activities)
· Provide direction, coaching and feedback while building knowledge and helping establish key relationships 
· Support scheduling of onboarding activities
· Reserve time to communicate with the new leader 
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[bookmark: _Toc11309349]New Leader Onboarding Guide 
Welcome to ZSFG!
INTRODUCTION
Welcome to Zuckerberg San Francisco General Hospital. We are pleased to welcome you as part of the hospital’s leadership team. This guide is intended to provide you with useful information and resources to assist you in making a successful transition. 
WHAT IS ONBOARDING?
Onboarding, including orientation, begins with the first day of employment and usually ends upon the first year of employment. It is a process that gets employees up to speed with the policies, procedures, culture, expectations and day-to-day responsibilities of their department/unit. We have adopted this process to: 
· Ensure you feel welcomed 
· Build relationships with key stakeholders 
· Increase engagement and satisfaction 

WHAT IS THE DIFFERENCE BETWEEN ORIENTATION AND ONBOARDING?
The following table outlines the differences:
	ORIENTATION
	ONBOARDING

	Orientation is a part of a comprehensive onboarding process. Orientation concludes by the end of the first month on the new job.
	Onboarding begins the first day and continues well beyond the conclusion of the orientation program. 

	Typically includes a 1-3 day events depending on the position
· New Employee Orientation (NEO) – required for all staff. Offered Bi-weekly. 
· New Employee Clinical Orientation (NECO) – Required for Clinical staff only (See Appendix. B). Offered Bi-weekly. 
· New Leader Orientation (NLO): Leading the ZSFG Way – Required for Managers. Offered quarterly. Manager Onboarding Checklist introduced to Managers during NEO. 

	· Extends well beyond the first few days
· Is a systematic process
· Can last from three or more months depending on the position
· Cultivates long-term relationship building and access to information: Accelerated Learning Sessions
· Promotes better understanding of the culture, mission, and goals.
· Fosters a feeling of belonging and affirmation of making a right choice


WHOSE RESPONSBILITY IS ONBOARDING? 
Onboarding is successful only when ZSFG Human Resources, Department of Training and Education (DET), Hospital Leadership, and the hiring manager are all actively involved. The goal of this partnership is to establish a long-term relationship with the employee that begins as soon as the employee comes onboard. 
It is essential the hiring manager is proactive and engaged in facilitating the employee’s successful integration into the organization over time. 

NEW LEADER ONBOARDING PROGRAM 
You will be oriented to the policies, culture, and expectations through a series of learning activities: 
· New Leader Orientation (NLO): Leading the ZSFG Way
· New Leader Onboarding Guide
· Opportunities to engage in one-on-one meetings with key contacts:  Accelerated Learning Sessions
· Professional development training sessions 
· Regularly scheduled meetings with your leader 


NEW LEADER ONBOARDING GUIDE
The New Leader Onboarding Guide outlines critical elements, resources and learning sessions that should be completed within the first day, first week, and first 30, 60 and 90 days. The guide is intended to support a collaborative approach between you and your leader. 
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Primary contacts are your key contacts and are individuals you will communicate with on a day-to-day basis. Please work with your Manager to identify your Primary Contacts.
	Name:  ___________________________
Title:   ____________________________
Email:  ___________________________
Phone: ___________________________

	Name:  ___________________________
Title:   ____________________________
Email:  ___________________________
Phone: ___________________________


	Name:  ___________________________
Title:   ____________________________
Email:  ___________________________
Phone: ___________________________

	Name:  ___________________________
Title:   ____________________________
Email:  ___________________________
Phone: ___________________________


	Name:  ___________________________
Title:   ____________________________
Email:  ___________________________
Phone: ___________________________

	Name:  ___________________________
Title:   ____________________________
Email:  ___________________________
Phone: ___________________________


	Name:  ___________________________
Title:   ____________________________
Email:  ___________________________
Phone: ___________________________

	Name:  ___________________________
Title:   ____________________________
Email:  ___________________________
Phone: ___________________________
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* Note * - Managers insert department org chart
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	ORGANIZATIONAL
	DEPARTMENTAL

	Management Forum
Second Tuesdays, 8:30 am - 9:30 am, 
Carr Auditorium 
	Nurse Executive Committee Business (NEC)
Third Wednesdays 10:30-12:00, B.25, H7124

	 Accreditation, Licensing & Certification Committee (ALCC)
Fourth Thursdays, 1:00pm – 2:00pm, B.5, 2A6

	Nurse Executive Committee Quality & Safety (NEC Q&S)
First Wednesdays 1-2 PM, B.25, H7124

	Expanded Executive Meeting
First Tuesdays, 10:00am – 12:00pm, B.5, 7M30

	

	Performance Improvement & Patient Safety (PIPS)
Fourth Wednesdays, 12:00pm – 3:00pm, B.5, 7M30
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MANDATORY TRAININGS FOR YOU TO COMPLETE 
	Required Trainings
	Dates
	Contact 

	A3 Thinking 
	Offered monthly – 2-day workshop

	Will Huen & Chris Ross 

	HICS
	August 29th, October 29th and November 29th
9:00 AM – 12:00 PM 
Location H7124

	Lann Wilder

	FEMA ICS Courses
	Online Trainings - https://training.fema.gov/is/crslist.aspx?all=true
Required courses:  
· IS 700 c
· IS 200 HCa
· IS 700 b  

	Lann Wilder

	DPH-HR 
Brown Bags
	· Politics in the Workplace 
· Effective Communication for Teams
· Bullying in the Workplace 

	www.dphhr.eventbrite.com  
[bookmark: _GoBack]Please bookmark this link & check back often as new trainings are added regularly.     

	DPH Sponsored Manager Trainings
	· 24 Plus for Managers and Supervisors
· Diversity, Inclusion & Respect
· Employee Leaves & Accommodations
· Hiring, Onboarding & Separations
· Performance Mgmt. & Prof. Development
· Timekeeping & Compensation
· Hiring, Onboarding & Separations
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Clinical Only
*Nursing specific
	
	Topic
	Contact
	Description/Expectation

	

☐
	One Staff*


	Gillian Otway, 
Nursing Director
	Understands the system for documenting staff time and schedules.

	

☐
	Bed Control*
	Gillian Otway, 
Nursing Director
	Becomes familiar with the allocation and provision of beds and how it related to hospital flow.

	




☐
	Human Resource*


	Gillian Otway, 
Nursing Director
	Reviews HR practices related to identifying, recruiting, and selecting individuals and placing them into positions to address organizational needs.
Review of: 
1. Vacancy Reports
2. Hiring Plans

	


☐
	The ZSFG Way 
	Jenna Bilinski, Kaizen Promotion Director 
	Understand ZSFG’s operation system, the “ZSFG Way” and implications for leadership practices and departmental rollout of the daily management (DMS) 
Review of:
1. DMS Rollout

	

☐
	Nursing Workforce Development & Education*
	Justin Dauterman, Nurse Manager
 
	Review nursing workforce development and education goals


	
☐
	Patient Safety
	Tom Holton, Patient Safety Officer
	Review of:
1. AHRQ Culture of Safety
2. Transparency-Harm Dashboards
3. NPSGs

	


☐
	Risk Management
	Susan Brajkovic, Director Risk Management
	Understands role in patient safety and reducing risk to patients and staff.
Review of:
1. ED open RM cases
2. RCA process
3. Incident Reporting and Monitoring (UO system)

	· 
	Office of Patient Experience


	Colin Hart,
PEX Manager 
	Understand your role as grievance manager. Understand grievance response process 


Clinical and Non-Clinical 
	
	Topic
	Contact
	Description/Expectation

	


☐
	Human Resource 


	Refer to Staff Assignment List, see Appendix C
	Reviews HR practices related to identifying, recruiting, and selecting individuals and placing them into positions to address organizational needs.
Review of 
3. Vacancy Reports
4. Hiring Plans

	

☐
	Regulatory Affairs
	Adrian Smith, Regulatory Affairs Director 
	Understands role in contributing to organizations survey and regulatory readiness
Review of:
1. Plans of Correction
2. JC Chapter Participation

	


☐
	The ZSFG Way
	Kim Nguyen, Director of Administrative Operations & Govt. Affairs
	Understand ZSFG’s operation system, the “ZSFG Way” and implications for leadership practices and departmental rollout of the daily management (DMS) 
Review of:	
1. Principles, e.g. LSW, no meeting zone, etc.

	

☐
	Financial Management
	Jennifer Boffi, Chief Financial Officer
	Review departmental budgets and understand  how to analyze budgets and explain variance

	



☐
	ICARE


	Brandi Frazier, 
Care Experience Manager

	Promotes ZSFG’s Caring Framework for interaction with patients, visitors and staff:
I= Introduce 
C=Connect 
A=Ask  
R=Respond  
E=Exit

ICARE Rounding monthly

	

☐
	Education & Training
	Kala Garner, Department of Education and Training Manager
	Review mandatory trainings aligned with new state laws and True North metrics. 

	
☐
	Performance Management

	Your direct Manager

	Review leadership competencies and performance goals 
See performance goals worksheet
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	 Topic
	Contact
	Description/Expectations

	
☐
	Human Resource Systems

	Refer to Staff Assignment List, see Appendix C
	Reviews system for hiring, HRIMS


	

☐
	Human Resource Development – Labor

	Christina Fong, Labor Relations Manager 

	Understands process for addressing staff performance, the role of unions and labor team. 


	


☐
	Performance Improvement 


	Leslie Safier, Performance Improvement Director

	Examines organizations key performance indicators and data collection and reporting requirements.
Review of:
1. Performance Improvement and Patient Safety Committee 
2. Regulatory Reporting Requirements

	
☐
	Strategic Management 

	Chris Ross, Manager

	Understand ZSFG’s approach to problem solving.


	

☐
	Infection Control
	Elaine Dekker, Infection Control Director
	Understand Infection Control policies and procedures used to minimize the risk of spreading infections
Review of:
1. IC unit liaison program
2. Exposure Investigations
3. Standard precautions/isolation

	

☐
	Department Orientation 

	Your Manager
	Under how to submit work orders/requests:
1. IT
2. Facilities
3. Communications
4. EVS
Appendix E

	
☐
	Performance Management 

	Your Manager
	Review leadership competencies and performance goals 
See performance goals worksheet 
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	Topic
	Contact
	Description/Expectations

	
☐
	Medical Staff Services

	Dan Schwager, Director of Medical Staff Services
	Review of:
1. Credentialed providers
2. Bylaws and leadership
3. Governance and Committee structure

	☐	Environmental Health and Safety
	Ed Ochi, Environmental Health and Safety Officer
	Review of:
1. Injury and Illnesses Program
2. Industrial Hygiene
3. Ergonomics
Emergency Preparedness

	

☐
	Performance Improvement 




	Your Manager
	Review leadership competencies and performance goals 
See performance goals worksheet

	


☐
	





	
	

	

☐
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Goals must be SMART (Specific, Measurable, Attainable, Relevant, and Time-Based). For example, instead of “Create a flyer for the new employee fitness program”, SMART goal example: “By July 1, 2018, create a flyer for the new employee fitness program that describes program parameters and reward, to be distributed to City staff by September 1, 2018.”

ZSFG Annual Leadership Competencies
1. The ZSFG Way
· Leads by example: Demonstrates use of leader standard work calendar by using Adopting Leader Standard Work action step guide
· Holds self and others accountable: Identifies own strengths and limitations as well as development need through Professional Development Plan (PDP) using PDP A3 template
2. A3 Thinking
•	Demonstrates a problem-solving mindset: Utilizes A3 as a tool and process for analyzing and solving a problem using Catchball A3 standard work.


30 Days
	Goals 

	



	



	



	



	







60 Days
	Goals

	



	



	



	



	





90 Days
	Goals

	


	
	


	


	
	

	


	
	

	


	
	

	


	
	






[bookmark: _Toc11309358]DPH and UCSF Co-management of Clinical Services
This summary is a reminder of existing practices regarding the employment interactions between Department of Public Health (DPH) and University of California San Francisco (UCSF) employees in the clinical setting. Zuckerberg San Francisco General Hospital and Laguna Honda Hospital clinics (collectively Hospital-Affiliated Clinics) are collaboratively managed by two distinct entities: UCSF and DPH. For the Hospital-Affiliated Primary Care and Specialty Care Clinics, the UCSF Medical Director is the onsite manager responsible for overseeing the clinical operations in the clinic. The DPH Nurse Manager is responsible for overseeing the administrative operations in the clinic. The Practice Manager (either UCSF or DPH) is responsible for managing the practice. Neither a UCSF Medical Director nor a UCSF Practice Manager exercises administrative authority over DPH clinical staff. UCSF Medical Directors can, in collaboration with the DPH supervisor/managers, make medical care-related decisions in order to meet the needs of the patients and ensure appropriate patient care.

Pursuant to Collective Bargaining Agreements between the City and County of San Francisco (the City) and unions representing the City’s employees and City policies, only the City is authorized to hire, fire, discipline, and issue performance evaluations of City employees. However, UCSF plays a role in providing input in all these important areas.

The fast-paced, high volume, multidisciplinary clinical services at the Hospital-Affiliated Clinics have a long history of collaborative management of clinic operations between DPH managers and UCSF physician leaders. In order to provide high quality patient care, while ensuring staff and patient safety and an excellent care environment, managers must work together to make quick decisions in a rapidly changing, unpredictable clinical environment. This document serves to clarify and delineate the respective roles of DPH and UCSF managers at the Hospital-Affiliated Clinics.

	Task
	DPH managers
	UCSF staff or managers

	Hiring of City employees
	· Act as hiring manager
· Communicate directly with HR
· Develop interview questions
· Make final hiring decision
· Adhere to all DPH HR guidelines
	· Can sit on hiring panels and offer input to the hiring process consistent to that role
· Can contribute to interview questions
· Cannot make final selection
· Adhere to all DPH HR guidelines, including compliance with anti-bias protocols, if serving as a
member of a hiring panel


	Task
	DPH managers
	UCSF staff or managers

	Performance Appraisals (PA) for City employees
	· Performance Appraisals for DPH staff are completed and signed by DPH staff.
	· Can participate in the PA process by giving structured feedback to DPH supervisor on performance
· Clinical supervisors will give feedback on clinical performance of clinical staff (but shall not sign the PA) and will attend the PA meeting
· UCSF managers may give feedback to DPH managers
on staff and manager performance

	Discipline of City employees
	· Responsible for all activities involving discipline
· Will work directly with HR to lead investigations
· Compose, sign and execute all Performance Improvement Plans (PIPs)
	· May not make disciplinary decisions regarding DPH employees
· If an individual observes behavior that is concerning (e.g. code of conduct violation, clinical mistake) must inform direct DPH supervisor.
· Can be interviewed and provide input to DPH as part of an investigation of a DPH employee’s behavior when investigation could lead to
discipline

	Communication
	· All team members must communicate with staff/managers in a manner in keeping with the Code of Conduct, regardless of their employer. This includes attending all-staff meetings, team meetings, gemba walks, and team rounding.
· DPH managers may direct the
clinical work of any DPH staff person.
	· All team members must communicate with staff/managers in a manner in keeping with the Code of Conduct, regardless of their employer. This includes attending all-staff meetings, team meetings, gemba walks, and team rounding.
· UCSF MD/DO/NP/PA may direct the clinical work of a



	Task
	DPH managers
	UCSF staff or managers

	
	
	DPH staff person (i.e. anything related to patient care).

	Scheduling and staff assignments of City employees
	Make scheduling and staff assignments
	May propose scheduling and staff assignments, with DPH manager to ratify or approve. If staff disagree with or refuse an assignment the DPH supervisor should be notified and will work with the employee and, if appropriate, the UCSF manager
to resolve.

	Reporting
	DPH staff report to DPH
managers
	DPH staff do not report to UCSF
managers

	Code of Conduct
	Responsible to investigate observed or reported Code of Conduct violations
	Responsible to report to DPH supervisor observed or reported Code of Conduct violations. Any allegations of violations of Equal Employment Opportunity rules (by UCSF or DPH employees, regardless of the recipient) must promptly be reported to EEO: Hallie Albert at (415) 206-4158.

	Complaints regarding direct supervisors
	Provide staff who have complaints and concerns about the manager’s performance access to that manager’s supervisor and contact info

	Clinical care/practice
	When an authorized manager (regardless of whether UCSF or DPH) issues guidance regarding day-to-day clinical care or practice, all staff (regardless of whether UCSF or DPH) are required to follow that guidance. Clinic leadership is charged with addressing any concerns about such guidance.

	Decision-making
	When the management team makes a decision or ratifies a decision by a management team member, all staff (UCSF and DPH) are expected to implement and/or follow the decision regardless of who is delivering the decision.






[bookmark: _Toc11309359]Appendix A: New Leader Onboarding Checklist
	[bookmark: _Hlk529536266]Phase 1: 1st Day and Week

	· Overview of 1st day at ZSFG
	Be prepared for:
· General Orientation/New Employee Orientation (NEO)
· Learn about Parking/Transportation Registration/Commute Options
· Environment of Care (Infection Control, HIPAA, Emergency response, Safety, Security, & Crisis Intervention protocol)
· Obtain your Employee ID number and badge
· Obtain your DSW ID
· Receive/review a variety of materials and information

	· Overview of 2nd day at ZSFG
	If you are a Clinical Staff (See Appendix B) be prepared for:
· Clinical Orientation/New Employee Clinical Orientation (NECO)
· If you are non-Clinical (See Appendix B), review below Department Orientation 

	· Overview of 1st day at your department 
	Be prepared to:
· Department Orientation 
· Meet your supervisor/manager, team, and members of your department leadership team (if applicable)
· Be oriented to your new work space and building
· Workspace
· Computer log-in 9 (Username & Password)
· Phone set-up (See Appendix G for phone setup)
· Phone Extension 
· Email Address
· Tour of area/department
· Equipment overview (fax, copier)
· Secure key(s) &/or items (badge) to gain access to office
· Department Overview
· Org Chart
· Staff roles and responsibilities
· Record Staff time
· Meet the team
· Schedule 1:1 with team members 
· Time worked
· Discuss expectation around time worked
· Review timesheet
· Time off request form
· Receive/review a variety of materials and information, discuss your Onboarding Plan, including job specific training plan and expectations

	· Payroll and Benefits 
	· Contact processing analyst with payroll and benefit election information and timeframes. 




[bookmark: _Toc11309360]Appendix B: Classifications attending NECO 

	[bookmark: _Toc479076300]Attendance Requirement – Day 2 Clinical Orientation

	Required Attendance
	Job Classification and Title

	HALF DAY
8:00 AM ~ 12:00 PM
	Non-Nursing Staff Categories

	
	· 1428 Unit Clerk
· 1431 Senior Unit Clerk
· 2246 Assistant Director of Clinical Services I
· 2306 Senior Psychiatric Orderly
· 2310 Surgical Procedures Technician 
· 2314 Behavioral Health Team Leader 
· 2402 Laboratory Technician I
· 2416 Laboratory Technician II
· 2424 Diagnostic Imaging Assistant
· 2434 Senior Electrocardiograph Technician
· 2436 Electroencephalograph Technician I
· 2467-2470 Diagnostic Imaging Technician I-IV
· 2514-2515 Orthopedic Technician I-II
	· 2533 Emergency Medical Services Agency Specialist
· 2542 Speech Pathologist
· 2548 Occupational Therapist
· 2550 Senior Occupational Therapist
· 2551 Mental Health Treatment Specialist
· 2554 Therapy Aide
· 2555 Physical Therapist Assistant
· 2556 Physical Therapist
· 2558 Senior Physical Therapist
· 2583 Home Health Aide
· 2585-2588 Health Worker I-IV
· 9924 Public Service Aide Nursing Float (if practicing within a clinical area)
· Hospital Clinical Laboratory Assistant
· Hospital Clinical Laboratory Technician
· UC Hospital Assistant II
· UC Anesthesiology Technician

	FULL DAY
8:00 AM - 4:00 PM
	Nursing Staff Categories

	
	· 2302 Nursing Assistant
· 2303 Patient Care Assistant (PCA)
· 2305 Licensed Psychiatric Technician (LPT)
· 2312 Licensed Vocational Nurse (LVN)
· 2320 Registered Nurse (RN)
· P103 Per Diem Registered Nurse
· 2322 Nurse Manager
· 2323 Clinical Nurse Specialist (CNS)
	· 2324 Nursing Supervisor or Divisional Director
· 2326 Psychiatry Nursing Supervisor
· 2330 Anesthetist (RN Anesthetist)
· 2340 Operating Room Nurse
· 2430 Medical Evaluation Assistant (MEA)
· 2536-2537 Respiratory Care Practitioner I-II
· 2830 Public Health Nurse
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Team 1: Arleen Lum - Senior Personnel Analyst, x65486: onboarding non-RNs, TPV, PCS, TEX – Cat 16, 17 & 18 
Kathy Mei - Personnel Analyst, x67793: PCCPs & onboarding for 2320 & P103 (Critical Care/ Ambulatory/Occupational Health), 
Linda Deboi-Quesada - Senior Personnel Clerk, x64014; Onboarding (medical/fingerprinting)
	461293
	Adult Surgical, 3M
	462838
	Employee Health Service
	461350
	Oral Surgery, 1N

	461319
	Child HC Pediatrics, 6M
	860050
	Endoscopy
	462895
	Outpatient Eligibility Unit

	461749
	Admitting
	461566
	Facility Services
	461152
	Rehabilitation Services

	461285
	Adult Medical Health, 1M
	461327
	Family Health Center
	463224
	Trauma Program

	460584
	Adult Surgical, 4M
	860075
	Hematology - Oncology
	860033
	Urgent Care

	462481
	Burn/Wound Care Clinic, 4C
	HCHACHROPBGF
	Human Resources/ZSFG
	461301
	Women's Health Center, 5M

	461129
	Cardiology Service
	460691
	Infusion Center, 4C
	860044
	Women's Options Center, 6G

	860077
	Cath Lab
	460626
	Intensive Care Civic Ctr H32 & H38
	
	

	860074
	Clinical Labs
	460618
	Intensive Care Civic Ctr H34 & H36
	
	

	461145
	Electroencephalography
	860043
	OHS Work Order Recovery
	
	

	461293
	Adult Surgical, 3M
	462838
	Employee Health Service
	
	


Team 2: Cristyl Beltran - Senior Personnel Analyst, x62527: onboarding non-RNs, TPV, PCS, TEX – Cat 16, 17 & 18 
Kathleen Khaw, x62526: PCCPs & onboarding for 2320 & P103 (Med-Surg/Neonatal/Perinatal/Quality Management) 
Jimmy Wong - Senior Personnel Clerk, x64733; Onboarding (medical/fingerprinting)
	860073
	Anesthesia O/P Clinic (4J)
	461383
	Imaging Administration
	461558
	Messenger Service

	463018
	Bed Control
	460857
	Infant Care Center Ocean Beach
	460899
	Nursing Administration

	460840
	Birth Center Ocean Beach
	461388
	Interventional Radiology
	460907
	Nursing Float

	461386
	Computed Tomography
	461467
	Laundry & Linen
	460931
	PACU Recovery Room

	461385
	Diagnostic Ultrasound
	461387
	Magnetic Resonance
	460832
	Pediatrics Ocean Beach

	860078
	Dialysis
	461389
	Mammography
	461582
	Pharmacy Administration

	461509
	Environmental Services
	461020
	Medical Social Service- Care
	461583
	Pharmacy Residency Program

	462754
	Forensic Mission Dolores
	860078
	Dialysis
	460949
	Pre-Op Surgery Center

	461707
	General Accounting
	460725
	Med-Surg Golden Gate
	461020
	Quality Management

	461384
	General Radiography
	460709
	Med-Surg Lombard
	860079
	Risk Management

	462812
	Health & Safety
	460170
	Med-Surg Mission Dolores
	460956
	Sterile Processing

	461764
	Health Information Services
	460733
	Med-Surg Twin Peaks H62 & H64
	860099
	Transition Project

	461608
	Hospital Administration ZSFG
	460683
	Med-Surg Twin Peaks H66 & H68
	461665
	Utilization Management


Team 3: Lisa Contreras – Senior Personnel Analyst, x68775: onboarding non-RNs, TPV, PCS, TEX – Cat 16, 17 & 18
Lilibelle Thompson - Personnel Analyst, x66053: PCCPs & onboarding for 2320 & P103 (Emergency/Psychiatry/PeriOperative /Long Term-Geriatric) 
Priscilla Lefao, Senior Personnel Clerk, x62607: Onboarding (medical/fingerprinting)
	461053
	Anesthesiology
	461673
	Materials Management ZSFG
	460766
	Psychiatry, 7B

	461442
	Cafeteria
	460808
	Methadone Detoxification/SAS
	460774
	Psychiatry, 7C

	860053
	Child & Adolescent Support Advocacy & Resource Ct (CASARC)
	860023
	Nursing Consult and Liaison
	860039
	Psychiatry Forensic - RTC

	461731
	Credit & Collection
	463331
	Nutritionist Services
	860012
	SFBHC Administration

	461459
	Dietary ZSFG
	461715
	Patient Accounting
	860014
	SFBHC ARF

	860076
	Education and Training
	461612
	Care Experience & Volunteer
	860018
	SFBHC MHRC

	461251
	Emergency
	463075
	Patient Wellness Center
	860016
	SFBHC RCFE

	461533
	Hospital Switchboard
	461269
	Psych Administration
	463687
	Skilled Nursing Facility, 4A

	461046
	Interpreter Services
	463497
	Psych CTT, 6B
	460923
	Surgery OR

	461610
	Kaizen Promotion Office
	460782
	Psych Emergency Room
	
	

	461434
	Kitchen
	460030
	Psych Occupational Therapy
	
	

	461210
	Laboratories - Anatomic
	462762
	Psych Security, 7L
	
	


Position Control: Form IIIs / Labor Code Correction (LLC) / General Inquiry # x65528; Email: ZSFG.PositionControl@sfdph.org 
ZSFG.ReassignmentFlyer@sfdph.org: Non-RN Reassignment Announcements 
Off Boarding: Voluntary Separations/TEX Cat 16 hours monitoring; General Inquiry # x65528; Email: DPH-ZSFG-Off-Boarding@sfdph.org 
SFDPH.HR@sfdph.org, x65528: Tuition Reimbursement/Verification of Employment/Personnel File Review/ID Badges 
Stephanie Aquino, x65528: Performance Appraisals/License Status Tracking
[bookmark: _Toc11309362]Appendix D: Human Resource Leave Assignments List 
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[bookmark: _Toc11309363]Appendix E: CHN Intranet – Quick Reference
1. Open browser. If below screen doesn’t appear type http://insidechnsf/ on the address bar
[image: ]
2. [image: ]Home page will display Icon menu. Use the scroll bar to browse. Use this scroll bar to browse the icon menu
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	Email Access (Outlook 365)
[image: ]
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Finding ZSFG Staff via CHN Directory
[image: ]
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	Hospital Policies and Procedures 
[image: ]
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	Unusual Occurrence

[image: ]
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	Ergonomics Program
[image: ]
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	Facility Services Work Orders
Example: Need a white board installed on the wall. 
[image: ]
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	Environmental Services (EVS)
Example: Clean bathroom spill or Refill bathroom supplies. 
[image: ]

	[image: ]


	Halogen (Learning Management System) [image: ]

Your Halogen Account View below 
[image: ]
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	Performance Appraisal 
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	[image: ]





	Employee Portal 
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SF Employee Manager Portal
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	Procurement
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	Financial tool: F$S
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[bookmark: _Toc11309366]Annual Required Elements and Competencies Review	
2017-2018 Annual Required Elements and Competencies Review
Department: ___________ Division/Unit: ___________ Classification: ___________
	Name:  
	Classification #:  
	Title:  



Introduction: Required elements are defined by job classification, regulatory requirements, and SF DPH and ZSFG policies, programs or initiatives. Competency is defined as the application of knowledge, skills and abilities necessary to perform a specific role. Competency assessment lets the organization know whether its staff have the ability to use specific skills and to employ the knowledge necessary to perform their jobs. * Required competencies included in the annual performance appraisal process are determined through the evaluation of patient care needs, performance improvement measures, procedures performed, conditions and disease processes, equipment and technology, and professional practice. 
Instructions:  Manager, Supervisor or designee validates all elements and competencies using identified methods and completes form by the end of the performance appraisal period. Required competencies not completed in a satisfactory manner must be achieved through a developmental plan.
Validation Methods Codes: O = Observation, D = Demonstration, R = Reviewed charting/documentation, 
S = Simulation/Skills Lab, T = Test (written or verbal), N/A = Not applicable
Developmental Plan Codes: ET = Education & Training, MS = Mentoring & Supervision, SL = Skills Lab, 
SD = Successful Demonstration after remediation
	ELEMENTS & COMPETENCIES
	Method
	Met
	Not 
Met
	Dev Plan
	Comments
	Valuator Initials

	Organizational

	Required Elements
	

	Completed required e-learning Annual eLearning
	
	
	
	
	
	

	Complies with annual employee health
requirements 
· Vaccines, PPD and N95 fit testing
Flu vaccine or declination
	
	
	
	
	
	

	Complies with SF C&C Disaster Service Worker. 
· ID badge validated.
	
	
	
	
	
	

	
	
	
	
	
	
	

	DPH Designated Bilingual Staff: 
· Validate compliance with Admin Policy 9.05: Language Access
	
	
	
	
	
	


	ELEMENTS & COMPETENCIES
	Method
	Met
	Not 
Met
	Dev Plan
	Comments
	Valuator Initials

	Required Competencies
	Two to five (2-5) competencies for this appraisal period

	ZSFG Strategic Plan
· Describes ZSFG Strategic Plan and True North Metrics
	
	
	
	
	
	

	ICARE
· Demonstrates application of ICARE techniques during interactions with patients and visitors using ICARE key behaviors
	
	
	
	
	
	

	Code Tan
· Describe how to respond when Code Tan is activated
	
	
	
	
	
	

	Leadership
Complete this section if in a leadership position.  Leaders include staff responsible for managing staff, program(s) and or/budget(s).  If in a leadership position but has yet to incorporate leader competencies, please note N/A and add action steps for implementation.

	Required Competencies
	

	The ZSFG Way
· Leads by example: Demonstrates use of leader standard work calendar by using Adopting Leader Standard Work action step guide
· Holds self and others accountable: Identifies own strengths and limitations as well as development need through Professional Development Plan (PDP) using PDP A3 template
	
	
	
	
	
	

	
	
	
	
	
	
	

	A3 Thinking
· Demonstrates a problem-solving mindset: Utilizes A3 as a tool and process for analyzing and solving a problem using Catchball A3 standard work.
	
	
	
	
	
	





	
ELEMENTS & COMPETENCIES
	Method
	Met
	Not 
Met
	Dev Plan
	Comments
	Valuator Initials

	
Departmental

	Required Elements
	

	· Locates emergency preparedness and disaster materials, including Emergency and Safety Response Resource Chart using 
	
	
	
	
	EOC Policy 2: Safety Management Plan
	

	· Knowledge of response procedures, evacuation procedures, and call back tree
	
	
	
	
	EOC 2.04: Departmental Safety Responsibilities
	

	· Locates duress buttons in work area(s) and articulates understanding of use
	
	
	
	
	EOC 13.10: Duress Button Activation and Response
	

	Required Competencies
	Three to five (3-5) competencies for this appraisal period

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Division/Unit

	Required Elements
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Required Competencies
	Three to five (3-5) competencies for this appraisal period

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Initials
	Name of Evaluator
	Title
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