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JEFFERSON NOTES
Jefferson Notes is designed to provide TJU, TJUH and JUP employees, at all campuses, with an overview of Thomas Jefferson University Hospitals, Inc., including key policies and other important information.  The new employee and his/her manager should review Jefferson Notes on the employee’s first day at Jefferson.  
A copy of this form should be retained in the employee’s departmental file.  
WELCOME  (  PURPOSE

Jefferson welcomes you.  As a new employee, physician, faculty, student, volunteer, temporary employee, independent contractor, or service vendor, the Jefferson family wants you to have an enriching experience with us.  To assure that you are aware of important information and key policies, Jefferson Notes have been carefully prepared to orient you to the organization.  If you have a question about information presented on this sheet, please speak with your manager.  
mission, Vision & Values
Our Mission: 
Health is all we do
Our Vision: 
To reimagine health, health education and discovery to create unparalleled value

Our Values:
Jefferson's values define who we are as an organization, what we stand for and how we continue the work of helping others.  Our values are iSCORE:
	I-Innovation
	Renew, change or create ideas, services, technologies and/or ways of doing things that provide organizational value

	S-Service Excellence
	Provide exceptional service to our customers, including patients, families and fellow employees

	C-Collaboration
	Work effectively with others across the Jefferson community to achieve a common purpose and create value 

	O-Ownership
	Take responsibility for achieving excellent results 

	R-Respect
	Demonstrate a consistently open-minded and compassionate approach to all

	E-Empowerment
	Take action to control work and decision-making to affect positive outcomes


Blueprint for Strategic Action (BSA)

The Blueprint for Strategic Action (BSA) is our basis for transformation.  The BSA is a focused, creative, and strategic framework for how Jefferson will move forward through the next ten years.  The BSA is divided into six general areas or vectors:

	One Jefferson
	Ideas that cross boundaries; learning in one environment

	Patients and Families First
	Making healthcare easier for patients and their families

	Seamless Clinical Enterprise
	Developing a vision of an “entrepreneurial academic” model

	High Impact Science
	Discoveries that flow from our laboratory bench to the bedside

	Programs of Global Distinction
	Creative partnerships and programs that enable Jefferson to bring world class educational experiences, cutting edge research and outstanding care to our community

	Forward Thinking Education
	Lifetime learning for health care professionals that encompass the fun of creating high-impact learning


FOUNDATIONAL ENABLERS: Partnership, Diversity, Technology, and Philanthropy
The four enablers support the six vectors of the Blueprint for Strategic Action, thus allowing Jefferson to achieve its mission and vision – facilitating and fueling its capacity to achieve strategic initiatives.  

ORGANIZATIONAL PILLARS

The four pillars can sustain academic health centers during rapid national change. The Blueprint for Strategic Action (BSA) calls for Jefferson to operate around four pillars:

	Academic
	Teaching and research

	Innovation
	Testing new business models and nurturing entrepreneurialism among employees, students and the Jefferson community.

	Clinical
	Providing health care

	Philanthropy
	Improving lives, communities and populations


COMPLIANCE

At Jefferson, we strive to “Do the Right Thing” at all times.  Jefferson is committed to conformance with high ethical standards and compliance with all governing laws and regulations not only in the delivery of health care but in its business affairs and its dealings with employees, administrative staff, physicians, agents, payers and the communities it serves.  Jefferson’s Compliance Program establishes the framework for high standards of conduct, honesty, and reliability of our business practices.  

The Jefferson Community is obligated to abide by the Code of Conduct.  Violations of the Code may be reported to the Jefferson Alert Line 833-ONE-CODE (833-663-2633) or Jefferson.MyComplianceReport.com.  

SERVICE EXCELLENCE

Jefferson is committed to delivering exceptional service to our patients, families, vendors and each other.  To ensure an exceptional service experience for everyone in the Jefferson Community, we practice the AIDET model.  

AIDET stands for:  

· A – Acknowledge: Make eye contact and greet every person you come in contact with

· I – Introduce: Introduce yourself to others and introduce others

· D – Duration: Communicate the estimated length of time for each process

· E – Explain: Explain what you are doing; offer information, solutions and alternatives 

· T – Thank: Thank the other person for choosing Jefferson 

PUBLIC SAFETY
Jefferson is committed to creating a culture which:
· Ensures a secure environment for all persons visiting and working on the Jefferson campus
· Improves processes to ensure the safety of patients, visitors and employees
· Promotes disclosure of errors and unexpected outcomes

SECURITY

Jefferson places a high priority on the personal safety of the Jefferson Community.  Persons visiting Jefferson properties are reminded that weapons, including Tasers, are not allowed on campus.   
Jefferson maintains a 24-hour Security Response Center.  Security can be contacted at: 

	General Services
Center City

215-955-8888 from non-Jefferson extensions/cellphones 

Methodist
215-952-9238
	Emergency Situations Only

Center City

811- Jefferson extensions only
Methodist
77 – Jefferson extensions only


FIRE SAFETY

In the event of a fire: 
CODE RED

	R
	RESCUE: 
	Anyone from immediate danger.

	A
	ALARM:  
	Activate alarm and call Jefferson Security or 911 in areas not serviced by Jefferson Security.

	C
	CONFINE: 
	The fire by closing doors.

	E
	EVACUATE:
	Away from smoke and heat.

	
	EXTINGUISH:
	Small fires.


EMERGENCY

For EMERGENCIES call:
Center City: 811 or 215-955-8888

MHD: 77 or 215-952-9238  

Areas not covered by Jefferson Security should call 911

Emergencies include:

· Hazardous Spills

· Medical Emergencies

· Code I – Missing Child or Infant Abduction
For CODE BLUE (cardiac arrest) dial: 
Center City: 123  


Methodist: 77

Please refer to posted Emergency Conditions/Emergency Code Summary for further information.

PATIENT SAFETY                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       

At Jefferson, we are dedicated to excellence in patient care, patient safety and the quality of the healthcare experience.  Keeping our patients safe is an essential component of high-quality patient care.  The safety of our patients is a top priority for all Jefferson employees, physicians, residents, volunteers, and students.  The entire Jefferson Community is expected to aid in promoting a healthy safety culture at Jefferson.  

Jefferson Employees are also encouraged to report any actual safety events immediately to risk at 215-955-6935 (Marge Slattery) and the clinical team also needs to be immediately notified of any patient care issues. They should be reported to your supervisor as well.

In addition, Jefferson employees are encouraged to report any real or potential safety issues or near miss events through our CS Stars incident reporting system on the intranet. This helps improve safety across the enterprise: more reporting is better. Employees can also use the confidential voice mail line, SAFE, accessed from Center City and JHN at 215-955-SAFE (5-7233).  At Methodist Hospital, employees should use 215-952-SAFE (7233) line.   Issues related to immediate patient care needs should not be left on this line.  

INFECTION CONTROL

Hand washing is required before and after patient contact, when entering and leaving  a patient’s room, and before and after glove removal.  This is the single most important action in preventing the transmission of disease. In general, hand washing can be soap and water or the alcohol gels that are widely available.
Hospital policy requires Universal (Standard) Precautions be practiced for all patients as a means of reducing the transmission of bloodborne and other infectious agents.  Personal protective equipment is available when there is potential for exposure to blood/body fluids includes:

	· Gloves
· Gown
	· Masks (staff and visitors)
· Goggles/other eye protective devices


All employees and non-employees must adhere to isolation precautions, which are posted on patient doors.  Please see the patient's nurse with any questions.
Resource Department:             Infection Control (Center City Campus) 215-955-7186

                                                 Infection Control (Methodist Campus) 215-952-9423

PATIENT CONFIDENTIALITY

The Health Insurance Portability and Accountability Act (HIPAA) requires protection for patient information.  Pennsylvania’s Data Breach Law requires protection for all individuals’ personally identifiable information (name and social security number, driver’s license number, State ID number, financial account or credit card number).  
It is the responsibility of anyone who has access to patient-related information (verbal, hard copy, computer, or electronic communication) to respect and maintain the confidentiality of patient information to assure that the patient's right of privacy is preserved.
Jefferson employees should report a known or suspected privacy incident to their immediate supervisor, Privacy Officer or anonymously to the Jefferson Alert Line 833-ONE-CODE (833-663-2633) or Jefferson.MyComplianceReport.com. Employees should report known or suspected security incidents to the Information Services and Technology Operations Center at 215-955-7975.
ELECTRIC SAFETY (MEDICAL DEVICES and EQUIPMENT) 

· The Biomedical Instrumentation Department handles questions pertaining to the usage or maintenance of medical equipment and must approve and inspect such equipment.

· Patient incidents involving medical equipment or products must be reported to Risk Management and Biomedical Instrumentation in accordance with the Safe Medical Devices Act (SMDA)

· Personal electrical devices for patients must be approved for use by the Department of Nursing.

Resource Department:  Biomedical Instrumentation   Dial 215-503-1800 
BIOHAZARD/CHEMICAL SPILL/RADIATION INCIDENT

Center City: 
811 or 215-955-8888

Methodist: 
77 or 215-952-9238  

Areas not covered by Jefferson Security should call 911
· If necessary, restrict/evacuate the area.

· Await the arrival of the Jefferson Emergency Response Team.

Resource Departments: 
Environmental Health & Safety (CC) – 215-503-6260
Environmental Health & Safety (MHD) – 215-952-9935

Radiation Safety – 215-503-7813

HAZARDOUS SUBSTANCES AND RIGHT-TO-KNOW LAWS

Safety Data Sheets (SDS) are supplied in each area to inform individuals of potential dangers when working with chemicals.  If you are working near/with chemicals, please ask where the SDS sheets are kept.  SDS information is also available on the hospital intranet by clicking on the Emergency/Safety tab and selecting Safety Data Sheets.

Resource Department:       Environmental Health & Safety (Center City Campus) 215-503-6260



       Environmental Health & Safety (Methodist) 215-952-9935
STUDENT SEXUAL MISCONDUCT
According to Jefferson’s Student Sexual Misconduct policy, certain employees are designated as Non-Confidential and must report any behaviors prohibited under the policy (sexual assault, sexual harassment, sexual exploitation, and relationship/dating violence) to Campus Security and/or the Title IX Coordinator.  Responsible employees include: Campus Security, Title IX Coordinators, Deans or Associate Deans, Housing and Residence Life staff, Full-Time Faculty, and University Administrators with significant responsibility to student and campus activities. 

Other employees are designated as confidential and may talk to a victim in confidence, and only report that an incident occurred without revealing any personally identifying information.  The following offices provide confidential reporting:

	Confidential Reporting

	· Student Personal Counseling Center (215-503-2817)

· Pastoral Care Program (215-955-6336)  



	Anonymous Reporting

	· Campus Security 24-hour recorded phone line (215-955-5678)

· Human Resources Jefferson Alert Line 833-ONE-CODE (833-663-2633) or Jefferson.MyComplianceReport.com


CLERY ACT

By law, colleges and universities across the United States must disclose information about crime on and around their campuses.  Faculty, staff, or students having knowledge of a crime within the campuses are encouraged to notify the Security Department.  Dial 811 on campus or 215-955-8888 to report the incident.  Anonymous reporting is also available. The number is 215-955-5678.  
My signature below indicates I have reviewed and discussed this document with my manager.  

	Employee’s Signature: 
	

	Manager’s Signature:
	

	Date: 
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