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Consolidated Medical Staffing

General Orientation

Mission Statement

To consistently credential and provide qualified experienced healthcare professionals thru customer service focused strategies that are centered on patient safety. 

Purpose

The purpose of this document is to provide guidelines for all Consolidated Medical Staffing field staff.  This document is not an employment agreement or contract but should be used to define CMS assignment expectations.
CMS Professional Employment Standards:

CMS employment standards consist of the following professional documents and medical information. Active Status is needed prior to placement in all work settings. Active Status is achieved by continuous maintenance of updated and current documents.  CMS communicates these standards upon hire and/or expiration and it is the field staff’s responsibility to provide CMS with the required or renewed credentials. Should required date-specific credentials expire, field staff are placed in inactive status until CMS receives the updated credentials.  Field staff on long term assignments are given a 30 day grace period to obtain expired credentials.  CMS understands the hardship clients may incur if a scheduled field staff is removed from an assignment due to non-compliant inactive status and will make every effort to replace an inactive field staff during the 30 day grace period.

Active Status is obtained by provision of the following:

Complete and Signed Application

Current License/Certification (in good standing); with the appropriate governing state board

Complete and Signed Skills Checklist

Updated Work History (minimum of 1 yr exp within area of practice)

Current American Heart Association CPR/BLS Certification (ACLS if applicable)
Hepatitis B series immunizations or signed declination statement

Negative T.B. Skin test or Annual TB questionnaire with Chest x-ray every 5 years

Physician statement of good health

Documentation of Mumps, Rubella, Rubeola and Varicella immunity by titers or immunizations

Two Satisfactory professional references or Clinical Evaluations

Negative Drug Screen (upon hire and/or as required by assigning facility)

Clear Criminal Background Check (7 yr)
Negative OIG/GSA Government Check

Documentation of Verified Formal Education

Documentation of Completion of HIPAA training and signed acknowledgement

Documentation of a score of 75 or higher on all JCAHO Core Mandatory tests (Fire Emergency, Healthcare Electrical Safety, Back Safety, Patient Confidentiality, and HIPAA: Privacy Compliance, Infection Control, Hazard Communication/OSHA, Blood Borne Pathogens, Workplace Violence, Domestic Abuse, Patient Safety Goals and Age-Specific Care)
Documentation of a score of 75 or higher on the appropriate Nursetesting.com pharmacology test Documentation of a score of 75 or higher on the appropriate clinical competency test
National Abuse Registry Check
Field Staff Personnel File
Every CMS field staff professional will have a personnel file that reflects but is not limited to above documents.  Also, a complete and signed credentialing checklist will be in each file.  Facility specific checklists will also be completed and signed to attest the required documents are in the file.  Personnel Files will be set up with Tabs for the following categories:  Application, Credentialing Checklist, License-Certifications, Competency Tests, References, JCAHO Core Mandatory Tests, Release Form, Client Specific Profile Verification Sheet – Signed, Certifications (BLS, ACLS, PALS, etc), Pre-Check Release and Completed Background Check, Website Checks (OIG/GSA Exclusion, National Abuse Registry, State Board License Look-up and Skills Checklists.  CMS required full disclosure of any and all felonies, misdemeanors and/or fines.

Field Staff Medical File 
Every CMS field staff professional will have a medical file that reflects but is not limited to the following:  Physicians Statement of good health, Negative PPD or Chest X-ray, Proof of immunity vaccinations or titers, Drug Panel results and if appropriate latex allergy documentation.  Additionally any documents that specifically address the health of our field staff professionals.
Training & In-Service Requirements

CMS conforms to client specific orientation and in-service training.  Client specific orientation may be required as needed to become familiar with the policies and procedures of our clients. To attend a formal orientation or In-Service field staff must be scheduled thru CMS.  When attending said training Field Staff will Dress in a neat, professional and as if providing clinical services.  At all times CMS field staff will have a copy of required licensure and CPR card.  If the assigning facility has no formal orientation it is the responsibility of CMS field staff to ask for information regarding fire, code, disaster procedures and the location emergency equipment.
Code of Conduct/Ethics
Our Code of Conduct provides a business philosophy that starts with Consolidated Medical Staffing’s commitment to provide quality patient care in an ethical, reasonable cost effective manner.  We ask that each professional make a commitment to CMS’s ethics policy by dedicating yourself to the following standards of conduct. 
As an active field staff of Consolidated Medical Staffing, it is expected that each individual will follow certain rules of conduct.  Professionalism and a focus on Patient Safety are expected at all times.  Any of the following actions could result in a client or Consolidated Medical Staffing deeming a “Do Not Return” status or immediate termination of employment:  

· Report of unprofessional acts or behaviors. 

· Failure to contact a CMS staffing coordinator when absent or tardy.

· Smoking in areas designated "No Smoking." 

· Use of profane or abusive language. 

· Insubordination, including refusal to float or accept an assignment that is clinically appropriate. 

· Solicitation of Clients Internal Staff. 

· Sleeping while on the job. 

· Permitting another person to use your identification. 

· Unauthorized use of internet or computer system. 

· Reporting to work while impaired by drugs or alcohol. 

· Possession of illegal drugs, alcohol or weapons.

· Charging personal long distance phone calls to a patient or the facility without authorization. 

· Actions that compromises another's privacy or that violates HIPPA. 

· Sexual harassment. 

· Falsifying a time sheet. 

· Unsatisfactory performance of duties. 

· Diversion of a controlled substance.
· Professional, dignified conduct is expected at all times.
Non-Solicitation

Solicitation or seeking to induce any person who is an employee, patient, customer or supplier of Consolidated Medical Staffing or any of its customers to terminate their relationship with us or any of our clients is strictly prohibited.
Drug Free Work Environment
Consolidated Medical Staffing (CMS) is committed to a drug-free, safe and healthy work environment for its staff.  CMS strictly prohibits the use, possession, sale, or solicitation for, distribution or manufacture of controlled substances, narcotics or illegal drugs such as the abuse of alcohol or prescription medication in any amount or any manner on company or customer property or while on a healthcare assignment.
A positive drug and/or alcohol test result, refusal to test at the required time, refusal to be observed when required by a Client, altered/substituting urine specimen, and admission of substance abuse constitutes a violation of CMS policy resulting in disciplinary action up to and including termination.
Subject to applicable state laws, CMS reserves the right to conduct drug screening and testing as a pre-employment or reassignment requirement and upon client documented request.  Any violation of this policy shall result in an applicant not being hired or an adverse employment action up to and including immediate termination.  CMS has the right to change this policy at any time as it requires.
Field Staff Progressive Disciplinary Program
The Progressive Disciplinary Program is a process that is followed if and when a field staff does not abide by the guidelines defined in this document or as set forth by assigning healthcare facility.  All reports of misconduct will be fully investigated.  If appropriate the outcome of the investigation could begin the disciplinary process.  Disciplinary actions may include counseling, warnings suspensions and or termination depending on the severity of the offense.  Situations such as “no-call/no-show” (not showing up for work when scheduled and not informing CMS), Patient Abuse, Drug-related events, Failure to Chart, Falsifying Records or other information, or other issues deemed to be serious offenses could result in immediate termination.

Work Commitment
CMS and our Clients expect reliability from scheduled field staff.  Field Staff have the right to refuse any offered work. However, once an assignment is accepted it is understood a commitment has been made to CMS and to our client.  CMS encourages all field staff to prepare for and fulfill all commitments.  CMS understands and is committed to providing flexible work opportunities to all field 
staff.  Once scheduled to work the facility reserves the right to float the assignment to another area where patient care that is within appropriate competency and skill level.  Hourly pay may be increased or reduced if time worked is at a different skill level than that of your original assignment.
Personal Responsibilities

When reporting to a new work facility, it is your responsibility to learn site-specific evacuation and emergency procedures/practices, such as how evacuation orders are communicated, evacuation routes, and so forth.
Personal Protective Equipment (PPE) should be available, maintained, and worn when required. If an item of PPE is worn out, broken, or does not seem to be protecting or functioning normally, immediately notify facility supervisor.

Always perform tasks in a safe and detailed manner; do not take shortcuts. Taking shortcuts and ignoring established safety rules is a leading cause of employee injury.
Time Slips
Client sign-in logs or CMS time slips are used to document hours of work. Client Sign-in logs are generally provided to CMS on a weekly basis. Daily time Slips are used for per diem or day by day assignments.  It is the responsibility of field staff to acquire authorizing signatures for time worked regardless if using a time slip or a sign in log. Time that is not authorized will not be paid.  In all cases time slips submitted more than 45 days past the date of work will not be processed.
For prompt pay provisions field staff using a sign-in log are encouraged to also obtain a signed CMS time slip. If required to fill out a time slip and log, both records must have identical sign-in, sign-out and lunch data. Remember that when a sign–in log is required, the log is the document being used to record and pay work time, not the CMS time card.  

Whether using a sign-in log or a CMS time slip the following is required: facility name, work date, start time, recorded lunch break times or the approval of the supervisor authorizing no-lunch taken, end time, your signature and the signature of the approving manager. 

Using dark ink will ensure signed CMS time slip is legible.  To facilitate prompt payment fax your time slip as soon as possible. CMS does not recommend mailing time slips as the mail can be delayed with no way of tracking missing mail. If you must mail your time card, allow enough time for it to arrive in our office. 
Availability
It is the responsibility of field staff to communicate work availability to CMS Staffing Coordinators.  CMS documents every communication that it has with its field staff and after 2 weeks of no return phone calls CMS assumes that you’re not interested in working at this time.  By not responding to our attempts to contact, CMS reserves the right to place field staff in an inactive/self-terminated status as our policy is to assume field staff have quit without notice.
By keeping CMS staffing coordinators informed we can better serve individual requests.  CMS has many work opportunities and the individual’s ability to be flexible will only enhance our efforts to provide suitable work. As a per diem field staff of CMS it is understood that work is not guaranteed.
Cancellations
Clients may cancel shifts up to two (2) hours before a shift starts without penalty.  If a shift has been canceled CMS will contact the scheduled individual via the on file primary phone number.  It is the responsibility of field staff to contact CMS with no response to our calls.
On the Job Injuries/Illnesses
On the Job Injuries/illnesses policy is intended to provide employees with a comprehensive response to on the job injuries or illnesses, prompt medical care, a timely return to work, and an effective management of Workers Compensation Benefits. The below reporting process has been established for reporting injuries, seeking medical attention, and communicating work Status.
Immediately Report all on the job injuries and illnesses.  Your employer and Workers Compensation Provider are concerned that you receive appropriate medical treatment if you are injured on the job. If this is an EMERGENCY seek medical attention immediately and inform Consolidated Medical Staffing as soon as possible. If your injury is a NON-Emergency, report the injury to Consolidated Medical Staffing and you will be given a list of preferred providers to choose from, as well as an Employee incident form to complete.

Non emergency injuries and illnesses must be treated thru CMS Workers Compensation preferred provider network.  For all non emergency injuries or illnesses please seek treatment through our preferred provider network, or you may be required to assume the risk and liability for paying any and all medical services not rendered by the network. It is important that you understand that Consolidated Medical Staffing has elected to participate in a Preferred Provider Plan. If you have any questions, please contact your local Consolidated Medical Staffing office.
Performance Evaluations
Clinical Performance Evaluations will be obtained from the client on all field staff professionals upon completion of the third shift and every 90 days thereafter.  This documentation is performed on a Consolidated Medical Staffing performance evaluation form and must be signed by the appropriate on site manager.   Clinical supervisors are to provide documentation of any unsatisfactory performance related to our Clients Standards of Patient Care adherence to unit/floor specific protocols and/or any violation of governing state board or laws.   In addition CMS will perform an annual non-clinical performance evaluation.  Both will be filled in the field staff personnel file.
CMS Goals
Consolidated Medical Staffing strives to provide appropriately credentialed healthcare professionals with the highest level of customer service to Acute & Sub Acute Care Hospitals, Nursing Homes and other 
healthcare providers.  We do this by developing and maintaining relationships with healthcare entities that promote quality patient care.  We encourage an atmosphere that contributes to our internal and field employee’s professional development. 

Consolidated Medical Staffing is committed to developing and maintaining relationships with healthcare facilities that promote comprehensive quality care.   CMS encourages a culture founded on providing an atmosphere that enables our employees to be committed to the highest standard of professional accountability and competency using ethical business practices.  

Patient Safety is a critical focus of Consolidated Medical Staffing Executive Leadership.  With JCAHO resources and guidance our goal is to identify the root cause of the adverse event in an effort to prevent any similar future reoccurrence.

Consolidated Medical Staffing, its managers or staff will take no reprisal action against any employee or field staff who reports instances of patient rights violations or patient abuse, neglect or exploitation to the appropriate governmental authority.

Field Staff Signature:  ____________________________    Date:  _______________

CMS Representative:  ____________________________   Date:   _______________
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