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Hospital Contact Information

Department


   
Reason for Calling


Phone#

Employee Health

   
Blood/Body Fluid Exposures

610-402-8869            
Engineering


   
Dorm Issues



610-402-8515






17th Street after-hours requests

610-969-2256

General Services-17th

   
SON-Dorm Cleaning


610-969-2706

Information Service (Help desk)
   
Computer access/problems

610-402-8303
Linen Services



Request Additional Linens

610-969-2466

Security


   
Non-Emergency situations

610-402-8220

Main Hospital Number

All campuses



610-402-8000
All other issues, please contact:

Angela Davis, Medical Student Specialist
Angela.Davis@lvhn.org
610-402-2554

Student Coordinators By Department - LVHN-CC

Anesthesiology
Robin Gregory
Robin.Gregory @lvhn.org
610-402-8896

Dental Medicine
Pat Atno
Patricia.Atno@lvhn.org

610-969-2245

Emergency Medicine
Donna Bigelow       
D_M.Chormanski-Bigel@lvhn.org 484-884-3017

Family Medicine
Marcia Shaffer

Marcia.Shaffer@lvhn.org
610-969-4962

Medicine

Shelly Ketchens

Shelly.Ketchens@lvhn.org
610-402-4412

OB/GYN

Kimberly Moser
Kimberly.Moser@lvhn.org
610-969-2412

Pathology

Dennis Cornfield, MD
Dennis.Cornfield@lvhn.org
610-402-4327

Pediatrics

Kate Adams

Katherine.Adams@lvhn.org
610-402-7712

Psychiatry

Natalie Knerr

Natalie.Knerr@lvhn.org

610-402-5766

Radiology

Susanne Sipos

Susanne.Sipos@lvhn.org
610-402-8088

Surgery


Regina Klein

Regina.Klein@lvhn.org

610-402-1297

PHYSICAL CAMPUS ADDRESS

Cedar Crest 


1200 S. Cedar Crest Boulevard, Allentown, PA 18103


17th & Chew


1627 Chew Street, Allentown, PA   18102


School of Nursing Housing
1628 Chew Street, Allentown, PA   18102


Muhlenberg


2545 Schoenersville Road, Bethlehem, PA   18017

Medical Student Check-in Procedure

17th and Chew Street Campus – School of Nursing & 343 West Street
Medical students coming to LVHN for the first time should report directly to the Security desk in the main lobby of the 17th Street hospital campus.  A valid photo ID (driver’s license, school photo ID) must be presented to the security officer on duty who will then issue an LVHN ID badge along with a dorm room access code. Students must park their vehicles in the lot assigned by security.

Identification Badge

An LVHN ID badge will be issued by Security at check-in to properly identified students.  ID badges must be visible and worn by the student at all times while on hospital property.  ID badges are coded with a magnetic strip that allows access to designated hospital and parking areas.  Do not put pins in your badge—they will not work.  Students are granted access to specific clinical areas determined by the department in which they are rotating. There is a $25 fee for replacing lost ID badges.  All students MUST return the ID badge to a security desk prior to leaving LVHN at the end of the rotation, unless you are continuing directly to another LVHN rotation. 

Housing – General Instructions
Housing is available at the LVHN-17th and Chew campus. All rooms are double occupancy and are, at most times, at capacity. Housing assignments are determined by the availability of beds at the time of a scheduled rotation. Students must vacate the room by 12:00 noon Saturday when the rotation ends as badge access expires at that time.  It is the student’s responsibility to pick up any items left in the housing areas.  Forgotten items will be disposed of two weeks after the end of the student rotation.  
Student rooms are pre-assigned for the current academic year.  Students are not permitted to change their assigned room without the permission of the Division of Education. Failure to abide by this policy may result in the students securing their own housing off hospital premises.  

The housing area has a kitchen equipped with a refrigerator and microwave.  Students must adhere to the following rules when using these common areas:

· All items placed in the refrigerator must be identified with a name and date and removed           upon departure.

· Cafeteria trays must be returned to the cafeteria.
· Students are required to clean up after using the kitchen area.

· Students are not allowed to rearrange furniture or place furniture in the hallway.

· Cooking appliances are not permitted in any of the student rooms. 

· The use of extension cords is not allowed.

· Students are forbidden from installing personal computer equipment into LVHN network ports. Computer usage violations are grounds for immediate dismissal from LVHN.

Policy Violations

· Smoking is not permitted in any of the hospital buildings.

· Alcoholic beverages are prohibited on hospital property.

· Overnight guests are not permitted in LVHN student housing.

    Any student found to be in violation of these policies will be asked to leave the premises.

17th and Chew Campus Housing

Students can check into housing after 3:00 pm on the Sunday prior to rotation start date.  Security is available at the 17th & Chew hospital Security Desk 24/7 to provide student access.   The room access code will be given to the student by Security at check in.  Rooms are cleaned prior to the student’s arrival.  Daily upkeep of the room is the responsibility of the student.  Clean linens are available on a daily basis.  
School of Nursing Housing
Housing is on the 4th floor of the 17SON building.  Students entering the 17SON between the hours of 6PM to 6AM are required to swipe their ID badge for entry.  The housing areas, as well as the stairwell/elevator, require ID card access 24 hours a day.

The computer room is located at the northwest end of the main hall in Room 4911 and is available 24/7.  Laundry facilities are located in room 4922.  Only high efficiency detergent marked “HE” can be used in the washing machines.  Trash must be placed in the hallway for pick up.  
343 West Street Housing
Housing is also available at 343 West Street.  Students are required to swipe their ID badge for entry.  Laundry facilities are located in the basement.  Trash pick-up is Monday and Thursday nights.  Place trash at the curb.

Wifi Internet Access
Wireless internet access is available for medical students on the 4th floor common areas of the SON and 343 West Street using the secure key information provided. The wireless access is not supported by LVHN’s IS department. Therefore, all students are responsible for ensuring compatibility of their personal computer equipment when accessing the wireless connection. Report wireless system problems to the Division of Education. 

	SSID:
	PTDISTLINK

	Wep Key:  (128 Bit Encryption)
	0123456789abcdef0123456789

	SSID:
	PTD MAC

	WPA PSK Key:
	0123456789abcdef0123456789


Free guest wifi is also available on all lvhn campuses
NOTE: There is no charge associated with accessing the LVHN wireless network. Accounts created through this process are active for a 24 hour period.

Step-by-Step connection procedures

1. On their mobile device, the user will access their WIFI manager and connect to the “LVHN-Guest-Network”.

2. After connecting, the user should open a browser and attempt to access an internet site. (Example - www.google.com)

3. The user will see a security pop-up that will ask them to “Proceed anyway” or “Continue” option (depending on device OS).

4. The login screen shown below will be displayed. This is the self registration page that will allow them to create a username and password for accessing the network. They will be asked to supply the following.

· Name

· Telephone number (the credential will be texted to their phone)

· Cellular carrier

· Agree to Terms and Conditions of the wireless network.

5. After entering the above info, the user will click the “Register” button. There will be a 5-10 second delay before they are redirected to the next page.
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6. The following screen will be displayed. This is the login receipt that contains the user’s Username and Password and account expiration information.

7. From this page the user will be able to either write their account info down to login at a later time, or click the “Log In” button to login now. 
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8. If you have difficulty logging on the guest network, call the LVHN Help Desk at 610-402-8303. The following info should be provided by the user to enter into the LVHN ticket.

· The name of the person experiencing an issue.

· Campus or site location.

· Are they able to see the “LVHN-Guest-Network” on their mobile device?

· Did they receive credentials and get an option to login?

· A callback telephone number?

Student Study Lounges
A student study lounge with computers, printer and lockers is available at the 17th Street and Cedar Crest sites.  

17th Street Site:  Take the yellow elevator to the first floor, turn right, go thru the double doors.  The lounge is the second door on the left.

Cedar Crest Site:  Take elevator next to the cafeteria to the 3rd floor.   Follow the signs for the Management Suite.  Lounge area is directly across the hall.

Telephones

Directions for using the hospital telephone system:

Press 99 to get an outside dial tone.

To call between campuses, – press 98 followed by the campus prefix (402, 969 or 884) then the four-digit extension.

Student sleep room phone numbers are identified by the prefix 16 at the Cedar Crest campus and 49 at the 17th & Chew campus.  In most cases, the last two digits of the extension will coincide with the last 2 digits of the sleep room number.  For example:


Cedar Crest
Room 302
(610) 402-1602

17th & Chew
Room 4928
(610) 969-4928

Calling Between Campuses

17th to Cedar Crest

98-402-xxxx

17th to LVH-M


98-884-xxxx

Cedar Crest to 17th

98-969-xxxx

Cedar Crest to LVH-M

98-884-xxxx

LVH-M to Cedar Crest

98-402-xxxx




LVH-M to 17th


98-969-xxxx

Parking

Cedar Crest Campus

Students are required to park in lots J and K by the green water tower.  Shuttle service is available between these lots and the main entrance. Students are likely to receive a parking fine if parked anywhere other than assigned parking. Payment of fines is the responsibility of the student.

17th and Chew Campus

Students are required to park in lot 7 at the lower entrance to the fairgrounds on Liberty Street. Students are also permitted to park in the patient/visitor lot 2 next to the 17th SON building after hours Monday through Friday 1700-0700 and on weekends. An LVHN ID badge is required to access them.

Note:  The city of Allentown hosts the Allentown Fair in this area during late August into September.  Students who have selected a rotation during this time must ask Security where to park upon check-in.  

Muhlenberg Campus

Students are required to park in the north lot of the 1770 Bathgate Drive building.  
See maps included here for details.

Students are responsible for any penalty incurred if parked illegally at any campus.  Illegal parking may result in fines or towing.  Students visiting other campuses must follow the parking rules as assigned.  

Meals

Medical students receive a $25/week meal allowance while on rotation at LVHN.  The student ID badge is encoded with the entire meal allowance and is available beginning the first day of the rotation and ending on the last day of the rotation.  The student is responsible for monitoring the meal allowance for their rotation period.  The cashier will print a receipt stating the balance on the card upon request.  Additional funding will not be added to the card if the allowance has been used prior to the end of the rotation.  

Cafeteria Hours

17th and Chew Campus

Food Court - Lobby Level



Daily -
6:30am – 6:15pm 

Cedar Crest Campus

Food Court   



Daily -
6:30am – 8:00pm 

Starbucks Coffee Cart (Jaindl Pavilion)
M-F 
7:30am – 3:00pm 

Coffee Shop (JDMCC)


M-F
7:45am – 2:15pm

Muhlenberg Campus

Food Court - Lobby Level


Daily - 7:00am – 7:00pm

Pagers/Paging

Pagers are issued to the students by the department where the student is rotating.  Not all clinical departments issue pagers to medical students.  The student must return the pager to the student coordinator, in the department in which they rotated, upon completion of the rotation.  Do NOT leave your pager with security or with another student or resident to return.

Use of LVHN paging system:

· To use the hospital operator, dial 8999 and place your request with the operator.

· If the 4-digit extension is known, dial 5100 and follow the directions given by the voice prompt

· If the area code and page number are known, dial 99 for an outside line and enter the complete number at the dial tone.  Follow the paging directions given by the voice prompter.

Mail
US Mail, Federal Express, UPS, etc., being sent to a student at the time of their rotation at LVHN should be addressed as follows:



Angela Davis


For:  (Student name), Medical Student



Lehigh Valley Health Network - Office of Student Affairs



1247 S. Cedar Crest Boulevard, Second Floor


Allentown, PA  18103



610-402-2554

Students will be notified if mail is received.  Pick up in the Office of Student Affairs from 8:00 AM until 4:30 PM, Monday through Friday or, if prearranged, in the Library for after hours.  Students should note any tracking number from the shipper to help correctly track packages.

Students should not forward regular mail to LVHN while completing a rotation.  Mail delivered to LVHN after the student leaves will be forwarded to the address supplied by their Dean’s office. 

LVH Fitness Centers

The following Fitness Centers are available for your use.  The cost is $15/week or $42.50/month.  Membership includes: Use of all three facilities; Comprehensive cardiovascular, free weight and resistance training centers; Group fitness classes; Fitness assessment and personalized exercise program; and Locker room amenities including towels.

Cedar Crest – 1243 S. Cedar Crest Boulevard, Allentown PA 18103

(610)402-3699


Hours:  M- F  5 AM – 9 PM; Saturday  7 AM – 5 PM; Sunday  12 PM – 6 PM

Muhlenberg – 1770 Bathgate Road, 3rd Flr, Bethlehem, PA  18017

(484)884-2851


Hours:  M- F  5 AM – 9 PM;  Saturday  7 AM – 1 PM;  Sunday  12 PM – 6 PM

Mack Building – 2100 Mack Boulevard, 2nd Flr, Allentown, PA  18103

(484)884-0780


Hours:  M- F  5 AM – 8 AM; 11 AM – 1 PM; and 3 PM – 7 PM

HIPAA Education and Compliance

Students are required to review the rules and regulations of the Health Insurance Portability and Accountability Act of 1996 (HIPAA) and complete by a brief quiz. This is required by LVHN one time during the first rotation of each academic year.  
Acknowledgement of Confidentiality Form

The release of information or documentation regarding employee, patient or hospital related matters is restricted to authorized personnel only.  Medical students must not discuss, under any circumstances, patient information gained by any mechanisms. Students are not permitted to access LVHN systems on personal electronic devices.  Violation of HIPAA and/or Confidentiality regulations will result in immediate dismissal from LVHN. This includes unacceptable usage of LVHN computers. 

Health Sciences Library 
Library Services at Lehigh Valley Health Network will help you with the medical reference services you might need. Visit our homepage to see all resources or find additional information about Library Services.

Call us: 610-402-8410
E-mail us: Libraryservices@lvhn.org
Library Services’ DIGITAL LIBRARY website

From the LVHN Intranet  → use FIND FAST → choose Library Services
When you access the Digital Library Web Site from the LVHN Intranet (or Centricity EMR or remotely) you can:

· Use over 1000 medical ebooks, 9,300 ejournals, and 700 multimedia resources
· Request a research consultation, an article, book or book chapter, help with a literature search, or other library services 

· Find Writing Resources, Reading Lists, Subject Guides, Journal Clubs, and Continuing Education.

· Access the Library-subscribed resources.

Reading Lists, Subject Guides, Journal Clubs

From the Digital Library homepage, use the left menu to get to special pages created for Journal Clubs or Subject Guides/Reading Lists, which have been created by LVHN librarians or physicians.

Patient Education Materials

The Digital Library provides access to various patient education resources. From the Digital Library homepage, click Patient Education on the left menu.

Mobile Resources

The Digital Library Mobile Site is currently a pilot project and has been tested with iPhone, iPad, iPod Touch, Android, Blackberry, and Kindle Fire devices. Users whose IDs start with S have instant access. If you are a medical student but don't have a user ID that begins with S, please contact Library Services to request access. See the Library Mobile Site Resource Guide by visiting the LVHN intranet at www.lvh.com, click the Find Fast drop down box, click on Library Services and click on mobile resources for more information. 
Training Sessions

Library services offer various opportunities for training:

· Instructor led courses include Orientation the Digital Library, Extreme Googling, and Evidence Based Practice Literature Searching 

· Online tutorials for various subscribed databases/ resources are indicated with a T icon

For class descriptions and schedules: from the Digital Library homepage, click Training and Classes on the left menu. To register for classes, please contact Library Services.

Policies

Under no circumstances are individuals permitted to:

· allow after-hours entry to anyone else, including family members and friends 

· use someone else's card to gain entry to the library 

· request anyone to allow them to enter the library except a security guard

· make excessive copies (over 100 pages per day)

Be advised that a video surveillance system monitors after-hour library use, and violations of library policies may result in forfeit of library privileges.

Locations and Contacts

When the libraries are locked, access is obtained using your hospital ID card. 

Some unique library materials are available at each site to support patient care activities.

· The Body Family Medical Library, located at Cedar Crest & I-78, is the main location for Library Services, and is staffed Monday through Friday, 8:30 a.m. - 5:00 p.m.

· The library at 17th & Chew is part of the Center for Healthy Aging. (Tel: 610-969-2263) - ID access only
· The library at Muhlenburg is located near the South Entrance. (Tel: 484-884-2237) – ID access only
Evidence Based Medicine
An Evidence Based Medicine workshop occurs the first Tuesday of each month from 3:00 PM to 5:00 PM in Kasych Computer Lab 1.  There is no registration required.  

Hospital Safety
If a university has adequately trained students in routine hospital knowledge including back safety, chemical safety, MSDS information sheets, fire safety, universal precautions and safety for infectious disease, further instruction will not be required by LVHN. Students will receive training for specific areas of the hospital from individual departments as necessary. If a student would like to refresh their knowledge of any of the topics listed above, call the Division of Education to schedule the appropriate training. 

Health Insurance

Students rotating at LVHN are required to have medical insurance. Approved students have certified to their medical schools that adequate health care insurance has been obtained. Students must be aware of their HMO or managed care provider’s payment allowance outside their service areas. Any student requiring medical care at LVHN will be required to provide the name of the insurance carrier / provider for billing purposes. Each student is responsible for their medical bills should the insurance company deny payment. In addition, students will be responsible for all co-payments at the time medical services are rendered.

Illness

If a student becomes ill while doing a rotation at LVHN, they should first call their Primary Care Physician.  If the PCP is unable to see the student or will not treat them via the phone, the student may call the Division of Education for a referral to either the Lehigh Valley Family Health Center at the 17th & Chew campus or the LVPG Internal Medicine office at the Cedar Crest campus. The student’s medical insurance will be billed for all medical treatment and the student will be responsible for all charges not covered by their insurance. Students may not be treated by faculty members within the department where they are currently rotating.


Lehigh Valley Family Health Center

LVPG Internal Medicine


1730 Chew Street



1210 South Cedar Crest Boulevard


Allentown, PA  18104



Suite 3600


(610) 969-3500




Allentown, PA  18103








(610) 402-1150

When a student is ill, they must contact the rotation department. In addition, students presenting with a routine illness while on rotation at LVHN, or within 48 hours of completing a rotation at LVHN, are required to contact the Employee Sick Line at (610) 402-9717 to report the illness. This call line is NOT used to track attendance. 

Emergency  Care and Incidents

Students who require emergency services or are involved in an accident, e.g., needle stick, fall, etc., while rotating at LVHN, should report directly to the Emergency Room at the respective campus. The student must take a completed incident report with them when reporting to the emergency room. Students exposed to an infectious disease will receive counseling from Employee Health. The incident must be reported to Student Health Services at the student's University so long-term follow-up and counseling can be given. Students must provide proof of insurance for billing purposes when reporting to the ER.

All emergencies and incidents must be reported to the Division of Education as soon as possible.

Student Mistreatment/Unprofessional Behavior Reporting
All LVHN subsidiaries are committed to providing a work environment free from unlawful discrimination and prohibit “unwelcome” or “unwanted” conduct which constitutes harassment.  This policy strictly prohibits unlawful discrimination and harassment in the workplace based on medical condition, race, religion, color, national origin, disability, marital status, family status, age, sex, sexual orientation or any other basis protected by federal, state or local law or ordinance or regulation.  LVHN affirms that all employees have a right to work in an environment free from any type of discrimination and prohibits any conduct which constitutes sexual harassment under Title VII of the Civil Rights Act of 1964.  Students who experience any incident that they feel is abuse, mistreatment or unprofessional behavior should communicate this to the Associate Dean for Educational Affairs or his/her designee at 610-402-2563. 
LVHN Medical Student Instructions

For Blood & Body Fluid Exposures

1.   Wash the wound or area IMMEDIATELY with soap and water. If you were splashed in the 

   eyes, nose or mouth, irrigate the mucous membrane with large amounts of water.

2.   Report the exposure to your mentor, complete a Lehigh Valley Health Network Incident Report and  

         proceed immediately to the Emergency Department where your exposure will be evaluated.    

         Depending on the circumstances of your exposure and the status of the source patient, post     

         exposure prophylaxis with 2 or 3 drugs may be indicated. If indicated, these drugs must be 

         started within several hours of the exposure; therefore, do not delay in seeking evaluation            

         and treatment.

3.   If you are prescribed PEP, you will require follow-up monitoring. This monitoring may be  

  provided by your student health center or is available at LVHN’s practices as follows:

  1.  Lehigh Valley Physicians Group - Internal Medicine

 1210 S. Cedar Crest Boulevard, Suite 3600

 Allentown, PA  18103

 (610) 402-1150   OR

  2   Lehigh Valley Family Health Center

 1730 Chew Street

 Allentown, PA  18104

 (610) 969-3500

4.   Report the incident to the appropriate person at your University. They will be responsible     

         for your long-term follow-up and counseling.

5.   Call 610-402-STIK for detailed instructions if you need more information.

6.   Any charges for Emergency Department treatment or follow-up care will be charged to your      

         health insurance.

Computer Instructions

Note:   Computer log-in and department specific training will be held at your department orientation.

ALL STUDENTS: 

First Time Logon Instructions for Windows NT
1. Ctrl/Alt/Delete to have the logon prompt appear 

2. Enter user name (Code assigned at orientation) -  Example:  s2345

3. Enter password.  For first time logon, the password is set to default which is the first name initial,   

       last name initial, two digit month and two digit day of birth.
      Example:  Mary Smith     DOB: 12/25/1977

      Password:  ms1225

4. Enter Domain:  LVHN

5. Click on OK or use the Enter key.

After logging on, Ctrl/Alt/Delete and use the prompts to change the default password to a new password.  Under no circumstances should a password be given to anyone.

TRAINING FOR ALL STUDENTS:
All medical students are given the following access:
· Centricity Enterprise (EMR view only) – Not all rotations require Centricity training.  Please see Training for Specialties below to determine if this training is required for your rotation.  
· PACS for radiology images – no formal training.
The SSO engine will appear and will continue to load the appropriate documents into the computer.  When the icons appear, double-click on any icon to open that application.
For log-on and computer problems, call the I/S Help Desk at 610-402-8303.  
TRAINING FOR SPECIALTIES:
Students rotating in the specialties listed below must complete additional computer training at the department orientation on the first day of their rotation.  Training instructions are listed on the following page.
Ambulatory Medicine:
· CPO 
· Centricity Enterprise
Family Medicine:
· CPO 
ICU:
· Metavision 
· Centricity Enterprise 
Infectious Disease:

· Centricity Enterprise 
Medicine:

· Centricity Enterprise 
Nephrology:
· Metavision 
· Centricity Enterprise 

OB/GYN:

· CPO 
· CPN 
Pediatrics:
· CPO 
· CPN 
Surgery:
· Metavision 
TRAINING INSTRUCTIONS:
CPO:  OB/GYN, Family Medicine, Pediatrics and Ambulatory Medicine students are required to complete the CPO training module.  There is audio available with this module.
1. Login using the instructions above (SSO toolbar will appear in a few minutes).

2. Click on the TLC icon in the SSO toolbar.

Username and password will auto fill –DO NOT attempt to overwrite.

3. At the welcome screen, in the catalog search field, enter “medical  student”.

4. Click on the second course titled “Medical Student CPO View Only Feb 2010”.

5. Click on the green “Start” arrow below.  This should prompt the training module to populate.

· Review Entire Module

· Complete Test

· Pass with 80% or higher
CPN:  This module can be found on the LVHN Intranet Home Page:  www.lvh.com>Departments>Non-clinical>Education>Medical Education Development and Student Affairs>Medical Students>CPN View Only Training

Centricity Enterprise (EMR view only):  Review the self guided modules on the LVHN Intranet Home Page:  www.lvh.com.  Click on Centricity Resources on the left hand side of the screen, click on Physician Resources and click on the individual modules.

Metavision:  This module can be found on the LVHN Intranet Home Page:  www.lvh.com>Departments>Non-clinical>Education>Medical Education Development and Student Affairs>Medical Students>Metavision Training
www.lvh.com is the network’s intranet homepage.

WHERE TO REPORT THE FIRST DAY OF YOUR ROTATION
Anesthesia:  Please review the Anesthesia Rotation packet located on the Medical Student Orientation website.  Please report to your assigned location by 0730.  (Robin Gregory  610-402-8896)
Dental:  17th & Chew Campus, Dental Clinic, 1st floor, use green elevators at 0900.    (Pat Atno 610-969-2245) 
               Muhlenberg Campus-Dental Center, 2545 Schoenersville Rd at 0900.   (Ruth Rabenhold 484-884-2315).
Emergency Medicine:  Report to Cancer Center, 2nd floor, Suite 212 at 0900.  From the main entrance of the CC Campus, turn left past the information desk.  Follow corridor past the Pharmacy and take the center stairs to the 2nd floor.  (Karen Jost 610-402-6917).  If your EM schedule includes a 9 AM orientation on Monday, report to Kasych Computer Lab 1 by 9 AM rather than to Suite 212 noted above.  

Family Medicine:  Report to the School of Nursing Building across from the 17th & Chew Street campus, 1st floor at 0930.  Enter lobby, turn left, go through the locked double doors (your ID should be coded to access this area) to the end of the hall, turn left before the conference room, first door on the right.  If you need assistance, see the secretary on the right upon entering the department.  (Marcia Shaffer 610-969-4962)

Medicine at LVH-CC (including Neurology and other subspecialties): Report to CC Kasych Computer Lab at 0800.  (Shelly Ketchens 610-402-4412)

Medicine at LVH-Muhlenberg:  Arrive at LVHN-M at 0900 and call the following numbers:  

Cardiology:  484-884-3224 or Elizabeth Kochenash 484-884-5895

Internal Medicine:  484-884-3225 or 5105 or Dawn Yenser 484-884-2888

ICU:  484-884-5408

OB/GYN:  Report to Jaindl 3rd floor at 0900, turn right and follow corridor to L & D unit.  Ring doorbell and identify yourself as a medical student.  Enter when buzzer sounds.  At front desk ask to be directed to L & D LRC.  (Kimberly Moser 610-969-2412)

Alternate department instructions may be emailed to you by the OB/Gyn coordinator prior to your rotation.

Pathology:  Pat Zemitis will meet you at the CC site Information Desk in the main lobby at 0900.  (Pat Zemitis 610-402-8140)
Pediatrics:  Meet Kate Adams in the CC site hospital lobby at 0900.   (Kate Adams 610-402-7712)

Psychiatry:  Report promptly at 0900.  1251 S. Cedar Crest Boulevard, Suite 202A, Cedar Crest Professional Park, across the street from the main hospital.  (Natalie Knerr 610-402-5766)

Radiology:  Report promptly at 0900.  Take the Jaindl Pavilion Elevators to the 2nd floor.  Turn left, go through the double doors, turn right and follow signs to Radiology Administration. (Susanne Sipos 610-402-8088)

Surgery:  Report promptly at 8:30 AM to Kasych Lower Level (elevator closest to Kasych lobby doors), Surgery Education Center (Jean Klein 610-402-1297) *All students on a surgical rotation, including students working with LVHM, OAA or any other private surgery practice, must attend Dept. of Surgery orientation to have access to LVHN OR. 
LVHN SAFETY REFERENCES

Visit the LVHN Intranet Site (www.lvh.com) for access to our complete list of policies and procedures. To access this information:


1) Click on the internet browser at the bottom left corner of your screen.

2) From the LVHN Employee Intranet home page, place the cursor over the

    Resources drop-down menu and click LVHN Policy and Procedure Manuals.

3) Safety materials can be found in the Environment of Care manual.

Please review additional resources as needed.

General Safety

Safety is everyone’s responsibility.  The following list contains some simple Do’s and Don’ts to help enhance the general safety within the organization.

Do’s

· Keep aisles, stairwells and hallways free of clutter.

· Report all hazardous conditions immediately.

· Discourage storage of excessive materials in your work area.

· Carry only small amounts at one time.

· Use carts, racks or carriers to move materials.

· Report all spills immediately to prevent slips, trips and falls.

· Wash hands immediately following patient contact or handling of infectious, radioactive or other chemically contaminated materials.

· Place sharps in designated containers.

· Wear personal protective equipment (PPE) as required.

· Lift and transfer patients in safe manner – Ask for help.

· Be cautious of low hanging objects, such as patient monitors.

· Store combustible materials away from sources of heat, such as radiators, steam pipes, heating instruments and open flame.

Don’ts

· Do not prop doors open.

· Do not enter restricted areas unless authorized.

· Do not use your chair as a ladder.

· Do not leave defective equipment in service.

· Do not insert fingers or hand in sharps container at any time.

· Do not leave microwave or toaster area unattended while in operation.

Do not cook popcorn in microwave ovens.

· Do not place sharps in inappropriate containers.

· Do not use equipment until properly trained.

· Do not clean up a spill involving sharps without use of a mechanical device (such as forceps, cardboard or scoop).
Emergency Preparedness
Familiarize yourself with these codes.  All personnel are provided an emergency code card listing these and other codes.  The emergency code card should be attached to your photo identification badge.  Use this card as a reference whenever a code is announced or whenever reporting an emergency.  

If you observe an emergency condition, promptly report it to Security at extension 555.
Dial “555” To Report in-House emergencies!!!

During any emergency, it is important that you do the following:

· Return to your department and report to your director, manager or supervisor

· Assist as instructed

· Do not exit the facility without department head approval

· If not on duty – do not report to any hospital site unless requested

· Do not communicate to the media or public unless authorized

It is especially important that all personnel cooperate during any emergency to ensure the safety of patients, visitors and coworkers.                                                 

Emergency Preparedness

An emergency is an unplanned event caused by fire, weather, utility system failure, or a disaster within the community, such as a severe bus accident or an explosion resulting in excessive number of severely injured patients.  An emergency is declared and cleared by the Administrator-on Call.

An external emergency occurs outside the main hospital and may result in a larger than normal influx of patients exceeding available hospital resources.  Examples of external emergencies include:  blizzard or snowstorm, tornado, floods with potential to interrupt normal hospital operations, and industrial or chemical incidents.

An internal emergency occurs inside the hospital resulting in injury or interruption of service.  Theses emergencies may require relocation or evacuation of individuals or cause damage such that normal operation are impossible.

When an emergency is declared an overhead announcement will state, all systems alert.  The announcement advises hospital personnel of an impending type of emergency.  All personnel must return to their workstations and await further instructions.

Emergency codes

Several emergency codes are used throughout LVHN.  The following table includes those codes most commonly used.
	Code Name
	Definition

	Code Blue
	Cardio-Pulmonary Arrest

	Code Yellow
	Fire Emergency

	Code Green
	Medical Gas/Vacuum System Failure

	Code Orange
	Behavioral Health Emergency (Need Security)

	Code Pink
	Missing Child (Need Security)

	Code White
	Bomb Threat (Need security)

	Chemical Spill
	Notification of a chemical spill

	Code Red
	Trauma arrival Code RED OR (ED-CC)

	Code 45
	Hazardous Situation STAY CLEAR, evacuate and avoid area noted.


 



Chemical Hazard Communication:

Your Right to Know
Several years ago OSHA issued a new regulation known as the Hazard Communication (HAZ COM) Standard.  This federal law, and similar state laws are sometimes referred to as "Right-to-Know" laws.  These laws are designed to protect employees from exposure to hazardous chemicals.

To ensure compliance with the Right-to-Know laws, and to protect you from the dangers of chemical exposure in the workplace, the organization has developed a Hazard Communication Management Program.

The Chemical Hazard Communication Program advises you on how to protect yourself and others from chemical hazards.  This program can help you prevent injuries, serious illness, and even death due to overexposure to chemicals, accidents, fires, or explosions.

Hazardous Communication Requirements

Under the Right-to-Know laws you are required to know:

· The hazardous chemicals used in your work area;

· The importance of Material Safety Data Sheets (MSDS') and chemical product labels;

· The physical and health hazards of the hazardous chemicals in your work area;

· How to work safety with, and control, the hazards of the chemicals in your work area.

So What Is A Hazardous Chemical?

A chemical is considered hazardous if is a physical or health hazard.  Products that are physical hazards include chemicals that are compressed gases, flammable, combustible, explosive, or water-reactive.

Products that are health-hazards include chemicals that are harmful to the health of humans.  There are many different ways in which a chemical may be a health hazard.  Examples of these different health hazards include chemicals that are cancer-causing, toxic, corrosive, irritants, or any chemical substance that is harmful to lungs, skin, eyes, fetal development, etc.

Hazardous Chemicals In Your Work Area

A list of hazardous chemicals has been developed for each work area.  Prior to working in a new area or department READ the chemical inventory list to become familiar with the hazardous chemicals in your work area.  Contact your immediate supervisor or designee to locate the chemical inventory list for your area.

Container Labeling

Manufacturers of hazardous chemical products are required by law to ensure that their products are labeled with the identity of the chemical product, the name and address of the manufacturer, importer or other responsible party, and appropriate hazard warnings.

Each department is required to ensure that all hazardous chemical products that they purchase or use are labeled with this information.  These labels may not be removed or defaced at any time.  All secondary and/or portable containers must also be labeled with the aforementioned information with the exception of when the secondary or portable container is for immediate use or the person performing the transfer.

Always read product labels before use to determine the hazards of the chemical and how to handle it safely.

Reporting Hazardous Spills or Releases

If you ever detect a spill of a hazardous material, including chemicals and infectious materials (blood and body fluids), or are uncertain what the material is or how to clean it properly - confine and identify the spill by placing a caution sign, towel, or other "hazard warning" indicator that will prevent other people from walking through the area and possible slipping and falling, and then notify Security at 555.

Only workers with special training are permitted to participate in hazardous material spill response and clean up.  Never attempt to clean a hazardous material spill unless you have received special training.

In the event you find a non-hazardous spill (e.g., coffee, soda, etc.) and are unable to clean it yourself - contain the spill to prevent accidental slips and falls and then promptly notify the cleaning person assigned to your area (e.g. support partner or member of Housekeeping or General Services Department).  Chemical safety is everyone's responsibility.  Make sure you know the hazards of the chemical products used in your work area to protect our patients, visitors, coworkers and yourself.

If you have any questions regarding chemical safety, or would like a copy of the organization's Hazard Communication Program or the OSHA Hazard Communication Standard, please contact either your supervisor or the Environmental, Health and Safety Department (610) 402-9489.

BACK TIPS FOR HEALTHCARE WORKERS

Health care workers often are so busy caring for patients they forget to take care of themselves.  Many employees in health care facilities often put as much strain on their backs as construction workers.  In fact, low back pain is an occupational hazard for many in health care.  When you injure your back you may lose time from the job and reduce the quality of care to patients.

Here are a few tips:

· Tighten stomach muscles.  Abdominal muscles support your spine when you lift, offsetting the force of the load.  Train muscle groups to work together

· A chair with a good lumbar support helps protect your lower back

· Arrange your work area to reduce the amount of reaching and twisting you must do.

· When lifting keep the load as close to your body, bend at the knees, hips, lift with legs and buttocks and avoid twisting as you lift

· When bending, kneel down on one knee (don't bend at the waist), bend knees and hips not your back

· When lifting frequently make sure you:

· Keep the loads small

· Turn your whole body instead of twisting

· Get close to the load; don't reach and lift

· Lift with your arms and legs, not your back

· Tighten your stomach muscles and lift

· When reaching, reach only as high as is comfortable and don't stretch above shoulder level (use step stool if needed), test weight of load before lifting, let your arms do the work not your back.

· When transferring a patient ask a coworker to assist you

In the event you do incur an injury, please complete an Incident Report Form and report to Employee Health Services.

Fire Safety

Fire accounts for significant numbers of death and injuries and substantial property damage in healthcare facilities every year.  Among the leading causes of fires in healthcare facilities are cigarette smoking and electrical appliances.

The vast majority of fatalities in healthcare fires occur near the point of ignition of the fire.  Clothing, mattresses, and bedding materials produce large quantities of smoke and toxins that can quickly render a person unconscious.

The best way to deal with fire is to prevent its occurrence altogether.  Please consider the following basic suggestions to help prevent fires at LVH/MHC.  Doing so will go a long way toward making LVH/MHC a safer place for you and everyone else.

· Take time to recognize and eliminate potential fire hazards in your own area, as well as in areas throughout LVH/MHC.

· Report fire hazards that are beyond your immediate control to the Environmental, Health & Safety Department at (610) 402-9480.

· Be sure to keep your work area clean.  Pay particular attention to halls and stairways - keeping them clean ensures a faster evacuation in the event of fire.

· Always observe the "Smoking Policy."  Many hospital fires can be traced to smoking devices.

WHAT TO DO IN CASE OF FIRE



Stay calm, DO NOT shout "FIRE" or "RUN".

Commit the following steps to memory.  Following

These guidelines may save your life.

Rescue


-Rescue anyone who is in immediate danger.

Alarm


-Pull the fire alarm nearest to you.  Then, dial 555 to





 report the fire and location of the fire.

Confine


-Confine the fire to prevent it from spreading by closing

                        

 all doors and windows tightly.

Extinguish

-Put out the fire using the proper fire extinguisher only 

                                        after the alarm has been sounded and only if it is safe


    
                           to do so.

BEFORE you attempt to fight a small fire….

· PULL the fire alarm

· CALL 555

NEVER attempt to fight a fire if:

· The fire is spreading beyond the immediate area where it started, or is already a large fire

· The fire could potentially spread and block your escape

· You are in doubt about whether the extinguisher is designated for the type of fire at hand or if it is large enough to fight the fire

It is dangerous to fight a fire with an extinguisher if any of the preceding statements are true.  Instead, leave immediately, sound the fire alarm, close the doors, and warn others.

How To Use A Fire Extinguisher 

Remember the word PASS to recall how to use a fire extinguisher properly.



P ull the pin.



A im Low - Point the extinguisher nozzle (or its horn or hose) at the base of the fire.

S queeze the Handle.  This action releases the extinguishing agent.

S weep from Side-To-Side.  Keep the extinguisher aimed at the base of the fire until the fire appears to be out.  If the fire breaks out again, repeat the process.

Always Remember The Extinguisher Must Match The Fire

TYPE A:
Ordinary combustibles, such as wood, cloth, paper, rubber, plastics, and other common materials.

TYPE B:

Flammable liquid, such as gasoline, oil, grease, xylene, alcohol and flammable gas.

TYPE C:

Energized electrical wiring, fuse boxes, circuit breakers, machinery and appliances.

Become familiar with the fire extinguishers in your work area.  Never attempt to fight a fire that has become too big to handle.  It is always more important to evacuate patients, personnel and visitors prior to attempting to extinguish a fire.

Security Management

Your assistance is required to help maintain our facilities as secure as possible.  Please notify Security whenever a security event or emergency situation occurs.

Reporting Security Events

Security events are classified as anything requiring the assistance or awareness of the Security Department.  These events should be reported by dialing (610) 402-8220.

Examples:

· Escort employee or student to car after dark

· Assist in locating misplaced patient belongings

Reporting Emergency Situations

Security emergency situations are classified as any event requiring the immediate assistance or awareness of the Security Department.

Report All Emergency Situations To Security by Dialing 555

Examples:

· Aggressive Behavior - verbal or physical

· Assault - a menacing gesture, threat or sudden movement by an individual

· Battery - actual physical contact from another individual

· Patient or visitor falls

· Any odd or unusual circumstances

· Bomb threats

· Suspicious person

· Theft

· Vandalism

Security Department staff are always available to assist you.

Theft Prevention

Did you know over 80% of all thefts occur internally?

Employee property losses often occur because employees leave personal items in unsecured areas.  Patient property losses can be traumatic for patients and damaging to a hospital's image.

How can we help?

Here are some preventative measures to help reduce the likelihood of theft:

· Wear your photo identification badges while on duty.  Positive identification of personnel helps to set apart employees of the hospital from patients and visitors.

· Lock all locks!  (Example:  offices, cabinets, lockers, car doors.)

· Do not leave belongings or valuables in plain view or unattended.

· Encourage patients to leave their valuables and personal belongings at home.

· Identify patient valuables and belongings while the items are in the hospital.

Some Additional Tips From The Security Department
· Be alert to your surroundings.

· Stay in well lit and well traveled areas.

· Avoid walking alone, especially in high risk areas.

· Have your car keys in hand before you get to your vehicle.

· Call Security at 8220 to be escorted to your vehicle when leaving the building after dark.

SECURITY TEAM APPROACH

The security of the hospital is a cooperative effort.  The assistance YOU can provide by questioning people who do not have I.D. badges if "you can help them" and reporting suspicious activities or circumstances cannot be overemphasized.

`
DRESS CODE POLICY

I. 
POLICY
Lehigh Valley Health Network (LVHN) requires all personnel while on duty and/or while representing or performing network business to maintain standards of dress and grooming that are appropriate for a professional health care environment and adhere to safety and infection control requirements.  All employees and contracted staff are expected to maintain an image of professionalism through appearance, grooming, and conservative dress. Lehigh Valley Health Network reserves the right to make dress code regulations in regard to patient and/or public contact, safety, modesty, professionalism and business judgment

II. 
SCOPE
All entities within Lehigh Valley Health Network.

III. 
DEFINITIONS
Direct Patient Care – applies to all personnel who as part of their routine daily activities do any of the following:

_ Direct hands-on patient care/treatment.

_ Perform treatment or procedures on patients.

_ Handle equipment/items that are used directly in the care/treatment of patients.

Artificial Nails – are any materials which is attached to the natural nail, included but not limited to plastic press-on nails, acrylic nails, acrylic nail tips, fiberglass, gels, silk wraps, nail extenders, or any additional items applied to the nail surface.
IV. 
PROCEDURE
1. Clothing worn by personnel shall be neat, clean, in good repair, appropriate size and may not expose midriffs or undergarments. Spandex, leather, sheer or clinging fabrics are not acceptable. The following are not acceptable:  sweat shirts (except for those provided by LVHN), sweat pants, leggings, mini-skirts, jeans, tank tops, tube tops, shorts, walking shorts, bermuda shorts and capri pants, baseball caps (unless issued as part of a uniform), recreational attire, or t-shirts.
2. A neat, hairstyle is required as part of an overall well groomed appearance. Extremes in hair styles, hair color, make-up or manicure are not acceptable for any position. Hairstyles should not impede vision and/or present any other safety concerns while performing job duties. Some work areas preclude employees from having any obvious facial hair. Removal of facial hair may be required if facial hair impedes effectiveness of the type of respirator mandated under OSHA standards for specified duties. Hair and beards must be groomed, neat and clean at all times.
3. All personnel are required to wear LVHN issued photo identification while on duty. The identification badge shall be worn above the waist with picture visible. The badge must be free from all non-approved LVHN insignia symbol or information. (See Administrative Policy Photo Identification Card).
4. Management reserves the right to request an employee to cover tattoos or any other “body art” offensive to customers. If the employee cannot or will not cover the area in question, disciplinary action per Human Resources Policy, HR2000.40 (Counseling, and Discipline).

5. An insignia, button, or label worn will be limited to identifying staff working responsibilities in LVHN or, which distinguishes their profession by licensure, regulation or established LVHN practice.
6. Jewelry will be kept simple and appropriate for the position. Earrings are limited to two per ear and may not pose a safety hazard. Visible face or body jewelry (i.e. nose, lip, eyebrow, or tongue jewelry) are not permitted while on duty.
7. Healthcare workers that provide direct patient care are not permitted to wear artificial nails or nail jewelry.  Natural nails shall be kept short, clean and healthy and not impede job performance and/or create a safety hazard.
8. Staff in designated departments wear specific footwear or shoe covers due to the nature of the job. In uniformed areas, athletic shoes of a solid black or white may be worn. Footwear must be clean, in good repair, appropriate and safe for the position. Clogs are permitted. Crocs without holes are strongly preferred. Staff who choose to wear crocs with holes will be required to wear shoe coverings at all times when in the clinical areas.  Stockings or socks are to be worn by all staff involved in direct patient care interactions. Flip flops are not acceptable in any department.
9. Uniforms and other clothing designated for wear in specific areas such as Operating Rooms, engineering, etc., are to be worn only by personnel assigned to those areas. Personnel will not wear head covers, masks or shoe covers other than in their designated work areas. All coverings shall be removed prior to entering cafeteria or other public areas of LVHN.
10. LVHN staff working in the following departments are permitted to wear hospital supplied scrub attire:

_ Anesthesia

_ ASU-OR-17

_ Bum Center

_ Cardiac Cath Labs

_ General Services Contracted Vendor-CC and 17 (assigned to one of the approved areas)

_ Housekeeping-LVH-M (assigned to one of the approved areas)

_ Interventional Radiology (during OR procedures)

_ Labor & Delivery

_ Microsurgery-(during OR procedures

_ OR’s

_ Pharmacy (assigned to IV/Cleanroom)

_ Rehabilitation Services (assigned to BUM Wound Recovery Center)

_ Respiratory (during OR procedure)

_ SPU-OR-LVH-M

_ Sterile Processing

a. Scrub attire will be provided by Linen Services on a routine basis.

b. Staff will don scrub attire on arrival and remove prior to leaving work.

c. Scrub attire must be placed in an appropriate soiled linen hamper.

d. LVHN provided scrub attire is not permitted “off property” for any reason.

e. Removal of scrub attire from LVHN premises will be construed as theft, and appropriate disciplinary action will be initiated.

f. Personnel are not authorized to leave the LVHN premises while wearing a LVHN owned garment, unless original clothing was damaged or soiled.

g. Damaged or soiled uniforms shall be exchanged promptly for clean and properly repaired garments in accordance with Contaminated Clothing Policy found in the Infection Control Manual.

h. Personnel who have an allergy to the detergent used to wash scrubs, documented by an employee health physician, may be authorized to take home 1 CLEAN scrub on a daily basis so it can be washed in personal detergent before wearing the following shift.

11. Sun glasses are not to be worn within the LVHN facilities during working hours, unless medically required and must be cleared through Employee Health.

12. All staff is expected to maintain good personal hygiene. Due to close contact with others, deodorant or antiperspirant shall be worn. A light cologne or perfume is acceptable unless it is offensive to others.
13. In keeping with our Smoke Free Environment, healthcare workers that provide direct patient care may not provide care to patients if the staff member has a noticeable smell of tobacco or smoking odor.
14. Departments may establish a casual dress day policy provided all provisions as stated in this policy are maintained at all times.
15. Casual day is acceptable for departments whose staff is not considered “patient care”.

16. A Department Director may choose to implement a Business Casual Day for their respective department following the guidelines as noted below. There will be no exceptions to the guidelines below.

• Business casual day will be observed only on Friday at LVHN.
• Staff are interacting with the public, conducts business outside of the office, or are on location at one of our hospitals, clinics or practices may not wear business casual attire.

• A Lehigh Valley Network identification badge will be worn at all times.

• Business casual attire includes khakis, pants (mid-calf to ankle length is an appropriate length, knee length pants are not acceptable), cotton skirts, denim skirts and jeans.

• Tops or dresses with spaghetti straps are acceptable if worn with a jacket or sweater.

• Denim/jeans are acceptable provided the clothing is neat, clean, appropriate size, good condition (not torn, ripped, faded, frayed, bleached or stone-washed) and free of any studs, embroidery, jewelry, etc.

• Business casual includes open/collared shirt (polo style) that is neat in appearance. Reasonable fashion logos of clothing designers are permissible (sports logos are not acceptable). LVHN name and logo on clothing and other items are permissible.

• Shoes must be clean, neat and in good repair and safe for the environment. Beach sandals, flip flops and thong sandals are not acceptable in any department or at any time.

• Business casual sandals or open toed shoes are permitted provided it does not present a safety risk and/or limit movement.
• Business casual does not include shorts (Bermuda, walking, city short or Capri), backless or halter tops, midriff tops, low cut/revealing tops, sweatshirts, sweatpants, leggings, stirrup pants, mini skirts, tank tops, tube tops, baseball caps, evening attire (tight fitting, sheer or revealing fabrics), leather pants, recreational attire (fleece or separates), any sports clothing (spandex) or T-shirts (novelty clothing with writing or graphic messages).

• Clothing shall not contain offensive visual images or language, advertisements, or political statements.
17. The Department Director will address non-compliance with the dress code by discussion, sending the employee home (without pay) to change, or other disciplinary action in accordance with the Employee Counseling & Discipline HR Policy 2000.40. Exceptions to the provisions of this dress code may be granted due to a medical condition provided Employee Health Department clearance is obtained. This exception will be applied at the discretion of the Department Director and Division Vice President.
18. During department orientation, staff will be advised of any additional specific departmental dress requirements.

19. Individual departments may establish additional requirements to this dress code however; they may not deviate from the minimum requirements as stated in this policy. Guidance should be obtained from Human Resources to ensure compliance.
20. Personnel dressed inappropriately or violating other provisions of this policy shall be handled in accordance with Human Resource Policy HR 2000.40 (Counseling and Discipline).

21. See attached policy for Dress Code specifics for Clinical Services Personnel.

SOCIAL MEDIA PARTICIPATION POLICY

I. POLICY
Activities in or outside of work that affect your Lehigh Valley Health Network (LVHN) job performance, the performance of others, your safety, the safety of others, or LVHN’s reputation or the privacy of our patients fall within the scope of the Policy.

When an LVHN employee or affiliated member of the Medical/Allied Health Staff chooses to participate in social media and their association with LVHN is identified, it is expected that participation is consistent with LVHN Code of Conduct and PRIDE behaviors.

II. PURPOSE
To communicate the guidelines for social media participation by LVHN employees and Medical/Allied Health Staff.

III. SCOPE
All Lehigh Valley Health Network entities (including Health Network Laboratories) employees and members of the Medical/Allied Health Staff.

VI.       DEFINITIONS
Social Media describes the online technologies and practices that people use to share opinions, insights, experiences, and perspectives.  Social media can take many different forms, including, but not limited to, text, texting, images, audio, and video which include technologies such as cellular phones, blogs, message boards, podcasts, wikis, and blogs to allow users to interact.  A few examples of social media applications are Wikipedia (reference), Facebook (social networking), YouTube (video sharing), Twitter (micro- blogging), Digg (news sharing) and Flickr (photo sharing).

V. PROCEDURE
a. Always protect patient privacy.  Never reveal any patient health information that would identify the patient.  Always abide by all HIPAA regulations.

b. Follow all applicable LVHN policies.  Know and follow LVHN Code of Conduct and PRIDE Behaviors as it relates to interactions where you are identified as being associated with LVHN.

c. Personal Opinions.  When discussing LVHN or LVHN-related matters, you must make it clear that you are speaking for yourself and not on behalf of LVHN.  If you publish content to any website outside of LVHN and it involves work you do or subjects associated with LVHN, use a disclaimer such as:  “The views expressed (here; on this blog; website) are my own and do not reflect the views of Lehigh Valley Health Network”.

d. You are personally responsible for the content you publish.  Be aware that what you publish on blogs, wikis, social networks or any other form of user-generated media will be public and often cannot be edited or removed. 

e. Use a personal e-mail address.  Do not use your lvhn.org address as your means of identification and contact for social media participation.

f. Respect copyright and fair use laws.  This includes not publishing material owned by LVHN.

g. Do not disclose confidential or proprietary information.  Do not disclose information related to LVHN that is not public.

h. Perception is reality.  If you identify yourself as an LVHN employee or member of its Medical/Allied Health Staff, ensure your profile and related content is consistent with expected behaviors.  In social media, the lines between public and private, personal and professional are blurred.  By identifying yourself as associated with LVHN, you are creating perceptions about LVHN and about you by your colleagues and managers.  If you choose to identify your association with LVHN, be sure that all content is consistent with LVHN’s values and professional standards.

i. Contact Marketing and Public Affairs Web Communications if you have any questions.  If you are unsure about the application of this policy to your Social Media activities, contact Marketing and Public Affairs Web Communications with your concerns.

j. Use of hand held cellular phones are prohibited when operating vehicles on LVHN campuses and while driving on LVHN business.

THE SIZE OF A FIRE


DOUBLES EVERY 30


          SECONDS
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