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. Transition & Activation Committee structure
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. Committee membership confirmed

. Phase 1 Workflow topics approved

. Intranet site is live. www.newhospital.com

PROJECT TASKS BY COMMITTEE

Total Tasks Active M Total Tasks Future M Total Tasks Closed

Transition
Support Services
HR/Edu/MarComm
Logistics/IT/ Equipment
Ancillary Services
Surgical/Interventional

Upcoming Events

In MONTH the team will facilitate a series of
interdisciplinary workflow sessions. The topics agreed
upon are:

Patient Flow- Admission and Discharge

Path of Travel- Materials and Supply Distribution

and Collection

Path of Travel- People

Internal Communication
The project team will complete all documentation
including matrices, process maps, and gap analysis.

Patient Care

Project Roadmap

MONTH - YEAR

Planning Committees
-Committee Meetings
Transition Resources/Budget
-Budget planning continues

MONTH - YEAR

Planning Committees
-Committee Meetings

-Task List Report out
Transition Resources/Budget

MONTH - YEAR

Planning Committees

-First draft complete

Workflow

-Determine workflow timeline
Project Planning

-Scheduled touch base with Core
Team

Non-Transition Activities

Workflow
-Observations/Gemba walks
-Current-State documentation
Project Planning

- Core Team Touchbase

Key Milestone

-Begin Regulatory Plan
Coordination (ongoing)

-Ongoing Licensing Prep

Key Milestone

-Staffing Assumptions Approved
-Interdisciplinary Future State

-Committees

Transition Resources/Budget
- Complete

Workflow

-Current state data collection
Regulatory Planning

-Draft plan

Workflow Sessions Confirmed

90-Day Communication Tool






OPS/images/f02-03.jpg
Task Task
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101.1 Develop Transition Budget & Resource Document Transition Budget Transition
201.2 Develop new department operations plan Department Operations Plan Ancillary
202.1 Validate the plan for the provision of care Plan for provision of care Patient Care
203.1 Update Emergency Management Plan Updated EMS plan Support Services
204.3 Evaluate emergency code responses for new facility | Updated code response plan Transition
300.0 E::f;;”eﬁlaglizg;g:eme Ior feuse medical Start-up schedule Logistics
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600.0 Develop marketing and communication plan :\;;ketlng andicommunication Marketing
700.0 Develop scenarios for Dress Rehearsal List of scenarios Education
800.0 Develop regulatory plan Regulatory plan Transition

900.0 Develop department move plan Department move plan Move
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Hours per month

Personnel through building post building Project Responsibil
turnover turnover
1 || Executive Sponsor(s) for project 112 40-80 Provide project updates, final decision maker, and risk management. Community Relations, budget, board
communication, and donor events.
Transition Leads-Reps for Committee week- attend meetings, follow-up on assignments, schedule meetings. Liaison with
2 - " 32-40 Full-time . .
Facilities, Clinical Care, 1T} construction team and hospital operations.
3 | committee Chairs - VP/Directors 8-40 80-120 If_:(:ﬁtsroject specific committees, workgroups, and department updates. Manage special projects for new
4 Committee and Workgroup 4-8 32-120 Represent dept. & role on: committees, workgroups, special projects, workflow and new operations
members dept. reps planning.
5 | Directors/Managers 2-8 64-96 General staff updates, planning, meetings, staffing, training, move coordination.
‘) . Physician meetings, presentations, tours, and updates. Participate in new operations planning, new
6 | Physician lead(s) &8 Ee] facility tour and physician orientation.
7 | Education & Training Team 8-32 Full-time Develop programs. Train staff, vendor coordination, and track training.
8 | Facilities Team 8-16 Full-time Com_mlttee and workgroup participation. New building system training. Liaison with construction team,
special projects, owner punch list.
- u Committee participation. Develop regulatory plans and coordination with agencies. Mock surveys,
9| Regulatory Team Eile L2 operations center, regulatory survey lead.
10 Furniture, Fixture, Equip. & 40-80 120-160 Committee participation, product selection and validation, user groups, logistics and vendor coordination,
Logistics Lead Day 1 operations and post move support.
11 Champions for depts. that are 0-8 80-160 Champion training, train staff, department tours, stocking, participate in events: Dress Rehearsal,
moving regulatory, move, post move support.
12| Administrative Support 8-32 Full-time Support for: committees, orientation and training programs, meeting logistics, vendor coordination and
record keeping.
_ » Full-time- Device selection & validation, user meetings, logistics coordination, help desk, training, go-live event
13| IT/Telecom- Teams =0 dedicated team support & post implementation support.
14| Clinical Engineering Team 4-16 Director Eu\l-tlme» Committee participation, medical device selection and validation, equipment safety check, training, end-
dedicated team | user support, Day 1 support & post move support.
o Full-time- Committee participation, user group meetings, logistics coordination, training, go-live and Day 1 support
15[ Supply/Chain Team 8-40/Directon dedicated team & post move support.
16| EVS Team 8-40 Director decﬁlz!ggfe-am Committee participation, user group meetings (Workflow, FF&E Validation), training, Day 1 support.
17| Security Team 8-40 Director de;iuc!;;l;intee»am Committee participation, user group meetings, securing building, training, Day 1 support.
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_temperature
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Sharps container
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Building Readiness

Fit-Up

The activation period will be [INSERT #] months.
Equipment & Furniture

All equipment will/will not be new. If reuse % #
Technology

New technologies include: [LIST NEW EQUIP]

Operational Readiness

Total # of licensed beds will be [NUMBER], # ORs [NUMBER], # ED Bays [NUMBER]
General Services

Staff "day use” lockers on the units for hoteling staff

Food Services

Cafeteria seating: [#] total seats; including [#] indoor, & [#]outdoor
Imaging Services

New Imaging modalities will be: [TYPE & VENDOR]

Information Services

NEW IT applications to be installed & validated: [LIST]

Parking & Transportation

Wheelchairs, stretchers & transport equipment will be stored [LOCATION]

Orientation & Training (O&T)

New OGT includes: Dept., New Facility, Fire & Life Safety, Vendor & MD
Supply Chain

Supplies will be stocked starting [DATE] & complete by [DATE]
Licensing

DOH Licensing - scheduled [DATES]

Move

Patient Move - Will happen in 1 day [DATE]
Consolidation & Close Out of Existing facil
Existing facilities wil be decommissioned on [DATES]

Move Related Marketing & Public Relations

There will be [#] of celebration events. List dates & events here:
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Key Dates

Substantial Completion Department of Health:
Dress Rehearsal #1 Day 1 Activation:

Complete

A. Physical Plant/Facility/Structure

1 | AR, negative pressure, positive pressure and clean rooms are functional x

2 | Temperature & humidity are within required limits x
B. Building Systems & Utilities

1 | Mechanical, Electrical, Plumbing systems are working & commissioned x

C. Network/ Information Systems

1 | Al IT & End User Devices are deployed & ready for use x

D. Furniture, Fixtures & Equipment (FF&E)

Al required medical equipment is installed, configured & signed off x
E. Supplies & Materials

1 | Dept. support rooms (clean, supply, med, etc.) are stocked & ready for use x

A. Education & Training

1 | New Facility Orientation (NFO) scheduled with staff x
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Iding Readiness

Clinical Engineering

Receive, test, tag, and deploy all new medical equipment

Department Staff

Setup, calibrate, and test complex systems such as clinical laboratories or radiation
oncology

Environmental Services
(EVS)

Floor and surface prep, building clean, final clean of early access areas
Confirm trash cans for each department: general waste, hazardous waste, medication
waste, confidential PHI etc.

Facilities/ Engineering

Training, start up, calibration, and monitoring of building systems

Install servers, configure and install devices and applications, map printers, activate data

IT/1s ports, conduct testing
Kitchen Finalize equipment consumables and menus for supply orders
Finalize emergency food quantity and storage location
Confirm lab equipment list and determine consumables needed calibration/validation of
Laboratory .
equipment/analyzers
Confirm PAR levels for each department-9-12 months prior to patient move
Pharmacy Finalize PAR level -6 months prior to patient move
Confirm programming and stocking timelines
Securit Initiate plans to secure building
Y Setup, calibrate, and test early systems (e.g. Lab/Pharm/RadOnc)
Confirm department PAR levels 9-12 months prior to patient move
Supply Chain Confirm lead time needed for bulk orders to stock areas

Finalize plan to stock carts including drawer divider, labeling, and stocking
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Clinical Engineering

Supervise vendor installations, accept deliveries, tag, test, and deploy medical equipment

Department Staff

Setup rooms: patient, medication, nourishment, and workstations
Validate setup of rooms: clean, soiled, utility, equipment, other

Education

Conduct new facility and department-specific training for staff and providers

Environmental
Services (EVS)

Train on new flooring or cleaning procedures
Clean post-construction, during fit-up and prior to Day 1 Activation

Facilities/ Engineering

Train on new mechanical systems, pneumatic tube, and fire systems
Maintain and manage the Building Management System

Human Resources

Onboard new staff

IT/IS

Data center installation, activate data ports
Procure, receive, configure, deploy and test IT devices and systems

Kitchen

Burn-in and certify new equipment
Stock kitchen and nourishment rooms

Laboratory, Imaging &
Pharmacy

Supervise equipment setup
Calibrate, test, validate and certify equipment

Marketing
Communications

Conduct open house events for key stakeholders including staff, providers, donors and
community

Security

Control access to building and conduct rounds
Establish badge access levels

Sterile Processing

Train, test and validate equipment
Process new instruments and supplies

Supply Chain

Label storage shelving/areas
Stock supplies
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1.5 Hours IT/Eg;i\SPUnznt/ 1.5 Hours Ini:‘\:g‘rf;gnal ‘ 1 Hour Steering
1.5 Hours S:fﬁg; 1.5 Hours HR/Comm/EDU 1 Hour Open
[YEAR] Meeting Focus
Month 1 Task List review and assignments
Month 2 Finalize Committee structure, Start ‘From-To” List
Month 3 Committee Kick-off
Month 4 Committee meetings, Workflow Introduction
Month 5 Committee meetings, Review workflow topics
Month 6 Committee meetings, Workflow Topic Prioritization & Selection
Month 7 Committee meetings, Workflow Gemba Walks
Month 8 Committee meetings, Workflow Future State
Month 9 Committee meetings, Workflow Future State & Review of Gaps, Regulatory Planning
Month 10 Committee meetings, Fit up Planning, Workflow Issue Resolution
Month 11 Committee meetings, Fit up, Townhall prep, O&T Kick-off

Month 12 Committee meetings, Townhall #1, Dress Rehearsal Kick-off
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Responsible: The stakeholders performing the work,
the “doers”

Accountable: The stakeholders accountable for the work

or for the decision

Consult: The stakeholders who must be consulted with
before decisions are made, or tasks are completed

Inform: The stakeholders who must be notified when a
decision is made or when work is completed
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The committee purpose is to provide structure for the reporting of task status assigned to the Patient Care Transition Committee. The committee

will meet monthly and task status and issues requiring escalation will

Activities, Duties and Responsibilities

be reported to the Transition Committee and/or the Steering Committee.

Deliverables

Develop operations plans including patient flow; path of

Operations plans including new workflows, communication processes, supply

Medical Surgical Departments .

Pediatrics . House Supervisor
Women'’s Health . Infection Prevention
Critical Care . Medical Staff

Emergency Department

1 travel; communication process; standardization of space locations, and room use

> Review and validate new and reuse equipment, IT, telecom, Validated medical and non-medical equipment, IT, telecom, furniture, and
and furniture lists other required other lists

3 Finalize room numbering, department naming conventions, Department names and room numbers/numbering convention, Patient
and patient population service location plans Population Location Plan
Update or develop policies and procedures based on new .

4 operations, equipment or systems Updated Policies and Procedures, emergency protocols and responses

5 Develop department specific orientation and training content Orientation and Training plan and templates for all training required
for staff and providers.

6 Develop or.update staffing plans for transition period and day Staffing plan for training and day one operations
one operations

7 | Prepare for regulatory survey Department specific training materials for regulatory survey

8 | Participate in the development of patient move plan Patient Move Plan

M bership- Representatives from the following departments

Chair(s): TBD

Ad Hoc Members:

Respiratory
Patient Access
Case Management
Others TBD

Metrics and Commu ations

Task List: Completion rates reported monthly during committee meetings; issues escalated and resolution, status for specific deliverables:

hiring, staffing, policies, training, survey prep, move day prep

Updates: Monthly project updates, site photos, 90-day look ahead, follow up from previous month, decisions finalized and work in progress
will be communicated at staff meetings as appropriate and at quarterly Town Hall Meetings
Deliverables: Posted to the Transition Planning shared site monthly
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TASK

Specific 9 (DSO)
Identiy requirements for adtional space needed for DSO training,
such as conference rooms, first in place rooms, etc
Identity and communicate method for validating and documenting
DSO for each department
Identify number of staffthat will require DSO per department.
Identity department-specific equipment, systems, supplies, and
communication tools required for DSO (equipment used by more
than one deparment will be addressed in group training session)
Identity Staff Champions who will partcipate in vendor training
Identity department-specific workflow that should be addressed
during
Identify department-specific policies & procedures that should be
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if (DSO) - Schedule
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Education Lead

™2 Training (
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Equipment Training - Preparation
Identify al equipment that will require vendor trining for all
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Verify training hours included in vendor contract
Determine training needs for equipment not included in vendor
contract
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Identify staffrequiring non-vendor equipment training
Identify train-the-trainer Staff Champions for equipment training
Identify location for equipment training to take place and ensure
space can accommodate the number of people for each training
session
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Project Coordinator
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Department Disaster Plan, Disaster and Emergency Code Flip Chart

Fire pulls (nearest room #s)

Fire extinguisher(s) (nearest room #s)
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Emergency Exits/Evacuation routes

Gas shut-off valves

Panic Buttons

Orientation To Unit Location (Number)
Department Entrances

Patient Care/Nurse Stations
Master Console — Nurse Call

Pneumatic Tube System

Physiological Monitor Displays
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Interpretation device
RTLS Monitor(s)

N/A

Glucometer Docking Stations
Conference Room

Staff bathroom(s) (room #)
Locker rooms (front of unit)
Code Cart(s)

Specialty Cart(s):

Med Room(s) and Medication Dispenser(s)

Clean Utility Room (room #)

Linen cart
PPE Storage
Soiled Utility Room (room #)

Equipment room(s) (room #)

Patient Lift and Safe Handling Supply Cart
Scale: TYPE

Nourishment Room

Human Milk/Formula Room

Patient Room Items Location (Number)

N/A

Doors & features (break away)

Ceiling Lift

TV and Patient Education system
Nurse Call

Headwall/boom
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approach

Validate department
resource
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Validate financial
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Develop
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information for staff

salaries

Prepare 1st draft
budget and review
with leadership
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Priority Key Category Key

1 Critical Issue (regulatory or life safety) IT=1IT issues Fr - Furniture

2 Complete prior to Day 1 F- Facilities WF- Workflow

3 Not critical and/or not funded. Review/Prioritize after move-in ‘(I;};l;‘atlar:‘r;?‘, Comm - Communication
4 Issue may be resolved or not clearly defined E:oErs:épment/ m;"%:];;eur:plﬁes

5 Training needed g\érsv{cggwronmental S- Signage

Sec- Safety/Security Q - Question

Impact Safety/
Date Category Department Location Pt. Security Issue Description Priority
Care Issue?

Comments/ Coordinate

Resolution with Status

Item
#

Patient Care Validate standard work for patient
. e Med/Surg Station s Ho arrival/ready notification 2 Open
2 F Lab 23-45 Yes Yes yalldate specimen pass through workflow P Open
Bathroom in restroom
3 WF Security Waiting Room|  No No Copflrm who would escort patient out into 2 Open
waiting area
4 F Waiting Room| Waiting Room| Yes No Broken floor tile 2 Open
5 E Laboratory 1st Floor No No Missing spill kit 2 Open
6 WF ED 1st Floor No No Validate chart transfer drop off for triage 2 Open
and transfer
7 T Pharmacy Ground Floor No No Eye wash station training needed 2 Open
8 Q Pre-op 56-78 Alcove | No No Can/Should there be a lock on blanket 3 Open
warmers?
9 E Med/Surg gﬁ;:j(‘)yclean Yes Yes Validate location of isolation supplies 2 Open
10 T cU Patient Yes Yes Understand lighting controls; confirm all P Open
Rooms | work as expected
Isolation Ensure staff understands isolation
1 T Med/Surg Rooms Yes No workflow including training on monitors. Open
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Please print legibly:

Name: Employee #
Title: Department / Unit:
Activity

Fire and Life Safety:

Location of at least one fire extinguisher and one fire alarm pull
Location of at least one medical gas shut-off valve

Main Stairwells and Elevators

Disaster Muster Point

General (List new amenities below):

Building Connection(s)

Gardens or overlooks

Cafeteria

Family spaces, waiting rooms, visitor lounge

On-stage versus Off-stage paths of travel

Public and Employee entrances/exits, after hour entrances

Parking Elevators

OO0 00000 0000

Other

As the person signing this form, | verify that | have completed all portions of the above New Facility Orientation
Walkthrough Checklist and completed the tour of the main building.

Signature of Employee Date

Signature of Tour Guide/Validator Date
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Personnel
Resources/Costs

Supplies and Materials

Miscellaneous

Internal: transition planning team, temporary surge
staffing, existing staff orientation and training, and staff
backfill

External: planning consultants, equipment specialists and
testing/certification support, contract staff, and vendors

Consumable supplies to support activation activities (e.g.,

meeting materials, training materials, cleaning supplies,

linen, etc.)

Training materials and documentation (e.g., computer

learning modules, printing, supplies, etc.)

Rental Equipment and Devices (e.g., physiological

monitors, beds, IV pumps, etc.)

Utility expenses: electric, water, gas, etc.

Communications and Marketing:

e Internal: Staff engagement/recognition materials,
maps, guides, flyers, and newsletters

e External: advertising, community notification, service
recovery, and commemorative gifts

New facility utility expenses, rental or additional space
for mockups or additional staff

Medical equipment licenses

Software and system licenses

Regulatory filings, application fees, and year-one bed
licensure fees
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Access and Security
Campus, facility, and 1°t point
of contact

Patient Flow Processes
Admissions, registration,
treatments, diagnostics,
procedures, transfers, and
discharge

Communication

Processes and devices used to
communicate with the
patients and healthcare team

Path of Travel

Staff, patients, visitors,
vendors, materials, supplies,
equipment, and removal of
waste

Unit Standardization
Standardization for use of
common work areas, exam
space, and support rooms

Code Response

Review and update of medical
and non-medical code
responses
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