Employee safety training checklist:

Technician/assistant and inprocessing

Initial the line next to each task as you accomplish it. Your supervisor will work with you in accomplishing these tasks.

Phase I

Organizational (One week)

Expected completion date ____________

During your first week on the team, you will be expected to:
__________ Meet all other team members

__________ Review the hospital’s safety manual

__________ Receive your personal copy of staff policy manual

__________ Perform hospital housekeeping tasks assigned to your position

__________ Complete the computer tutorial training program

Learn and follow:
__________ Dress code

__________ Organizational structure

__________ Schedule for lunches and breaks

__________ Payday procedures and overtime policy

__________ Medical records filing system

__________ Client information and confidentiality rules

Complete the following forms:
__________ Personnel information

__________ Form I-9

__________ Form W-4

__________ Radiation badge request

Learn where the following areas are:
__________ Hospital work areas

__________ Time clock 

__________ Bulletin boards and where work schedules are posted

__________ Supplies

Phase II

Introduction (Two weeks)

Expected completion date ____________

During your first and second week on the team, you will be expected to learn to:

__________ Answer the telephone or greet clients when the receptionist can’t

__________ Properly clean and disinfect cages and runs

__________ Prepare meals for hospitalized patients and boarders

__________ Sanitize food and water pans

__________ Record patients’ appetite, excretion, etc.

__________ Obtain stool samples

__________ Take/record patients’ vitals

__________ Prepare samples for in-house lab testing

__________ Prepare samples for reference lab testing

__________ Restrain animals correctly for all procedures

__________ Remove a frightened animal from cage/run

__________ Apply a hasty muzzle

__________ Use and care for clippers, blades, etc.

__________ Prepare and label medications for dispensing
Understand:

__________ Hospital’s common medical abbreviations

__________ Basic medical terminology



__________ City and county licensing requirements



__________ Medical waste disposal procedures

Keep records for:
__________ Dispensing/administering controlled substances

__________ Admitting patients for hospitalization/boarding/daycare

 

__________ Veterinarian directed treatments

Phase III

Basic nursing skills (Three weeks)

Expected completion date ____________

During your fourth through sixth weeks, you will be expected to learn to:

__________ Trim patients’ nails

__________ Clean patients’ ears

__________ Express patients’ anal glands

__________ Identify and locate commonly used medications

__________ Prepare and read fecal and heartworm tests

__________ Prepare vaccines for patients

__________ Prepare fluids, IV drip set, and catheter for use

__________ Flush IV catheters and change IV bags

__________ Add medication to IV drips

__________ Prepare medications for IV, SQ and IM administration

__________ Prepare patients for surgery

__________ Prepare the operatory for use

__________ Identify and care for common instruments

__________ Prepare dental equipment for use

__________ Perform dental prophys

Prepare and sterilize surgical packs for:

__________ Instrument packs

__________ Gown packs

 

__________ Towel/drape packs

 

__________ Specialty packs

 

__________ Cold sterilization trays

Safely prepare for radiological procedures:

__________ Use of monitoring badge

 

__________ Use of personal protection equipment

 

__________ Activating machine

 

__________ Placing cassette

__________ Use of collimator

 

__________ Labeling and marking procedures

 

__________ Use of calipers/measurement of target area

 

__________ Use of technique chart

 

__________ Setting of machine parameters

 

__________ Completion of the exposure log

Phase IV

Advanced nursing (Three weeks)

Expected completion date ____________

During your seventh through ninth weeks, you will be expected to learn:
__________ Location and use of emergency drugs

__________ Administration of emergency drugs

__________ Performing dental prophys

__________ Performing IM, SQ and IV injections

__________ Performing ECG

__________ Intubating patients
__________ Stages and planes of anesthesia
__________ Monitoring of anesthetized patients

__________ Radiographic procedures

__________ In-house laboratory procedures

Collection of hematology samples for:

__________ Heartworm filter/antigen tests

 

__________ CBC w/differential

 

__________ Serum chemistry panel

Hospital’s recommendations for clients regarding:    

 

__________ Estrous and breeding cycles of dogs and cats

 

__________ Nutrition for dogs and cats

 

__________ Parasite screening and prevention

 

__________ Heartworm disease transmission, testing and prevention

 

__________ Flea control on pets and in the house and yard

 

__________ Surgical neutering of dogs and cats

 

__________ Vaccination protocol for dogs and cats
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