TEMPLATE 4: To-Do Checklist (things to do, in no particular order) 
Accreditation Programs/Settings: AHC, BHC, CAH, HAP, NCC, OBS, OME	    

HOSPITAL SURVEY CHECKLIST
This checklist organizes reminders to prepare your department for survey. 


	
Communicate to Staff
	N/A
 		Inform caregivers that surveyors are in house
 	    Confirm caregivers are wearing their ID badge
 		Caregivers to update patient white boards
 		Hand Hygiene
Refrigerators
	N/A
 		Patient food is labeled and dated (Pink label)
 		Stocked food items are not expired
 		Popsicles are in their box and if separated packaging is not torn or open
 		Refrigerator and Freezer log documented daily  
 		Alarms are in the “ON” position, if applicable
 		Refrigerator is clean
Medications
	N/A
 		No vials or other meds left unattended on WOWs
 	     No needles/syringes left unattended
 		Pill splitters are clean and labeled
 		Multi-dose vial, dated if opened – expires 28 days
 	    Check Pyxis for discrepancies; resolve
 		Medication refrigerator – used only for patient mediations 
PHI
	N/A
 		WOWs and Computer Screens log off or
		Minimize screen to protect patient information
 		Do not leave your patient notes on WOW  
 		Patient requisitions /labels are properly disposed 
 	     White boards in patient rooms are accurate

OR and ALL Procedural Areas
	N/A
 		Use and wear PPE appropriately
 	    Jewelry worn per policy
 	    Hair is covered, ALL facial hair (Beard covers)
 	    If cloth cap is worn, disposable cap must be worn over the cloth cap
[bookmark: _GoBack] 		Remove PPE, (masks, gloves) when leaving your restricted area and travelling in the common areas of the hospital
		
Soiled Utility Room
	N/A
      Only soiled items in this room; NO CLEAN ITEMS
       Disposable instruments, dispose in sharps 
               Containers; Reusable instruments remove gross  
               Debris; open instrument; spray with Pre-Klenz; place in 
               biohazard labeled bin to return to CPD/SPD

Oxygen Cylinders
	N/A
      Full cylinder – needle is above xxx
      EMPTY cylinder – needle is below xxx
      ALL cylinders are secure

Environment
	N/A
 		NO propped doors (Chairs or door wedges)
 		Hallways are clear, equipment is on the opposite side of the hallway of the fire exit (Stairwell)
 		DO NOT BLOCK:
		-Fire Pull Stations
		-Fire Doors
		-Fire Exits
 		-Fire Extinguishers 
		-Medical Gas Shut Off Valves 
 		No food or beverage at Nurse’s Station or in  
Patient Care areas; use approved Hydration Stations 
 		Emergency Equipment Log is completed and current; only current week and last week sheets are available. Write “Department Closed” if appropriate.
 	    EKG electrode packages, dated if opened, expires in 45 days
 		Accu-chek testing solutions are open and dated with 90 day expiration date.
 		Cover clean linen; no items on top
 		Check sink splash zones
 		Check patients are appropriately in the correct 
		Isolation/correct sign on the door

Clean Supply Room
	N/A
 		Only clean supplies
 		Check for expired supplies
		-Vacutainers
		-Culture Tubes
		-Specialty dressings
		-Specialty kits and trays
		-Casting materials
                -Infrequently used suture
		-Infrequently used IV fluids
 		-No supplies with outer covering removed
		(i.e. IV bags)
 		Supplies are 18” from ceiling/sprinkler head and 6” from the floor
 	    No supplies stored on the floor
 		No cardboard boxes
 	    Biohazard bags/red containers, not to be used for  
                storage
EMERGENCY OPERATOR – #xxx
R –Rescue			P - Pull
A - Activate Alarm			A – Aim the Nozzle
C – Contain			S - Squeeze Handle
E – Evacuate or Extinguish		S – Sweep the Base of Fire
Charge Nurse can shut off medical gas as instructed by Fire Marshall
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