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STATEMENT OF POLICY:


Employee policies contained in this document will be applied to every employee uniformly.

SECURITY AND CONFIDENTIALITY:


The ONLY persons permitted on clinic premises are employees or representatives of True North Imaging (TNI), referring physicians and their patients.


Information concerning patient records, condition, referring physicians, the nature and status of the clinic or the company, are strictly confidential and must not be divulged to any persons other than the referring physician and any True North Imaging physician. This policy extends to conversations with the patient.


For more information relating to privacy, please read the True North Imaging Privacy Policy document.
Salespersons representing suppliers of goods and/or services should be referred to Head Office.

Any accidents in the clinic, resulting in personal or property damage, must be reported immediately to the area supervisor. Incident Reports must be completed by anyone directly involved in the accident and by any witnesses. The original copy is to be kept on-site in a designated area and a copy sent to the head office supervisor and the immediate supervisor.

CONFIDENTIALITY AND PATIENT COMMUNICATIONS:


Information concerning patient records, condition, referring physicians, the nature and status of the clinic or the company, are strictly confidential and must not be divulged to any persons other than the referring physician and any True North Imaging physician. This policy extends to conversations with the patient.

It is to be expected that some patients will ask the technologist medically-related questions. It is of paramount importance that no technologist ever discuss any findings with a patient as a technologist is not qualified to render a diagnosis. A medical diagnosis will only be formed by the referring physician and all communications to the patient regarding the diagnosis will be made by the referring physician.

It is impossible to ascertain the relevance of an imaging exam to the clinical diagnosis without knowing and considering the patient’s full medical history which is not available to the technologists or radiologists.

Although we do not encourage or immediately invite family members/partners into the exam room, patients have the right to ask for support should they require.  This will be particularly true for pediatric, elderly, disabled or patients requiring translation services.  Staff should always do their best to accommodate the needs of the patient.

Any breach of this policy will result in immediate dismissal.

All employees, at the time of employment, are required to read and sign the “True North Imaging Employee Confidentiality Agreement” (attached in Appendix A)

LANGUAGE OF THE WORKPLACE:

English is the language of the workplace and is the common thread that brings us together – with each other and with our patients.

We are proud of the diversity of our staff and the ability of our staff to assist our non-English speaking patients in their preferred language.
Staff are strongly encouraged however to respect their co-workers and maintain English as the language of the workplace. 
SOCIAL MEDIA:

All employees, at the time of employment, are required to read and sign the “True North Imaging Social Media Personal Use” policy (attached in Appendix B)

PROBATIONARY PERIOD:


a)
All employees will be hired with a probationary period of 3 months.

b)
There will be a review of job performance at the end of the probationary period. The probationary period may be extended at this time, if deemed necessary.

c)
There will be no payment of statutory holidays during the first three months.

d)
During the first probationary period, employment may be terminated without advance notice or payment in lieu thereof should performance be deemed unsatisfactory.

e)
A probationary employee will become a permanent employee after successful completion of the probationary period.

DRESS CODE:
It is the policy of True North Imaging that each employee’s dress, grooming, and personal hygiene should be appropriate to the work situation.

a)
Employees MUST present a professional, businesslike image to patients and the public. Acceptable personal appearance is an ongoing requirement of employment with TNI..

b)
Office workers and any employees who have regular contact with the public must comply with the following personal appearance standards:

1. Employees are expected to dress in a manner that is normally acceptable in similar business establishments. Employees must not wear suggestive attire, jeans, athletic clothing, sandals, shorts, sweatshirts, hooded sweatshirts, baseball caps, and similar items of casual attire that do not present a businesslike appearance.
2. Tattoos and body piercings (other than earrings) should not be visible.


3. Clinic employees are strongly encouraged to wear scrub suits.  When street clothing is worn, clothes must be business casual and a clean lab coat must be worn over their appropriate clothes. Lab coats are not required over medical uniforms. TNI will supply the initial pair of medical scrubs (top and bottom) and name tag; name tags shall designate occupation. Employees are responsible for maintaining a uniform andlab coat at all times. Name tags MUST be worn by all clinic staff at all times.  Scrub uniform sets will be available for purchase by staff at a discounted price.

4. Employees who do not regularly meet the public should follow basic requirements of safety and comfort, but should still be neat and businesslike as working conditions permit.

c)
Any employee who does not meet the standards of this policy will be required to take corrective action, which may include leaving the premises without pay.

SCENT REDUCTION POLICY:

TNI is committed to creating a healthy and safe environment in which to work.  In keeping with this direction, TNI is committed to reducing and where possible, eliminating, unnecessary scents, fragrances and odours from its environment.

For the general population, exposure to scents is not typically problematic, however from time to time, the presence of perfumes and other scented products can present indoor air quality concerns that may affect an individual’s comfort.  For a very small portion of the population, scented products can cause a health risk  

a) Employees, students and visitors will be informed of these guidelines through signage, website and orientation.

b) Individuals entering our building should be encouraged to use scent-free products.

c) TNI, wherever possible, should purchase “odour free” or “low odour” products.

d) Cleaning, maintenance, renovation, etc. with which an atypical odour is associated should be scheduled to occur at times of reduced occupancy, wherever possible.  

Concerns should be reported to the supervisor of the area.  The supervisor will make efforts to determine the source of the concerns and will take action accordingly.    Parties responsible for the scent will be informed of the situation and asked to support our initiative to provide a scent reduced work environment.

NO SMOKING IN ANY OFFICE OR CLINIC

FOOD:


Where a staff room/lunch room is available, this is the only place employees may consume food. The door must be kept closed at all times. Food is never to be eaten at a reception desk or work station.


In keeping with TNI’s scent reduction policy, employees should be sensitive to others when preparing, warming, etc. food noting foods that emit strong odours.

PROFESSIONAL CERTIFICATION:
a)
Copy of professional licence(s) with current registration card(s) are to be kept on file at the clinic with a copy at head office. EACH technologist is responsible for sending a copy of their current registration card to head office and EACH clinic they have worked at in the past year.

b)
Employees will maintain current registration annually and are responsible for their own professional dues and CME requirements.

CONTINUING EDUCATION:
a)
TNI supports continuing education for regular full-time employees and financial assistance may be considered if the course is clearly job related.  

b)
TNI encourages full-time employees to attend job related conferences and seminars based on seniority and merit, allowing all employees to attend.

c)
Written submissions, stating reasons for attending seminar/conference and expectations, should be submitted to the head office supervisor and/or regional supervisor for approval. If approved, the Board will decide upon what portion of costs will be paid.

d)
Employees who attend conferences and seminars funded by TNI may be to present comprehensive notes on what was discussed during the seminar to the Medical Director and/or co-workers.

e)
A log of all continuing education by employees must be kept on-site in each office worked. Submit a copy of your current log to the head office supervisor when submitting your updated registration card.

USE OF CAR FOR BUSINESS TRAVELLING:


a)
The employee is to notify their auto insurance that auto is used for business.

b)
If travelling by personal automobile, TNI will reimburse the employee at the current rate of 36¢ per kilometer travelled. Submit Travel Expense Report (page EPM6) with timesheet.

c)
Distance travelled is defined as the two-way distance between base office and business destination or two-way distance between employee residence and business destination, whichever is less; employee is expected to provide a fair estimate of distance travelled.

d) Business travel is defined as travel from one office to another to complete one’s duties or as specifically directed by head office. Business travel does not include travel from an employee’s home to a clinic or office, as commuting is a personal expense. The only exception occurs when an employee is asked to travel from one geographic area to another. Therefore, if an employee who usually works in clinic “A” is asked to work at clinic “B” for one or more complete business days personal vehicle mileage or public transit fare will be reimbursed if clinics “A” and “B” are in different geographic areas.

If you are asked to travel from one office to another - even within the same geographic area - during the same business day, personal vehicle mileage or public transit fare will be reimbursed.

e)  Geographic areas are currently defined as follows:

1. Greater Metro-Toronto Area, including;
a. Etobicoke

b. Newmarket

c. Markham

d. Scarborough




2. The cities of Kitchener-Waterloo and Cambridge

COMPANY ISSUED PROPERTY POLICY:

Any company issued device and/or service package used to conduct True North Imaging business remains the property of True North Imaging, and must be used responsibly, ethically, efficiently, and as intended. True North Imaging employees must take all necessary precautions to safeguard such devices issued to them against damage, loss or theft.

Employees who are issued company property (cell phones, IT related equipment, credit cards, etc.) will be required to sign an acknowledgement & agreement form.  All company property must be returned at the termination of employment (Company Issued Property Policy, Appendix C)
TRUE NORTH IMAGING
EDUCATION LOG
Technologist’s Name: ________________________________________________________________

ARDMS #:  ___________________________


CMRTO #: _________________________

	Date
	Title/Code Number
	Description

(see below)
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* In this column, indicate if seminar, correspondence, conference, symposium, videotape, etc.
TRUE NORTH IMAGING
TRAVEL EXPENSE REPORT

Name: _______________________________

Employee Number: __________

	DATE
	FROM
	TO
	ROUND TRIP

TOTAL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL KM
	

	TRAVEL COST     ( ________________________  km  x  0.36)  =                 $ _______________________


TRUE NORTH IMAGING
BUSINESS RE-IMBURSEMENTS

Name:  ____________________________________
Clinic:  _________________________

	SUPPLIER
	DATE
	DESCRIPTION
	FACILITY
	AMOUNT
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NOTE:  For pre-approved purchases only.

NEPOTISM/FAMILY MEMBERS:

The primary criteria when hiring or promoting is determining the most qualified candidate for the role regardless of their relationship to any existing employee.  Applicants who have relatives (defined below) currently working for TNI in any capacity must disclose this information with their application.  Failure to do so will automatically disqualify the individual from the recruiting process or will be cause for immediate termination should the information be discovered post hire.
Employees cannot work directly for/be supervised by a relative and/or will not occupy a position in the same line of authority within the organization unless pre-approved by senior management.  In such cases where this working relationship exists, TNI reserves the right, at any point, to transfer one of the two employees to another position within the organization.
At any point in time, if a personal conflict (between relatives) is brought into day-to-day work activities and interrupts productivity, management reserves the right to investigate the matter and apply discipline up to and including termination.

Relative includes: spouses or same sex partners, parents, children, brothers, sisters, brothers and sisters-in-law, fathers and mothers-in-law, step-parents, step-siblings, step-children, aunts, uncles, spouses’ parent, foster parent, grandparent, grand-child or step-child

HARASSMENT:

TNI is committed to ensuring a workplace free of personal interference of any nature. e.g.: sexual harassment.


If an employee believes they are being harassed by anyone in the context of the workplace, we firmly believe that they must make a complaint to the regional supervisor and head office supervisor. It will be investigated quickly and fairly on an individual basis and appropriate actions will be taken.


For additional information please read True North Imaging’s Professional Conduct Policy and Procedure document (attached in Appendix C) or review the “Workplace Violence and Harassment” policy document posted in all TNI locations.

STATUTORY HOLIDAYS:
a)
Employees who have been employed more than three months, earn wages on at least twelve days during the four work weeks just before the holiday and work regularly scheduled workdays both before the holidays and just after the holiday are eligible to be paid for all provincial statutory holidays. If your schedule has you working on a statutory holiday, you receive payment as per the Employment Standards Act. The maximum number of hours paid for a statutory holiday will be based on your standard hours of work.
b)
There are nine public holidays in Ontario:



New Year’s Day



Family Day



Good Friday



Victoria Day



Canada Day



Civic Holiday



Labour Day



Thanksgiving Day



Christmas Day



Boxing Day
DUTIES AND PLACE OF EMPLOYMENT:

TNI may require an employee to perform the duties of other positions, or to alter or add to existing duties. Notwithstanding that, an employee who may have been assigned to one particular clinic may be asked to work in a different location on a temporary or permanent basis. TNI will attempt to accommodate the wishes of an employee who makes a written request for transfer.

LEAVE POLICY:

VACATION

Eligibility for Vacation Time

This policy applies to all employees unless vacation time is expressly agreed upon in the employee’s written contract of employment.

Vacation Time Entitlement

Vacation time entitlement depends on years of service with True North Imaging:
	Fewer than 5 years of continuous service
	10 days (4% of earnings)

	After 5 years of  continuous service
	15 days (6% of earnings)

	After 10 years of continuous service
	20 days (8% of earnings)

	After 20 years of continuous service
	20 days + 2 additional days

	After 25 years of continuous service
	20 days + 3 additional days


True North Imaging's vacation year is January 1 to December 31.  During the first year of employment or when vacation entitlement increases on the anniversary date of employment in accordance with the above schedule, vacation entitlement is pro-rated for the relevant portion of the calendar year (e.g., accrue .83 days' vacation time for each completed month of service).

Vacation pay is based on regular wages earned.  Regular wages do not include bonuses, overtime pay, public holiday pay, case work, vacation pay or severance pay.  In addition, compensation other than for work performed for True North Imaging (short-term disability, long-term disability, supplemental benefits during pregnancy leave, etc.) is not considered earnings for the purposes of calculating vacation pay.  Vacation pay is not earned while an employee is on an unpaid leave of absence.  

Vacation pay is paid as a percentage of earnings at the following rates:

	10 days
	4% of earnings

	15 days
	6% of earnings

	20 days
	8% of earnings

	22 days
	8% of earnings + 2 days

	25 days
	8% of earnings + 3 days


Scheduling of Vacation Time

The following guidelines apply to scheduling of vacation time:

1. Using the vacation request form, employees may submit vacation requests at any time during the year, however for the peak vacation periods of June 15th – September 15th, December 15th – January 31st and March 1-31st, employees must submit their requests as follows:

June 15th – Sept. 15th requests – submitted by April 30th, response provided by May 15th
Dec. 15th – January 31st – submitted by October 31st, response provided by November 15th
March 1 – March 31st – submitted by January 15th, response provided by February 1st.

**A maximum of 2 weeks’ vacation will be granted during the peak vacation periods to allow all employees to have access to this time period.
**Vacation requests for non-peak time periods will be approved on a first come, first serve basis.
2. Vacation requests will be approved based on a variety of factors including operational needs and seniority.  
3. Requests for more than 3 consecutive weeks of vacation must be approved by senior management.
4. All employees are expected to take 2 weeks’ vacation time each calendar year following the year they commence employment (Employment Standards Act)

5. We strongly recommend that you do not make any bookings for airfare, hotels, etc. (especially non-refundable bookings) until your vacation has been approved by True North Imaging.

6. All vacation scheduling is subject to True North Imaging’s operational requirements, including ensuring we have sufficient staff to safely and efficiently service our patients.  True North Imaging will attempt to accommodate all scheduling requests, but TNI may deny a particular request if the requested time-off conflicts with the operations demands of the business.  In addition, TNI reserves the right to direct employees to use vacation time during particular periods if business demands necessitate such a step (e.g., clinic is closed for holidays or renovation)

7. Vacation time-off may be scheduled in segments of as little as one day at a time.

8. If an employee’s plans change, please inform your immediate supervisor as soon as possible.

Vacation Absence Notices

Employees with a True North Imaging email account are reminded to set-up appropriate out-of-office email and voicemail alerts prior to their vacation.

Unused Vacation Time
Employees are strongly encouraged to use all vacation time in the year in which it is earned.  

Employees can "bank" or carry-over up to a maximum of 10 days vacation time above their annual vacation entitlement from one year to the next.  Any unused vacation days that are carried-over to the following year in excess of that maximum threshold are cancelled without pay (subject to every employee’s minimum entitlement of 2 weeks of vacation time or 4% of wages earned for vacation pay under the Ontario Employment Standards Act, 2000). 

Example #1: An employee is entitled to 20 days of vacation time in 2012 but has only used 10 days by December 31, 2012.  The employee therefore has up to 30 vacation days that could be used in 2013 (i.e., 10 carried over plus 20 for 2013 that accrue during 2013).  If the employee takes 15 vacation days during 2013, the employee will have 15 days of "banked" or carry-over vacation as of December 31, 2013.  This exceeds the applicable maximum threshold.  As a result, the employee automatically carries over 10 unused vacation days to 2014 and 5 unused vacation days (e.g., days 11-15) are automatically cancelled without pay on January 1, 2014.

Example #2: Another employee is entitled to 15 days of vacation time in 2012 but has only used 10 vacation days by December 31, 2012.  The employee therefore has up to 20 vacation days that could be used in 2013 (i.e., 5 carried over plus 15 for 2013 that accrue during 2013).  If the employee only takes 10 vacation days during 2013, 2the employee will have 10 days of "banked" or carry-over vacation as of December 31, 2013 (e.g., 5 from 2012 and 5 from 2013). Since the maximum threshold of carrying over no more than 10 days vacation time has not been exceeded, no vacation days are cancelled.

Payment in Lieu of Vacation

Cash compensation cannot be taken in lieu of vacation entitlement except upon termination. 

To the extent that an employee has taken more vacation than accrued to the date of termination, such vacation overpayment will be deducted from their final earnings settlement.

Bereavement Time Paid:


a)
Five working days in the event of death of employee’s spouse, same-sex partner or child.

b)
Two working days in event of death of employee’s parent, sibling, parent-in-law.

c)
One working day in event of death of brother/sister-in-law, daughter/son-in-law, grandparent.

d)
Employee will advise their immediate supervisor of their request for bereavement leave.
e)
Bereavement time paid to full-time staff only.


For the purpose of this Paragraph 13, “spouse” means a husband or wife or same-sex partner.

Maternity Leave:


TNI will grant unpaid maternity leave to eligible employees as defined in the relevant government legislation.


Personal/Sick Days:

a)
Full-time employees, with standard work hours of 35 hours per week or more, are entitled to six paid personal days, which will be accumulated at ½ day per month based on the employee’s standard hours of work, each year.  Personal days must be taken within the calendar year and cannot be accumulated beyond the calendar year.


Employees with standard work hours of 28 – 34 hours per week are entitled to four paid personal days, which will be accumulated at 1 day every 3 months.  


Employees who work 27 hours or less per week are not entitled to paid personal days.

c)
Employees must contact their supervisor directly of their inability to work at the very earliest opportunity.

d)
In order to schedule a personal day in advance, employees must consult with their supervisor to see if the schedule can accommodate their request. Personal days are to be scheduled at a time that is convenient to both the employee and TNI
e)
Absence from work, due to illness, that is greater than 2 consecutive working shifts requires a medical certificate.  TNI will reimburse employees, upon presentation of a receipt, for any charges incurred obtaining a medical certificate.
f)
Any accident or injury on the job, or work related, must be reported. Incident Report – Staff (page ERRMP4) must be sent immediately to the immediate supervisor.

Leave of Absence:

a)
If an employee requests leave of absence, employer shall determine eligibility; no salary will be earned during this period.

b)
Any requests for a leave of absence shall be in writing and may be granted at the sole discretion of the employer. If a leave is granted it shall be without pay, however, benefits shall be continued for a period not to exceed 30 days. If the leave is longer than 30 days the employee may, at his/her option, continue the benefit package at his/her sole expense.

Emergency Leave:
a)
Employees have the right to take 10 unpaid job-protected emergency leave days to:

· deal with family illness or death

· urgent matters relating to relatives or persons under their care

· illness or surgeries or injury whether pre-planned or elective

Note:  An urgent matter must be unplanned, or out of the employee’s control, and involve the possibility of serious negative consequences.

TRUE NORTH IMAGING
VACATION/PERSONAL DAY(S) REQUEST

Employee’s Name:  ____________________________________________________________________

Clinic Name/Location:  _________________________________________________________________

The following is a 1 calendar month. Please mark the days of the month that you are requesting off.

MONTH:  ____________________________________

YEAR: ___________________

	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SAT.
	SUN.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


______________________________________
___________________________________


Supervisor Signature





Date Approved/Denied

MEDICAL BENEFITS:


After three months, full-time employees are eligible participate in the employee benefit program.. All employees are covered under the Workplace Safety and Insurance Board (WSIB).

DENTAL BENEFITS:

After six-months, full-time employees are eligible for the benefit package which is then in effect.

PAY PERIOD & TIMESHEETS:


All employees are paid semi-monthly, at mid-month and month-end by direct bank deposit. All employees are to submit accurate time sheets to the designated staff member in accordance with the time sheet schedule issued by the head office supervisor. Time sheets are to indicate days worked, any overtime, sick time, and holidays taken, and must be signed by the supervisor. Banked time must be documented under “Comment” and must include balance forward.

PERFORMANCE APPRAISALS:

Completed annually for each employee.

HOURS OF WORK:
a)
The normal work period varies depending on the operational needs of a clinic or workplace however typically ranges between a seven to eight hour day (plus one hour unpaid lunch), thirty-five to forty hour week, five days a week; this may vary and hours will be determined by clinic location and shift. Employees are expected to be ready to receive their patients at the beginning of their shift. Arrangements are to be made among staff to stagger the lunch period, where applicable.

b)
There may be occasions when a patient must be examined on an emergency basis. In these circumstances top priority is to be given to accommodating the referring physician, and staff are expected to remain on the premises until the examinations and all formalities are completed. The welfare of the patient is always paramount.

c)
Overtime is defined as any extra shifts worked or those hours worked in excess of forty four hours per week. Overtime is paid at the overtime rate of time and a half. Any time worked at the end of the shift up to a total of forty-four hours per week, will be paid at regular rate.

d)
Any and all overtime must be authorized by a supervisor or the head office supervisor. It is paid at the rate of one and a half normal base pay.

e)
Schedules, shifts, and hours of work may be changed by TNI, as required.

Management and salaried employees are expected to perform their duties as required and are not entitled to overtime pay.

INSERT TIMESHEET

OCCUPATIONAL HEALTH AND SAFETY:


The Occupational Health and Safety Act ensures a healthy and safe workplace. It is mandatory that all employees read the Emergency Response and Risk Management Policies Manual. This must be read every year and signed when completed.


A copy of the Occupational Health and Safety Act is available at every clinic.

UNAUTHORIZED STUDIES:


Examinations may only be performed on bona fide patients. A technologist may only scan herself/himself or allow himself/herself to be scanned in the context of ultrasound training. No examinations may be performed on any individual, other than for training purposes, unless all proper documentation has been completed, including a proper requisition, technologist report, and OHIP billing.
RETIREMENT POLICY:

The mandatory age for retirement for all of TNI employees is age 65 years. If an employee wishes to extend his/her employment past the age of 65 years then the employee shall give written notice of such intent to the head office supervisor not less than 12 months prior to the employee’s 65th birthday, and subject to the written agreement of RDS Diagnostics Ltd. which shall be delivered to the employee not less than six months prior to the employee’s 65th birthday, the employment shall be extended on such terms and conditions as shall be mutually agreed, provided that the period of such employment will not exceed one year. Any further extensions shall be mutually agreed upon by both TNI and the employee not less than three months prior to the end of any period and shall be for a further period of one year provided that in no event shall the period of employment be extended past the employee’s 71st birthday. If TNI and the employee fail to agree on terms of any employment past the age of 65 years, then the employee’s last day of employment will be the last business day of the month in which the employee’s birthday occurs or, if the employment has been extended, the last day of employment shall be the last day of such term.

JOB DESCRIPTIONS:

Job descriptions outlining duties will be provided to each employee.


Job descriptions are reviewed annually during the policy and procedure review.

Receptionist Job Description
As integral members of our health care team, all receptionists are expected to perform their duties in a courteous, professional manner. At all times our staff is to employ professional judgment, discretion and adhere TNI Code of Conduct in order to protect the rights and privacy of each patient.

Daily Responsibilities:
-
greet patient – promptly and in a professional manner

-
obtain the physician requisition and confirm it’s complete

· obtain necessary patient information, ensuring patient confidentiality

· prepare documentation

-
enter patient registration

-
maintain accurate log book

-
pull any previous reports for technologist

-
if required, show patient to change area, provide gown with changing instructions

-
inform technologist when patient is ready

-
answer telephone in a courteous and timely manner

· book appointments, providing appropriate time for exam scheduled

· call and confirm patient appointment for next business day

-
provide patient with necessary instructions required for procedure when booking appointment

-
walk-in and emergency patients will be accommodated, inform them of waiting time

-
file all charts

-
distribute (where able) and/or mail reports to referring physicians

-
prepare courier bag/box

-
ensure fax machine has ample paper supply and spare cartridges

-
keep waiting room and office area neat and clean at all times

-
make sure bathroom is tidy and properly stocked

-
understand and utilize all office systems and procedures

· must read protocol manual at least once a year and use as reference source

· must read WHMIS training manual package annually

Related Duties:
-
responsible for petty cash

-
ensure proper supply of postage (meter or stamps)

-
prepare monthly office supply order form (i.e. Staples/Business Depot)

-
distribute patient and physician survey forms as per protocol

· when necessary, archive files in accordance with Ministry of Health protocols; store in properly marked containers; and forward to designated storage site

-
inform immediate supervisor of any untoward incidents that require a report to head office

-
be aware of any changes in RDS Diagnostics Ltd. protocol

-
distribute and/or post any information memos

-
be of assistance to co-workers whenever possible

Radiographer Job Description:

As integral members of our health care team, all radiographers are expected to produce, in accordance with TNI protocols, the highest quality of diagnostic images in combination with optimal patient care. At all times, our staff is to employ professional judgement, discretion and adhere to the professional code of conduct in order to protect the rights and privacy of the patient.

Daily Responsibilities:
-
obtain imaging requisition and confirm it’s complete

-
ensure females are not pregnant and document on film bag

-
obtain necessary clinical history and document on film bag

-
locate any previous films

-
perform physician requested exam in accordance to company protocol

-
anticipate and respond to needs of patient

· explain the x-ray procedure clearly to each patient and explain to them that you will be touching their body throughout the exam, to locate x-ray landmarks

· must obtain verbal consent

-
answer patient questions to the best of your ability without rendering a medical diagnosis

-
assure patient that study will be reported promptly and sent to referring physician

· adequately protect patient and minimize exposure to ionizing radiation using the ALARA principle

· ensure door is properly closed

-
determine exposure factors

-
expose and develop film

-
ensure that all structures are well demonstrated and critique for film quality and accuracy

-
place in properly labelled film bag

-
verbally inform referring physician of any significant abnormality

-
clean and maintain equipment in accordance with TNI. protocols; maintain infection control as per company policy

-
follow quality assurance procedures as set out by TNI guidelines

-
ensure clinic is neat and clean at all times

-
be of assistance to co-workers

· be able to employ emergency procedures as necessary

· be able to utilize all office systems and procedures

· must read WHMIS training manual package annually

Related Responsibilities:
-
maintain all records and reports (e.g. repair, patient, incident) in accordance with TNI protocol

-
be aware of any changes in protocol by reading and initialling memo binder

· must read protocol manual at least once a year and use as reference source

· ensure copy  of current license and education log are present in each facility worked and copy sent to head office supervisor
-
be informed and inform supervisor of any schedule change

-
keep current by participating in technical education

-
completed patient surveys must be forwarded to head office supervisor on a monthly basis

Charge Technologist:

-
in addition to the above duties, charge technologists are responsible for the overall running of 
their clinic and report to designated staff member

-
ensure that scheduled preventative maintenance and quality control is performed on all equipment

· prepare monthly medical supply order form for all required supplies 

-
prepare weekly report to regional supervisor; bi-weekly report sent to head office supervisor

Sonographer Job Description:

As integral members of our health care team, all technologists are expected to produce, in accordance with TNI protocols, the highest quality diagnostic ultrasound in combination with optimal patient care. At all times, our staff is to employ professional judgment, discretion and adhere to the professional code of conduct in order to protect the rights and privacy of the patient.

Daily Responsibilities:
-
obtain signed ultrasound requisition and confirm it’s complete

- 
confirm patient followed proper preparation for examination to be performed

-
obtain a complete and relevant history from the patient

-
explain clearly to patient the nature of examination to be performed in accordance with TNI protocol

-
anticipate and respond to the needs of the patient

-
answer patient questions to the best of your ability without rendering a medical opinion

-
assure patient that the study will be reported promptly and sent to referring physician

-
minimize patient exposure to acoustic energy

-
ensure that the examination will be documented on the appropriate video tape

-
perform physician requested examination according to Company protocol

-
extend standard imaging protocol as required by patient history or initial sonographic findings

-
produce the best diagnostic information possible with the available resources while exercising discretion and judgement in performance of examination

-
 review and bring together pertinent patient history, physical examination and supporting clinical data to prepare a technologist’s observation worksheet in accordance with TNI protocol and provide the Radiologist with a written summary of findings to facilitate a diagnostic result

-
recognize examination findings that require immediate clinical response and notify the radiologist in accordance to company protocols

-
comprehend and employ appropriate medical terminology, terms, and phrases

-
rewind video tape at end of day to the beginning of that day’s cases; making sure tape is properly marked with clinic name and tape number

-
interact with the Radiologist or other appropriate physician as permitted by policy with oral and/or written data

-
maintain infection control by hand washing, changing table paper, cleaning/disinfecting, as appropriate, probes and cables between examinations; use gloves and other barrier policies as required

-
be able to employ emergency procedures as necessary

-
utilize equipment to its fullest capacity in obtaining every examination

-
maintain properly stocked, clean ultrasound rooms

-
ensure that clinic is always neat and clean

-
all sonographers holding current CMRTO registration and who have the knowledge, skill and ability to perform MRT related examinations are expected to assist radiography department as necessary

· understand and be able to utilize all office systems and procedures

· must read WHMIS training manual package annually

Related Responsibilities:
-
maintain all records (i.e. repair, patient, incident) are to be prepared and documented in accordance with TNI protocol

-
be aware of any changes in protocol by reading and initialing memo binder  

-
must read protocol manual at least once a year and use as reference source

-
be informed and inform supervisor of any schedule changes

· completed patient surveys are to be sent to head office supervisor on a monthly basis

· perform and document designated quality assurance tests and procedures

-
maintain competency through continuing education

· be of assistance to co-workers

· ensure copy of current license and education log are present in each facility worked and copy sent to head office supervisor

CHARGE TECHNOLOGISTS:
-
in addition to above duties charge technologists are responsible for overall running of their clinic and report to designated staff member

-
ensure that scheduled preventative maintenance is performed on all equipment

-
prepare a monthly medical supply order for all required supplies

-
prepare weekly clinic reports to regional supervisor; bi-weekly report to head office supervisor

SUPERVISOR:
-
in addition to the above duties, supervisors are responsible for smooth functioning of clinics under their direction

-
prepare written report as required to head office supervisor

-
attend all required meetings

-
maintain open communication and co-operation with other supervisors and staff members

-
ensure that staff performs duties in accordance with TNI protocols and policies

-


INSERT OAMRT CODE

OF ETHICS

CODE OF CONDUCT
INTRODUCTION:

1. The Code of Conduct is provided as advice and guidance to our Members practicing the Profession and to those who are training t become certified to practice.
2. The Code of Conduct is designed to compliment the Code of Ethics of the Association, the Standards of Practice of the College of Medical Radiation Technologists of Ontario (CMRTO), and their professional conduct regulations.

CODE:

3. The Code of Conduct recommended for the Profession is as follows:

a. Members must hold in confidence any information obtained about a patient in the performance of their duties consistent with the requirement of the workplace, the CMRTO and legislation.

b. Members must not engage in, or condone behaviour, which causes unnecessary mental, physical distress or loss of dignity, privacy or autonomy to the patient, their relatives or friends. In doing this, Members will have at all times regard for their physical, psychological, cultural and spiritual needs of patients.

c. Members have a responsibility to promote and safeguard the well-being and safety of their patients at all times for whom they are professionally accountable, by ensuring that no act or omission on their part places the patient at risk or in harm’s way.

d. Members must empower, support and enable patients to make their own informed decisions about the nature and progress of their examination or treatment.

e. Members are expected to meet standards of personal integrity and shall avoid the abuse of their status with their patients, their relatives and friends.

f. Members shall comply with and be accountable to the laws of the country, province and municipality in which they practice, acting in such a manner as to justify public trust and confidence to uphold and strengthen the profession in the eyes of the public.

g. Members must never be under the influence of any toxic substances, which impairs the performance of their duties.

h. Members should work in a collaborative and cooperative manner with other Members of the health care team.

i. The Members must make every reasonable effort to sustain and expand their knowledge and professional competence and consider their personal and professional needs by developing a professional portfolio.

j. The Members should develop their professional role not only within the workplace, but within the Profession itself to advance the practice of the Profession.

k. The Member shall practice their Profession only on those who have been referred appropriately by a qualified, authorized health care provider.

l. The Member shall practice only the Discipline or a sub-specialty for which she/he has received the appropriate training and/or achieved the required qualifications.

m. The Member shall take reasonable steps when dealing with the media. The information given to the media is such that the profession is represented in an objective and credible manner.

n. The Member shall participate in teaching OAMRT Students when applicable; reinforcing the Code of Ethics, Code of Conduct and the CMRTO’s Standards of Practice, maintaining and advancing the Profession, assisting in investigating new and innovative aspects of professional practice and promoting the Professional and health care in general.

Ontario Association of Medical Radiation Technologists

CODE OF ETHICS FOR THE PROFESSION OF

DIAGNOSTIC MEDICAL ULTRASOUND

PREAMBLE:
The goal of this code of ethics is to promote excellence in patient care by fostering responsibility and accountability and thereby help to ensure the integrity of professionals involved in all aspects of diagnostic medical ultrasound.

OBJECTIVES:

· To create an environment where professional and ethical issues are discussed

· To help the individual practitioner identify ethical issues

· To provide the guidelines for individual practitioners regarding ethical behaviour

PRINCIPLES:

Principle 1:  In order to promote patient well-being, professionals shall:

A. Provide information about the procedure and respond to the patient’s concerns and questions.

B. Respect the patient’s right to refuse the procedure.

C. Recognize the patient’s individuality and provide care in a non-judgmental and non-discriminatory manner.

D. Promote the privacy, dignity and comfort of the patient and his/her family.

E. Protect the confidentiality of acquired patient information.

F. Strive to ensure patient safety.

G. Promote equitable access to care.

Principle 2:  To promote the highest level of competent practice, professionals shall:

A. Obtain the appropriate education and skills to ensure competence.

B. Practice according to published and recognized standards.

C. Work to achieve and maintain appropriate credentials.

D. Acknowledge personal limits and not practice beyond their capacity and skills.

E. Perform only those procedures that are medically indicated and properly requisitioned, restricting practice to validated and appropriate tests. For research studies follow established research protocol, obtaining and documenting informed patient consent as needed.

F. Ensure the completeness of examinations and timely communication of important information to the appropriate interpreter.

G. Strive for excellence and continued competence through continuing education.

H. Perform ongoing quality assurance.

I. NOT compromise patient care by the use of substances such as alcohol or drugs that may impair judgment or skill.

Principle 3:  To promote professional integrity and public trust, the professional shall:

A. Accurately represent their level of competence, education and certification.

B. Avoid situations, which may constitute conflict of interest.

C. Maintain appropriate personal boundaries with patients including avoidance of inappropriate sexual conduct, be it verbal or nonverbal.

D. Promote cooperative relationships within the profession and with other members of the health care community

APPENDIX A 
True North Imaging

EMPLOYEE Confidentiality Agreement

Definitions

"Confidential Information" means any information disclosed to, acquired, or learned by you in the course of or as a consequence of your employment with True North Imaging (TNI) that is not generally known to the public.  Confidential Information includes, but is not limited to: (a) Personal Health Information; (b) financial data and information; (c) supply and service information, including, but not limited to, information about potential suppliers, vendors and referral sources; (d) marketing information; and (e) personnel information.

"Personal Health Information" means as such term is defined in the Personal Health Information Protection Act, 2004 (Ontario) and includes, but is not limited to identifying information about an individual in oral or recorded form, if the information (a) relates to the physical or mental health of the individual including medical history; (b) relates to the providing of health care to the individual including diagnostic/laboratory results; (c) relates to payments or eligibility for health care including insurance and OHIP information or (d) is the individual’s health number.

Duties Regarding Confidential Information (including Personal Health Information)

I will have access to or obtain Confidential Information in the course of my employment with TNI and I understand and agree that the following duties are fair and reasonable:

· Protection of Confidential Information - All Confidential Information whether it is created, developed or contributed to by me during the period of my employment with TNI or by others employed or engaged by or associated with TNI, is the exclusive and confidential property of TNI or its patients, as the case may be, and will at all times be regarded, treated and protected that way, as provided in this Agreement.

· Non-Disclosure - At all times during and subsequent to my employment with TNI, I will not disclose Confidential Information to any person or entity (other than as reasonably necessary in carrying out my duties on behalf of TNI) without first obtaining TNI's consent (and the patient's consent where applicable).  I will take all reasonable precautions to prevent inadvertent disclosure of any Confidential Information, including but not limited to keeping all computer access codes/passwords confidential and secure (e.g., regularly change passwords, use secure passwords and not disclose or share passwords) and properly securing all physical access devices (e.g., keys and badges).

· Using/Copying - At all times during and subsequent to my employment with TNI, I will not use, copy, transfer or destroy any Confidential Information (other than as necessary in carrying out my duties on behalf of TNI) without first obtaining TNI's consent (and the patient's consent where applicable), and I will take all reasonable precautions to prevent inadvertent use, copying, transfer or destruction of any Confidential Information.  Without limiting the foregoing, to the extent that I am required to copy or transfer Personal Health Information I will comply with all applicable policies and best practices related to encryption of such information. 

· Return of Confidential Information - Within five days after the termination of my employment by TNI for any reason, or of receipt by me of TNI's written request, I will promptly deliver to TNI all property of or belonging to or administered by TNI including without limitation all Confidential Information that is embodied in any physical or electronic form, whether in hard copy or on magnetic media, and that is within my possession or under my control.

I confirm that I have read and understand my duties at outlined above and that my failure to comply with these duties and/or my failure to comply with any applicable TNI policies and procedures on privacy, confidentiality and security could result in discipline, up to and including the termination of my employment for cause.

___________________________________________________

Name (Print)

___________________________________________________

Signature

___________________________________________________

Date

___________________________________________________

Witness 
7271710v2 

APPENDIX B

True North Imaging

Social Media Personal Use Policy
Intent

True North Imaging (TNI) strives to maintain a positive image in the community, and has adopted this policy to ensure that our employees are aware of their responsibility to maintain a positive image as a representative of our organization.  TNI employees that maintain personal social media pages (e.g. Face Book, LinkedIn, Blogs, Twitter, Four-Square, etc.) are expected to comply with the guidelines set out within this policy.
We would like to take this time to remind our employees that they continue to act as representatives of this organization outside of regular business hours, and should conduct themselves in an appropriate manner.  

Policy

TNI employees that maintain personal social media pages or accounts are required to comply with the following guidelines as they relate to their association with TNI.

1. Where an employee uses social media during regular working hours, this use shall not have a negative impact on user productivity or efficiency.  As internet access at TNI may be monitored, please be advised that excessive use of social media for personal reasons is a misappropriation of company time and resources, and may be subject to disciplinary action.

2. Use of personal social media may not conflict with any of TNI’s existing policies whatsoever. This includes (but is not limited to) the Employee Confidentiality Agreement. 

3. Employees that use these sites are prohibited from disseminating any private organizational information therein, or any negative comments regarding the organization.

4. Posts involving the following will not be tolerated and will subject the individual to discipline: 

· Proprietary and confidential company and/or patient information; 

· Discriminatory statements or sexual innuendos regarding co-workers, management, patients, referring physicians or vendors; and 

· Defamatory statements regarding the company, its employees, patients, referring physicians, competitors, or vendors. 

5. Employees are expected to conduct themselves professionally both on and off duty.  Where a staff member publically associates with the company, all materials associated with their page may reflect on the company.  Please be advised that inappropriate comments, photographs, links, etc. must be avoided.

6. Employees are prohibited from using TNI or its affiliated companies protected materials (copyright material, branding and/or logo(s)) without prior express written permission.

7. TNI employees are prohibited from speaking on behalf of the organization, releasing confidential information, releasing news, or communicating as a representative of the organization without prior authorization to act as a designated TNI representative.   
8. TNI strictly prohibits the use of company owned computer resources for use in the illegal download or upload of copyright materials without express written permission, and authorization from the copyright holder.  
This policy is not intended to interfere with the private lives of our employees, or impinge their right to freedom of speech.  This policy is designed to ensure that TNI and its affiliate organizations image and branding are maintained, and remain impugned.
Acknowledgement & Agreement

I, _____________________________, acknowledge that I have read and understand the Social Media Personal Use Policy of True North Imaging. Further, I agree to adhere to this policy. I understand that if I violate the rules/procedures outlined in this policy, I may face corrective action, up to and including termination of employment.

Name:  
____________________________________

Signature:
____________________________________

Date: 

____________________________________

Witness: 
____________________________________
APPENDIX C
True North Imaging

Company Issued Property Policy

Intent

The intent of the Company Issued Property Policy is to outline acceptable use of company issued cell phones, BlackBerrys, credit cards, laptops and/or any other device.
Scope

The Company Issued Property Policy shall apply to True North Imaging, its employees and management team at all times and without exception.

Definitions

Device is defined as a thing made or adapted for a particular purpose, especially a piece of mechanical or electronic equipment (Oxford Universities Press, 2011).
General Guidelines

Any company issued device and/or service package used to conduct True North Imaging business remains the property of True North Imaging, and must be used responsibly, ethically, efficiently, and as intended. True North Imaging employees must take all necessary precautions to safeguard such devices issued to them against damage, loss or theft.

The following terms and conditions must be adhered to by all True North Imaging employees at all times:


· Company issued devices remain the property of True North Imaging at all times.

· Company issued devices, equipment and related accessories, including air time, are to be used for business purposes only. 
· Company issued devices are strictly prohibited from being used to conduct illegal transactions, harassment, violence or any other unacceptable behaviour or act. 


· Employees are strictly forbidden from making or receiving business calls on a cell phone while operating a motor vehicle. 
· Exceptions may be made in the case of extreme emergencies, such as an accident, vehicle failure, or other imminent danger. 
· Drivers are required to safely pull over and place the vehicle in park before making, or receiving, cellular phone calls or otherwise using a device.


· If a company issued device is damaged, lost, or stolen, such incidents must be immediately reported to the employee’s immediate Supervisor.

· Any damaged, lost or stolen device will be repaired or placed as deemed appropriate by True North Imaging.

· Prior to termination of employment or job duties requiring company issued property, each device user must: 
· Ensure that service accounts are reconciled prior to departing the employ of True North Imaging. 
· Surrender any company issued property to their immediate Supervisor. 
· Legal action will be taken against any former employee for service accounts in arrears or devices which were not returned before their departure, after the termination of his/her job duties.

Acknowledgement & Agreement

I, ___________________________, acknowledge that I have read and understand the Company Issued Property Policy of True North Imaging.  Further, I agree to adhere to this Policy and will ensure that employees working under my direction adhere to these guiding principles. I understand that if I violate the terms, conditions, rules or procedures outlined in this Policy, I may face corrective action, up to and including termination of employment.

Name:  
____________________________________

Signature:
____________________________________

Date: 

____________________________________

Witness: 
____________________________________

APPENDIX D

True North Imaging

Professional Conduct Policy and Procedures

The Management of True North Imaging (TNI) is committed to providing patients and visitors with a safe and professional environment from which high quality diagnostic examinations and services are delivered.  Patients and visitors have the right to be treated with dignity and respect and be kept safe from all unnecessary risk of harm, pain or distress by all members of the TNI team.  Employees are required to immediately report to Management any signs of mistreatment, abuse (physical, sexual or mental) by any TNI employee towards a patient or visitor.  Any staff member who is being investigated will be removed from unsupervised, direct patient contact and/or may be suspended without pay pending completion of an investigation.  Mistreatment or abuse (physical, sexual or mental) toward a patient or visitor may result in disciplinary action up to and including termination of employment.  

It is the policy of TNI that a zero tolerance attitude be followed concerning mistreatment and abuse (sexual, mental or physical) of patients or visitors.

Zero Tolerance: means that no act of mistreatment or abuse is ever acceptable, nor will it be tolerated by TNI.

· Mistreatment and abuse is not acceptable due to the physical and mental harm it causes

· Mistreatment and abuse is not acceptable as it destroys the patient-healthcare provider trust.

· Mistreatment and abuse is not acceptable as it is an abuse of ones position in a healthcare setting.

· Mistreatment and abuse is not acceptable as it destroys the public trust and tarnishes TNI’s ability to provide services.

Patient & Visitor Rights:

Patients and visitors have the right:

· To be free from risk of harm;

· To be free from actual harm; and

· To be treated with dignity and respect.

Screening Process for New Employees
TNI will perform a CPIC Criminal Record Check on all new employees and contractors using the following process:

· Candidates, prior to their first day of employment, will complete a “Service Order Consent Form” and provide two pieces of identification.

· The consent form and photocopies of the ID will be sent to “Hire Performance” for the purposes of performing a criminal record check.

· All offers of employment will be conditional upon satisfactory completion of a criminal record check.
Performing Medical Procedures

Technologists, Radiologists and physicians must have patient care as their main concern.   In relationships with patients and visitors, clear and professional boundaries must be maintained.   All patients and visitors must be treated with dignity and respect.  

Technologists, Radiologists and physicians must have the knowledge, skill and judgement to avoid placing patients at unnecessary risk of harm, pain or distress.  They must be able to provide appropriate responses to patient inquiries about procedures and related issues, and accept the patient’s autonomy and the right of the patient or the patient’s substitute decision maker to consent to or refuse service.  

Technologists, Radiologists and Physicians must:

· Provide clear and understandable information to the patient or patient’s substitute decision maker prior to, during and following the diagnostic procedure/exam

· Give the patient or substitute decision maker an opportunity to ask questions

· Provide answers to questions as appropriate and within ones scope of responsibility

· Refer questions that are outside ones scope of responsibility to an appropriate health professional for answers

· Carry out diagnostic or therapeutic procedures/exams only with the consent (informed or implied) of the patient or substitute decision maker

· Treat the patient with dignity and respect and in accordance with the Code of Ethics of the their professional association/college

· Make modifications to procedures based on the patient’s physical, medical and/or emotional status and needs

· Instruct the patient to remove only the clothing and items that will interfere with the diagnostic or therapeutic procedures being performed

· Provide the patient with a gown or sheet to cover areas where clothing was removed

· Explain to the patient when or where they may be touched and why

· Touch the patient in only those areas needed to facilitate carrying out the procedure/exam

· MRTs (medical radiation technologists) must comply with the Regulated Health Professionals Act pertaining to the prevention of sexual abuse and the College of Radiation Technologist’s of Ontario sexual abuse prevention program.

Always:

· Act in the best interest of the patient at all times without discrimination against culture, religion, race, disability or sexual preference;

· Inform the patient what you will be doing prior to doing it and obtain the patient’s consent verbally or otherwise.

· Never exploit the healthcare provider/patient relationship for any purpose;

· Listen carefully to the patient and provide support whenever you can;

· Document the particulars of any situation where it may be perceived or considered that you have not met the policy of zero-tolerance; and

· Immediately inform your supervisor, manager and/or employer of any incident that could be interpreted as abuse (sexual, mental or physical) or mistreatment.

Gowning Procedures:

Examinations/procedures must be conducted in a way that protects a patient’s dignity and right to privacy.  

Prior to the examination/procedure staff must;

· Read the request for consultation/requisition and determine if any clothing or jewelry needs to be removed

· Assess the patient’s condition and determine whether he/she can accomplish this task without assistance

Where a patient is required to remove any or all of their clothing, a technologist or staff member must:

· Confirm with the patient the exam/procedure being performed and specifically the body part being examined

· Explain to the patient what clothing needs to be removed and why

· Provide the patient with a gown and instructions on how to wear the gown.  When necessary, provide the patient with an additional gown to ensure a patient is completely covered

· Patients must be provided with a private place to undress

· If the patient is elderly or incapacitated in anyway, ask the patient if he/she requires help dressing or undressing.  If the patient needs assistance, allow them to choose their preferred method of assistance

· If a staff member is required to assist a patient dressing or undressing, touch the patient only where it is necessary to remove clothing.  Keep the patient covered as much as possible during the process to maintain the patient’s dignity and right to privacy.

· Young children should be undressed by a parent or guardian whenever possible

· Care should be taken before, during and after the examination/procedure to ensure the patient is properly covered 

· When deemed necessary, a witness/chaperone may be required or requested by either the staff member or patient

Reporting & Investigation Procedure:

The Management of TNI supports a zero tolerance policy.  All complaints will be immediately investigated upon notification.  Staff members who are being investigated will be removed from unsupervised, direct patient and visitor contact until the completion of an investigation.  In some cases, a staff member may be suspended without pay pending the completion of an investigation.  In all cases, it will be the Management’s priority to ensure the safety of all patients and visitors.    

Complaints may be received either by letter, e-mail, telephone or in person.  Complaints may be received by the patients, family member, visitor, staff member or public.

Procedure for Handling a Complaint:

· All patient or visitor complaints relating to mistreatment or abuse MUST be immediately forwarded to the Regional Supervisor and Management for investigation.

· The staff member who is first to receive a complaint must:

· Listen without interruption

· Show empathy, concern and a willingness to help – Ask: How can I help?

· Capture essential information (location, day, time, details of event, etc.)

· Ensure all contact information is obtained for person making complaint.  

· Inform the person that their complaint will be investigated and that they will be contacted by Management within 24 hours.

· The Regional Supervisor and Management will conduct the investigation by;

· Informing the involved staff member of the complaint made

· Make arrangements to remove that staff member from unsupervised direct patient contact

· Contact the complainant and inform them of the investigation process.  Obtain any further information from the complainant about the incident(s)

· Direct the staff member, who is the subject of the complaint, to document, in writing, their recollection of the alleged incident(s)

· The Regional Supervisor and Management may obtain information relating to the complaint from a variety of sources including; existing policy and procedures, speaking with the parties identified, reviewing current professes, review of the patient’s health record, etc.

· Management will analyze the data or findings of an investigation and determine an action plan to improve the process/system.  Action plans may include: providing education to staff, change to policy, ensuring compliance with policy, contacting the relevant College or association, disciplinary action for involved staff member(s), etc.

· All results will be documented in writing and shared with the complainant and involved staff member.  Investigation results will be placed in the employees human resource file.

APPENDIX E

True North Imaging

Date of Birth confirmation

Date of Birth (DOB) confirmation is critical to ensure the right patient is receiving the right diagnostic test.  DOB confirmation will take place three times during the process of a patient’s interaction with a TNI clinic.

1. All DOBs are confirmed at the time of booking and entered into the scheduling module of MediExpress.

This is done either in person with the patient or over the phone.

2. All DOB’s are confirmed when the patient presents at the clinic to register for their exam.  All health cards are verified at the time of registration.

The patient demographics are then sent to the modality specific worklists. 

3. The third point of DOB confirmation happens as the technologist takes the patient into the exam room.  Each technologist verifies the DOB of the patient prior to starting the examination.

