Nursing Department 

Utilization Review Case Manager
ORIENTATION SKILLS CHECKLIST

Name of Director:  






Date:  




(This is to be completed during orientation to assess proficiency of skills).

E = Exceeds StandardM =     Meets Standard    NI = Needs Improvement   

NA = Not Applicable

	Orientation To Nursing Department
	
	Date
	Observer’s Initials

	Strategic Nursing Initiatives
	E
	M
	NI
	NA
	
	

	Staffing of Units/Services Provided
	E
	M
	NI
	NA
	
	

	Managers of Units
	E
	M
	NI
	NA
	
	

	Average Census of Units
	E
	M
	NI
	NA
	
	

	Electronic Medical Record
	E
	M
	NI
	NA
	
	

	Monitoring Capabilities
	E
	M
	NI
	NA
	
	

	Orders
	E
	M
	NI
	NA
	
	

	Admissions from the ED
	E
	M
	NI
	NA
	
	

	Executive Nursing Council Membership (ENC)
	E
	M
	NI
	NA
	
	

	Exempt Status
	E
	M
	NI
	NA
	
	

	PTO and Comp Time Practices
	E
	M
	NI
	NA
	
	

	Nursing Department PI
	E
	M
	NI
	NA
	
	

	Communication of Nursing Department PI to Unit
	E
	M
	NI
	NA
	
	

	Level IV Trauma Designation
	E
	M
	NI
	NA
	
	

	JCAHO
	E
	M
	NI
	NA
	
	

	CAH
	E
	M
	NI
	NA
	
	

	Shift Supervisors
	
	
	
	
	
	

	Call Schedule
	E
	M
	NI
	NA
	
	

	Nursing Services Plan
	E
	M
	NI
	NA
	
	

	Acuity/Unit Staffing Models
	E
	M
	NI
	NA
	
	

	Swing Bed Program of Care
	E
	M
	NI
	NA
	
	

	Long Term Care Program of Care
	E
	M
	NI
	NA
	
	

	Nursing HR and RGH HR Policies and Practices
	
	
	
	
	
	

	Nursing HR Policies
	E
	M
	NI
	NA
	
	

	Posting Positions/Hiring of Unit Employees
	E
	M
	NI
	NA
	
	

	Patient Care Council (PCC)
	E
	M
	NI
	NA
	
	

	Nursing Peer Review Process and Referrals
	E
	M
	NI
	NA
	
	

	Employee Discipline
	E
	M
	NI
	NA
	
	

	Employee Problem Resolution
	E
	M
	NI
	NA
	
	

	Orientation To Nursing Department
	
	
	
	
	Date
	Observer’s Initials

	Time & Attendance System and Policies
	E
	M
	NI
	NA
	
	

	Staff Meeting Requirements and Minutes 
	E
	M
	NI
	NA
	
	

	Employee Health Program/Employee Injury Reporting:
	E
	M
	NI
	NA
	
	

	Code of Professional Conduct
	E
	M
	NI
	NA
	
	

	Requests for Capital Equipment
	E
	M
	NI
	NA
	
	

	Nursing Education
	
	
	
	
	
	

	Nursing Education Calendar
	E
	M
	NI
	NA
	
	

	Annual Education Calendar
	E
	M
	NI
	NA
	
	

	Education Assessment
	E
	M
	NI
	NA
	
	

	Educational Stipends
	E
	M
	NI
	NA
	
	

	Hospital Employee Orientation
	E
	M
	NI
	NA
	
	

	Determining Unit Competencies

High Risk Low Volume

High Risk High Volume

Low Risk High Volume

Problem Prone
	E
	M
	NI
	NA
	
	

	Equipment Orientation
	E
	M
	NI
	NA
	
	

	Unit Certification Requirements

ACLS, PALS, PHTLS, TNCC, NRP
	E
	M
	NI
	NA
	
	

	Nursing Forms
	
	
	
	
	
	

	Crash Cart Checklist/Lock Validation
	E
	M
	NI
	NA
	
	

	Competency Forms
	E
	M
	NI
	NA
	
	

	Equipment Checklists
	E
	M
	NI
	NA
	
	

	Format for Policies
	E
	M
	NI
	NA
	
	

	Certificate of Transfer Forms
	E
	M
	NI
	NA
	
	

	Code Blue Documentation Forms/Code QA Forms
	E
	M
	NI
	NA
	
	

	Memos and MOX Communication 
	E
	M
	NI
	NA
	
	

	Organ Donation Notification & Forms
	 E
	M  
	NI
	NA
	
	

	HNS Reporting
	 E
	M
	NI
	NA
	
	

	MET Packets/MET Activation Forms
	 E
	M
	NI
	NA
	
	

	Policy and Procedures
	
	
	
	
	
	

	Hospital-wide Policy and Procedure Manual
	E
	M
	NI
	NA
	
	

	Nursing Procedure Manual
	E
	M
	NI
	NA
	
	

	Medication Management Policies
	E
	M
	NI
	NA
	
	

	Orientation To Nursing Department
	
	
	
	
	Date
	Observer’s Initials

	Form Approval and Policy Approval
	
	
	
	
	
	

	Policy and Procedure Approval and Revisions
	E
	M
	NI
	NA
	
	

	Medical Staff PI Committee
	E
	M
	NI
	NA
	
	

	Compliance and Risk Management
	
	
	
	
	
	

	Completing an HNS/QM Referral
	E
	M
	NI
	NA
	
	

	Performance Improvement
	
	
	
	
	
	

	PI Committee and Reporting Schedule
	E
	M
	NI
	NA
	
	

	Performance Improvement Forms/Hospital PI Plan
	E
	M
	NI
	NA
	
	

	Unit PI-Annual Unit PI Review

High Risk Low Volume

High Volume High Risk

Low Risk High Volume

Problem Prone
	E


	M
	NI
	NA
	
	

	Nursing PI Plan and Communication of PI to Staff
	E
	M
	NI
	NA
	
	

	Hospital and CORE Measures
	E
	M
	NI
	NA
	
	

	Plans for Correction of PI
	E
	M
	NI
	NA
	
	

	Patient Tracers
	E
	M
	NI
	NA
	
	

	Safety Rounds
	E
	M
	NI
	NA
	
	

	Patient Safety Survey
	E
	M
	NI
	NA
	
	

	Hand Hygiene Surveillance
	E
	M
	NI
	NA
	
	

	NDNQI Data
	E
	M
	NI
	NA
	
	

	Nursing Satisfaction Survey
	E
	M
	NI
	NA
	
	

	HCAHPS Patient Satisfaction Survey
	E
	M
	NI
	NA
	
	

	Committees and Membership 
	
	
	
	
	
	

	Clinical Committees and Membership
	E
	M
	NI
	NA
	
	

	Committee Medical Directors
	E
	M
	NI
	NA
	
	

	Safety Committee
	E
	M
	NI
	NA
	
	

	Patient Safety Committee
	E
	M
	NI
	NA
	
	

	ENC
	E
	M
	NI
	NA
	
	

	Med Delivery Committee
	E
	M
	NI
	NA
	
	

	Infection Control Meetings
	E
	M
	NI
	NA
	
	

	Department Head Meetings
	E
	M
	NI
	NA
	
	

	PT and T Committee
	E
	M
	NI
	NA
	
	

	Orientation To Nursing Department
	
	
	
	
	Date
	Observer’s Initials

	Professional Memberships and WVHA
	E
	M
	NI
	NA
	
	

	Board Meetings
	
	
	
	
	
	

	Nurse Driven Meetings/Patient Care Council
	E
	M
	NI
	NA
	
	

	Nursing Peer Review Committee
	E
	M
	NI
	NA
	
	

	Department and Hospital Manuals
	
	
	
	
	
	

	Hazardous Materials/MSDS Manual
	E
	M
	NI
	NA
	
	

	Safety Manual
	E
	M
	NI
	NA
	
	

	Disaster Manual
	E
	M
	NI
	NA
	
	

	Budgetary Process
	
	
	
	
	
	

	Capital Equipment Budget
	E
	M
	NI
	NA
	
	

	Operation/Line Item Budget
	E
	M
	NI
	NA
	
	

	Request for Budgeted Items
	E
	M
	NI
	NA
	
	

	Overtime Management
	E
	M
	NI
	NA
	
	

	Hospital/Administrative Orientation
	E
	M
	NI
	NA
	
	

	Administrator On Call
	E
	M
	NI
	NA
	
	

	Hospital Strategic Plan
	E
	M
	NI
	NA
	
	

	Diversion Procedure
	E
	M
	NI
	NA
	
	

	Role of Director in Disaster
	E
	M
	NI
	NA
	
	

	Role of Director in Utility Failure
	E
	M
	NI
	NA
	
	

	Use of Computer
	
	
	
	
	
	

	Lab Orders (Enter Orders and Retrieve Results)
	E
	M
	NI
	NA
	
	

	
Radiology Orders
	E
	M
	NI
	NA
	
	

	
Other Orders
	E
	M
	NI
	NA
	
	

	
Entering Charges
	E
	M
	NI
	NA
	
	

	EMR and PACS
	E
	M
	NI
	NA
	
	

	Pyxis
	E
	M
	NI
	NA
	
	

	EMR Downtime Procedures
	E
	M
	NI
	NA
	
	

	IT Call Schedule
	E
	M
	NI
	NA
	
	

	Clinical Skills and Knowledge
	
	
	
	
	
	

	Trauma Activation-Completion of TNCC
	E
	M
	NI
	NA
	
	

	Stroke Call

	E
	M
	NI
	NA
	
	

	Blood Administration-Standard
	E
	M
	NI
	NA
	
	

	Blood Administration-Emergent
	E
	M
	NI
	NA
	
	

	Orientation To Nursing Department
	
	
	
	
	Date
	Observer’s Initials

	Blood Administration-Massive Transfusion
	E
	M
	NI
	NA
	
	

	Sexual Assault Kit & Exam-SANE Nurses
	E
	M
	NI
	NA
	
	

	Demonstrate Knowledge in Collection of 

Specimens-Use of Two Pt Identifiers
	E
	M
	NI
	NA
	
	

	Standardization of Alarms/Alarm Policy
	E
	M
	NI
	NA
	
	

	Demonstrates Evidence of Appropriate Growth and Development
	E
	M
	NI
	NA
	
	

	Sepsis Identification and Protocol
	E
	M
	NI
	NA
	
	

	MET Activation and Protocols
	E
	M
	NI
	NA
	
	

	RSI and Moderate Sedation
	E
	M
	NI
	NA
	
	

	TNK Protocol and Administration of TNK
	E
	M
	NI
	NA
	
	

	CODE Team Management
	E
	M
	NI
	NA
	
	

	Death Pronouncement
	E
	M
	NI
	NA
	
	

	Notification of CORE
	E
	M
	NI
	NA
	
	

	Process for Organ Donation After Death
	E
	M
	NI
	NA
	
	

	Add On Surgical Cases
	E
	M
	NI
	NA
	
	

	Emergency Surgeries and OR Call Team
	E
	M
	NI
	NA
	
	

	Medication Administration
	
	
	
	
	
	

	ACLS Protocols
	E
	M
	NI
	NA
	
	

	Completion Date for ACLS
	E
	M
	NI
	NA
	
	

	PALS Protocols
	E
	M
	NI
	NA
	
	

	Completion Date of PALS and NRP
	E
	M
	NI
	NA
	
	

	Dispensing/Charging/Unit Process
	E
	M
	NI
	NA
	
	

	Protocols for Critical Drips
	E
	M
	NI
	NA
	
	

	Thrombolytics
	E
	M
	NI
	NA
	
	

	Adverse Reaction Reporting 
	E
	M
	NI
	NA
	
	

	Narcotics Count  Weekly by Pyxis
	E
	M
	NI
	NA
	
	

	Med Delivery PI Indicators
	E
	M
	NI
	NA
	
	

	Patient Safety 
	
	
	
	
	
	

	Utilizes Two Patient Identifiers
	E
	M
	NI
	NA
	
	

	Verbalizes Procedure for Universal Protocol
	E
	M
	NI
	NA
	
	

	Utilizes Appropriate Abbreviations
	E
	M
	NI
	NA
	
	

	Fall Protocol
	E
	M
	NI
	NA
	
	

	Psych Protocol
	E
	M
	NI
	NA
	
	

	Orientation To Nursing Department
	
	
	
	
	Date
	Observer’s Initials

	Safety Rounds
	E
	M
	NI
	NA
	
	

	Hand Off Communication
	E
	M
	NI
	NA
	
	

	Medication Reconciliation
	E
	M
	NI
	NA
	
	

	Preventing Tubing Misconnections
	E
	M
	NI
	NA
	
	

	Anticoagulation Safety
	E
	M
	NI
	NA
	
	

	MET Team
	E
	M
	NI
	NA
	
	

	Infection Control
	E
	M
	NI
	NA
	
	

	Central Line Policies and Practices
	E
	M
	NI
	NA
	
	

	Unit Orientation with Unit Managers
	
	
	
	
	
	

	Operative Services
	E
	M
	NI
	NA
	
	

	Emergency Department
	E
	M
	NI
	NA
	
	

	Obstetrics
	E
	M
	NI
	NA
	
	

	Long Term Care
	E
	M
	NI
	NA
	
	

	Acute Care
	E
	M
	NI
	NA
	
	

	Obstetrics
	E
	M
	NI
	NA
	
	

	Competencies
	
	
	
	
	
	

	Annual Education Competencies
	E
	M
	NI
	NA
	
	

	Case Management
	
	
	
	
	
	

	Observation Status
	E
	M
	NI
	NA
	
	

	Same Day Surgery
	E
	M
	NI
	NA
	
	

	Inpatient
	E
	M
	NI
	NA
	
	

	Swing Bed/Skilled Intermediate Care
	E
	M
	NI
	NA
	
	

	Appropriateness of Admission
	
	
	
	
	
	

	Interqual Criteria
	E
	M
	NI
	NA
	
	

	Severity of Illness
	E
	M
	NI
	NA
	
	

	Clinical / Diagnostic Studies
	E
	M
	NI
	NA
	
	

	Intensity of Service
	E
	M
	NI
	NA
	
	

	Appropriate Setting
	E
	M
	NI
	NA
	
	

	Submission Clinical Data
	
	
	
	
	
	

	Contact Payer
	E
	M
	NI
	NA
	
	

	Direct Data Entry
	E
	M
	NI
	NA
	
	

	Faxed Submission
	E
	M
	NI
	NA
	
	

	Telephonic Review
	E
	M
	NI
	NA
	
	

	Retrospective Reviews
	E
	M
	NI
	NA
	
	

	CMS Notification Letters
	
	
	
	
	
	

	HINN
	E
	M
	NI
	NA
	
	

	Medicare Discharge Rights
	E
	M
	NI
	NA
	
	

	Meditech
	
	
	
	
	
	

	UR Module
	E
	M
	NI
	NA
	
	

	Discharge Planning
	
	
	
	
	
	

	Identifies needs
	E
	M
	NI
	NA
	
	

	Care Team/Discharge Planning Meeting
	E
	M
	NI
	NA
	
	

	Referrals COA, Home Health, DME
	E
	M
	NI
	NA
	
	

	Preauthorization of home meds, testing, and supplies when required
	E
	M
	NI
	NA
	
	

	Denials and Appeals
	
	
	
	
	
	

	Facilitate Physician Response
	E
	M
	NI
	NA
	
	

	Document Follow Up
	E
	M
	NI
	NA
	
	

	CAH Peer Review / Rural Wisconsin / WVMI
	
	
	
	
	
	

	Data Abstraction of Quality Indicators Quarterly
	E
	M
	NI
	NA
	
	

	WVMI submission HINN letters monthly
	E
	M
	NI
	NA
	
	

	CAH peer review / M&M review quarterly
	E
	M
	NI
	NA
	
	

	Swing Beds
	
	
	
	
	
	

	Referral process
	E
	M
	NI
	NA
	
	

	Payer Benefit plan and authorization
	E
	M
	NI
	NA
	
	

	Eligibility
	E
	M
	NI
	NA
	
	

	Placement
	
	
	
	
	
	

	PASS
	E
	M
	NI
	NA
	
	

	Nursing Home Applications Financial
	E
	M
	NI
	NA
	
	

	Referral Process
	E
	M
	NI
	NA
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