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MISSION STATEMENT

MISSION

We strive to heal, to comfort, to teach, to learn and to seek the knowledge to promote health and prevent
disease. Our patients and their families are at the center of everything we do. We dedicate ourselves to
furthering our rich tradition of health care innovation, leadership, charity and the highest standard of care
and service to all in our community.

VALUES

Respect for Every Individual- we will treat each person we work with and care for with respect.
Honesty and Fairness - We will be truthful, equitable and open in all our relationships.

Delivery of the Highest Quality Service - We will always strive to deliver the highest quality
service and care to our patients, their families, and our colleagues.

Constant Pursuit of Excellence - We will continuously strive to meet or exceed our patients' and
colleagues' expectations.

GUIDING PRINCIPLES
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We focus on the patient in everything we do.

We practice open communication in order to improve our processes and build trust.

We expect management to lead by example and remove the barriers to meeting our goals.

We are a learning organization that respects and encourages innovation, creativity and risk-taking.
We succeed with employee involvement, which is continuously encouraged, recognized and
rewarded.

We collaborate to achieve our goals.

We embrace cultural diversity.
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SEXUAL HARASSMENT

PURPOSE
This policy:

1) Defines what constitutes "sexual harassment"

2) Clearly states that sexual harassment of any kind is not tolerated and sets out procedures to investigate and resolve any
complaints that may arise.

It is the policy of Tufts Medical Center (TuftsMC) to provide its employees with equal opportunities to perform their work
effectively in an environment free of sexual harassment. Sexual harassment in the workplace or in other settings in which
employees may find themselves in connection with their employment is unlawful and will not be tolerated. Further, any
retaliation against an individual who has complained about sexual harassment or cooperated with an investigation of a sexual
harassment complaint is similarly unlawful and will not be tolerated. The Hospital takes allegations of sexual harassment
seriously, and will promptly respond to complaints of sexual harassment. Where it is determined that sexual harassment has
occurred, the Hospital will act promptly to eliminate the conduct and take corrective action, including disciplinary action up to
and including termination.

APPLICATION

All employees and members of the TuftsMC community.

DEFINITION

Sexual harassment is defined by Massachusetts laws as:

Sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

a) submission to or rejection of such advances, requests or conduct is made either explicitly or implicitly a term

or condition of an individual's employment, or is used as the basis for employment affecting such
individuals; or

b) such advances, requests or conduct has the purpose or effect of unreasonably interfering with an individual's
work performance by creating an intimidating, hostile, humiliating or sexually offensive working
environment,

Under these definitions, direct or implied requests by a supervisor for sexual favors in exchange for actual or promised job
benefits such as favorable reviews, salary increases, promotions, increased benefits, or continued employment constitutes
sexual harassment.

The legal definition of sexual harassment is broad and in addition to the above examples, other sexually oriented conduct,
whether it is intended or not, that is unwelcome and has the effect of creating a work place environment that is hostile,
offensive, intimidating, or humiliating to male or female workers may also constitute sexual harassment.

While it is not possible to list all those additional circumstances that may constitute sexual harassment, the following are some
examples of conduct, which, if unwelcome, may constitute sexual harassment depending upon the totality of the circumstances
including the severity of the conduct and its pervasiveness;

> Sexual advances — whether or not they involve physical touching
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»  Sexual epithets or jokes; written or oral references to sexual conduct; gossip regarding one’s sex life; comment on an
individual’s body; comment about an individual’s sexual activity, deficiencies or prowess

Displaying sexually suggestive objects, pictures or cartoons

Leering, whistling, brushing against the body, sexual gestures, suggestive or insulting comments

v Vv Vv

Inquiries into one’s sexual experiences
» Discussion of one’s sexual activities

» Assault or coerced sexual acts

All employees should take special note that, as stated above, retaliation against an individual who has complained about sexual
harassment, and retaliation against individuals for cooperating with an investigation of a sexual harassment complaint is
unlawful and will not be tolerated by the Hospital.

COMPLAINTS OF SEXUAL HARASSMENT

The Hospital encourages any employee who feels that s/he has witnessed or experienced sexual harassment, or any conduct
that may constitute sexual harassment, to take any of the following measures to address or report his or her concerns, either
orally or in writing:

1) If the employee feels comfortable, s/he may communicate directly to the person engaging in the offensive
conduct that such conduct is offensive and must stop immediately;

2) If the employee prefers not to communicate directly with the person, or if his or her efforts at communication
have not been successful in stopping the unwanted conduct, the employee should contact either the Employee
Relations Manager at Ext. 5670 or the Vice President, Human Resources at Ext. 1495,

In addition, any member of the House Staff (Residents and Interns) who feels that s/he has witnessed or experienced
sexual harassment, or any conduct that may constitute sexual harassment, may follow the procedure outlined above, or
may report the incident(s) to the Chief Executive Officer, or to the Director of House Staff at Ext. 5197,

INVESTIGATION

Once a complaint has been reported, it will be promptly investigated in a fair and expeditious manner. The investigation will
be conducted in such a way as to maintain confidentiality to the extent practicable under the circumstances. This investigation
will include, but may not be limited to, an interview with the person filing the complaint (the “claimant”), interview(s) with
witness(es) if any, and an interview with the alleged offender.

Upon completion of the investigation, Human Resources will, to the extent appropriate, inform the claimant and the alleged
offender of the results of the investigation.

If the investigation upholds the complaint, the Senior Manager responsible for the department in which the alleged offender
works and the Vice President of Human Resources will review the findings, act promptly to eliminate the offending conduct,
and take any other appropriate action. Action taken will be in accordance with the Hospital's policies and procedures
goveming discipline and, depending on the seriousness of the offense, may include counseling, warning, suspension, transfer,
or termination.

When the alleged offender is not an employee of the Hospital, Human Resources will discuss all available options with the
claimant and assist the claimant in taking appropriate action, in addition to conducting an investigation of the reported incident.

RESPONSIBILITIES OF THOSE IN THE NEMC COMMUNITY

Employees have the responsibility of reporting to their supervisor or manager, or Human Resources, any incident(s) of sexual
harassment they have witnessed or experienced. Such incident(s) may involve supervisors, co-workers and other employees or
staff members, or non-employees such as patients, vendors and other service providers.
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Supervisors have the responsibility of upholding this policy and for communicating this policy to all employees in their
department(s). Supervisors must also inform Human Resources about any reports(s) of sexual harassment that s/he has
received or incidents that s/her witnesses or experiences, and ensure that this policy is upheld by their employees.

Human Resources has the responsibility to ensure that reports of sexual harassment are promptly and properly investigated and
resolved.

It is the Hospital's responsibility to take whatever actions are necessary to prevent sexual harassment and to ensure that the
rights of all employees and staff are protected, including the alleged offender, while evidence is being gathered.

/Il.  STATE AND FEDERAL REMEDIES

Sexual harassment is unlawful under both state and federal law. Using the Hospital’s intemal complaint procedure does not
prohibit employees from filing a complaint with either or both of the following federal and state discrimination enforcement
agencies:

1) The federal agency which enforces the law is the Equal Employment Opportunity Commission (EEOC). The EEOC’s
local office is located at: One Congress Street, 10th Floor, Boston, MA 021 14. The telephone number is (617) 565-

3200.

2) The state agency which enforces the law is the Massachusetts Commission Against Discrimination (MCAD). The
MCAD’s office is located at; One Ashburton Place, Room 601, Boston, MA 02108. The telephone number is (617)
994-6000.

NOTE: there is a 300-day time period in which complaints must be filed with either the EEOC or the MCAD.
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SECURITY ORIENTATION

YOUR PERSONAL SAFETY

Providing a safe and secure environment for our patients and their families, employees, staff, and the
physical property of TuftsMC is the goal of our Security Program. To enable security staff to provide a secure
environment, employees are identified by the wearing of ID badges at all times and adhere to the level of access
defined by their job description. Others are limited by the circumstances of their individual involvement as a patient
or with a patient. All members of the hospital environment are subject to monitoring and inspection as deemed
appropriate by security staff in concert with the circumstances that may include security incident, civil disturbance,
property damage, a disaster, or media event.
e Call Security as soon as possible x 6 -5100 for any security emergency
* Keep personal property and TuftsMC property secured
¢ Lock up purses, backpacks, briefcases, coats and other personal items while at work.
» Do not bring large amounts of cash, expensive jewelry, credit cards, personal electronic devices or any
other item that may be a theft target.
 Ensure that TuftsMC issued equipment used in your workplace is properly secured at all times, especially
when left unattended.
Unauthorized person in area - what to do?
s |f appropriate, ask, "may | help you?"
o Otherwise, leave the area and contact Security at x 6 - 5100.
» Remember distinguishing characteristics: height, weight, race, hair length and color, clothing type, etc.
Bomb threat by phone - what to do?
¢ Remain calm
e Speakin a normal tone
 Listen for distinguishing characteristics of the caller's voice and background noise
»  Wirite down everything you remember and immediately call and report it to security
Familiarize yourself with security measures in your work area:
» |D badges for identification and card access - to be worn at all times
Uniformed TuftsMC security officers
Card access on entrance doors
Omni locks, key pad locks, and key locks
Security dispatch center in Atrium monitoring alarms (door, panic buttons) and CCTV closed circuit TV
cameras and monitors
» Take class in DEFUSE training (crisis de-escalation); use skills learned to de-escalate agitated patients
and family members.
Special Security Focus is provided to the:
Emergency Department
Mother Infant Unit, Labor and Delivery, NICU
Pediatrics
Pharmacy
Psychiatry (inpatient and outpatient)
Critical Care areas
"Code Pink" Announcement is an infant/child or abduction
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How to handle suspicious packages

A suspicious letter or package may contain white powder, be lopsided, or may have uneven or grease stained
packaging. If received through the mail it may have excessive postage, hand written addresses, an unfamiliar or no
return address, or incorrect titles or names.

1. DO NOT open or move the letter or package. Close the doors to the area and evacuate staff to safe location.

2. Contact Security x 6 - 5100 to report the situation, they will secure the area until emergency response teams
arrive.

3. City emergency response teams (Boston Fire/HazMat/Bomb Squad) will respond to the scene and investigate
the situation.

4. Contact Infection Control to report potential exposures to contaminants x 6 - 5921.

YOUR PHOTO ID KEY CARD

All Tufts Medical Center staff and employees are provided with a Photo ID Key Card which should be worn at all times.
Currently, these cards perform two important functions:

1. Your Photo ID Card readily identifies you to other employees and staff as members of the Tufts Medical Center
community.

2. You may use your Photo ID Card as a Key Card which will allow you to access the Medical Center after hours
and on weekends when most entrances are locked for your protection.

MEDICAL CENTER DOORS

The Main Entrance to the North Building Emergency Department at 830 Washington Street is always open twenty-four hours a
day, seven days a week.

The Bennett Street and Washington Street entrances to the Atrium Lobby are open 6:00 AM to 8:00 PM every day.

All other entrances are generally open from the early moming to early evening hours during the week and closed on the
weekends.

¢ During those times when your building entrance is locked, you are expected to use your Photo ID Key Card to gain access.

¢ Ifyou forget your Photo ID, or you are having trouble getting it to work, contact the Security Dispatch Officer using the
Intercom Station.

¢ For the security of other persons in the building, be prepared to identify yourself, your destination, and your reason for
working at that hour. The Dispatch Officer will not provide access to those persons who cannot be properly identified.

OTHER SECURITY SERVICES
HAVING KEYS MADE/LOCKS FIXED
All requests for Security Locksmith Services should be in written form, using a standard Tufts Medical Center Stores
Requisition or Purchase Order. All requests may be dropped off at the Security Dispatch Center or mailed to the Security
Locksmith care of Box 445.
All requests should be accompanied by and Authorized Signature and Cost Center for building purposes.

Telephone requests for Locksmith Services are not acceptable.

Requesting Departments will be notified when keys, padlocks, and other small items are ready to be picked up at the Security
Dispatch Center.
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FIRE SAFETY

KEEP YOUR WORK AREA SAFE:
s Keep corridors, fire doors and stairways clear at all times
¢ Do not cover up or obstruct fire sprinklers or smoke detectors in ceilings
¢ Do not cover up fire alarm panels on walls or fire extinguisher cases.

WHEN FIRE OR SMOKE IS DISCOVERED:
e Use the R.A.C.E. approach to fire response.

R - Rescue/Relocate Persons from immediate fire scene/room

A — Activate the nearest alarm, and call x6-5100 to give exact location. Note that alarm pull stations are located at the
entrance of stairwell doors.

C - Contain the fire by closing ALL doors of the room/ area including fire doors

E - Evacuation when instructed to do so following the evacuation plan for your are.
Extinguish fire if it is safe to do so.

e  When evacuation is ordered, evacuate patients/femployees in the following sequence. Remain at each sequence until
directed relocate.

To the next fire zone at the same floor level (horizontal evacuation)
The same floor in another, adjacent building (horizontal evacuation)
Use the stairs (vertical evacuation)

NEVER USE AN ELEVATOR

¢ The Nurse Manager determines when medical gas shut off valves should be deployed on patient units.
WHEN YOU HEAR A FIRE ALARM AND THE POINT OF ORIGIN IS NOT YOUR FLOOR

¢ Pay close attention to the PA system, for further announcements about the status of the fire drill and instructions.
o Be alert for signs of fire or smoke on your floor - if so — follow the RACE plan
e Ifyour building is not adjacent to the fire drill, continue your normal work routine.

YOUR REPONSIBILITY FOR FIRE SAFETY:

Familiarize yourself with your specific role during a fire emergency

Know the designated escape routes for your area (locate evacuation map posted by stairwells)

Know the location of the nearest fire alarm pull station for your work area.

Know the location of the nearest ABC extinguisher and how to operate it.
(ABC extinguishers are multipurpose and used for all types of fires; ordinary combustibles, flammable liquids
and electrical equipment and contain a dry chemical)

When using fire extinguishers, remember P.A.S.S.
PIN

AIM

SQUEEZE TRIGGER

SWEEP
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Some other points to remember in a fire emergency:
X 6-5100 will call the Fire Emergency line to report a fire
In addition to the ABC Fire Extinguishers, there are "A" extinguishers that are used in paper or trash fires

only since they contain water
“BC" Extinguishers are red or yellow containers and are used for chemical or grease fires only

Wihite plugs will supply power during emergency conditions in the hospital
Black plugs DO NOT
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HIPAA PRIVACY REGULATION USE & DISCLOSURE OF PROTECTED HEALTH
INFORMATION TO CARRY OUT TREATMENT, PAYMENT AND
HEALTHCARE OPERATIONS
Issued 10/4/05

Article 1. PURPOSE
To delineate the requirements that must be followed by TuftsMC when using or disclosing Protected Health
Information for purposes of treatment, payment or health care operations.

Article I1. SCOPE
This policy applies to all TuftsMC employees and professional staff members.

Article I11. POLICY
TuftsMC must use or disclose Protected Health Information for treatment, payment or health care operations
consistent with this procedure and all federal and state laws and regulations.

Article IV. DEFINITIONS
Treatment: generally means the provision, coordination or management of health care and related services among
health care providers or by a health care provider with a third party, consultation between health care providers
regarding a patient, or the referral of a patient from one health care provider to another.

Payment: encompasses the various activities of health care providers to obtain payment or be reimbursed for their
services and of a health plan to obtain premiums, to fulfill their coverage responsibilities and provide benefits under
the plan, and to obtain or provide reimbursement for the provision of health care.

In addition to the general definition, the Privacy Rule provides examples of common payment activities, which
include, but are not limited to:

®  Determining eligibility or coverage under a plan and adjudicating claims;

® Risk adjustments;

® Billing and collection activities;

® Reviewing health care services for medical necessity, coverage, justification of charges and the like;
®  Utilization review activities; and

®*  Disclosures to consumer reporting agencies (limited to specified identifying information about the patient,
his or her payment history, and identifying information about the covered entity).

Health Care Operations: certain administrative, financial, legal and quality improvement activities of a covered
entity that are necessary to run its business and to support the core functions of treatment and payment. These
activities, which are limited to the activities listed in the definition of “health care operations” at 45 CFR 164.501,
include:
®  Conducting quality assessment and improvement activities, population-based activities relating to improving
health or reducing health care costs, protocol development, case management and care coordination;

®  Reviewing the competence or qualifications of health care professionals, evaluating provider and health plan
performance, training health care and non-health care professionals, accreditation, certification, licensing or
credentialing activities;
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