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CORONAVIRUS DISEASE 2019 (COVID-19)


· Manager to submit staff in QuickBase database:  use this link



Sending Site Responsibility:
· Payroll- 
· Provide directions on remote clocking in and out process for redeployed staff 
· Add meal stipends and any other rate premiums (if applicable) or reimbursements to their paycheck
· Place all hours worked, and stipends paid, at other ministries in COVID cost center.
· Manager- 
· Provide approvals and dates that staff can be released from their home site/unit 

Receiving site Responsibility:
· First Day- 
· Designate someone to meet re-deployed staff at designated date/time/location to welcome them to the facility and walk them to their assigned unit.
· Obtain badge
· Verify TIS access 
· Education/Orientation - http://www.trinity-health.org/covid19-resources  	
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· Download the Rapid Onboarding Checklist for RNs from outside the ministry (or RT Onboarding Checklist)
· Provide the required onboarding and appropriate support (preceptor, buddy, etc.)
· Provide training in EMR/ Healthstream Modules (as needed)

· Meals- 
· Provide meal vouchers while staff is working (if café remains open)

· Scheduling- 
· Work with the redeployed staff to create a schedule for their time with the unit.

FirstChoice National Office Responsibility: 
· Work with redeployed staff on travel logistics 
· Submit for TIS access
· Submit for temporary licensure (if applicable)
· Work with sending RHM/unit and receiving unit/RHM on logistics and any questions

Note – these RNs DO NOT become FirstChoice Staff.  They remain employed by their home location.  The FirstChoice dept is helping with logistics only. 
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Instructions to fill out Available Resource(s) Form: Resource available form should be submitted
when there are resources in your Health Ministry who can assist in filling open shifts. The form must
be submitted under the direction of your local Incident Command leader.

Click on the following link on the Pulse Main Home Page: Coronavirus (COVID-19)

Click on COVID-19 Resource Redeployment Link COVID-19 Resource Redeployment Team

Note before you begin

Fields with a red * are required fields, but it is highly encouraged to enter information in as many
fields as possible. This will allow for an accurate match of available resources to meet the need.
Any field which has the symbol ~ ’, will provide additional information of what is to be entered the

field.

To begin adding resources who are available to take open shifts

& ]

Available Resources

Click on Available Resources button

In the space provided enter your Workday employee (colleague) ID

A list of your direct reports will appear in the grid

\]
Click on the pencil CJ/ to edit colleague record
Colleague Information

Colleague information has been down loaded from
Workday as of 3/23/20. Avalality

Update the Availability field from unavailable to
available

Colleague Skillsets

Under this section of the form enter the colleague skillsets which can be reviewed to fill open shifts
at our ministries or other ministries within region or potential at other regional health ministries.

Click on the Skillset drop down and choose clinical, nonclinical or both

SkillSet (drop down)

Clinical & Mon-Clinical
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https://intranet.trinity-health.org/web/systemoffice/coronavirus-covid-19-updates3

https://intranet.trinity-health.org/web/systemoffice/coronavirus-covid-19-updates3

https://trinity-health.quickbase.com/db/bqee2umyt

https://trinity-health.quickbase.com/db/bqee2umyt

https://trinity-health.quickbase.com/db/bqee2umzg?a=td

https://trinity-health.quickbase.com/db/bqee2umzg?a=td

https://trinity-health.quickbase.com/db/bqee2umzg?a=td



Click on the Non-Clinical Skillset drop down and select the skill sets which apply by placing a check in
the box. If the skillset is not in the list, scroll down to the end of the list and select Add New Choice.

Search choices
Mon-Clinical SkillSet (multi select)

W] Project Management - Help Desk| | Hospital Front Desk

] QuickBase

] Risk Management Process Improvement

] Six Sigma Project Management QuickBase

[ ] Technical Operation

W] Trainer Risk Management Six Sigma Trainer
W

4k

<Add Mew Choice...>

Caloct ey o W chinicas

Availability section

In this section enter the availability of the colleague.

Thursday Friday

v Avallabllity
Willingess to Travel Days Available Times available FTE Available (Max 1.0)
Willing to work at local RHM Only Monday Tuesday Wednesday Day . 1.00

Willingness to Travel, click the drop down and select which level of travel the colleague is willing to

do. For example:

Willingess to Travel

Willing to work at other IN STATE RHMs=

Days Available select the days the colleague can work by placing a check in the box.

Search choices

[+ Monday

[V Tuesday

[ Wednesday
[v] Thursday
[ Friday

[] Saturday
(] Sunday
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Times available, select the type of shift the colleague can work.

(v Day
[] Afternoon

[] Evening
] Night

FTE Available enter the amount of time the resource is available

FTE Available (Max 1.0)

1.00

Notes — enter any additional information in the notes field
Direct Patient Care Questions

Fill in the direct patient care information

v Direct Patlent Care Questions
(Can colleague provide No Clinical Specialty N What current licensure
direct patient care? does the colleague
Selec 20dl possess?
Does the colleague have Does the colleague have
current BLS certification? current ACLS certification?
Please list any clinical What level of care can the
spedialty skills colleague provide?
Selectup to 20 choices
What types of care can the If colleague can only work
colleague provide ona in certain locations, select
different unit? i.e. ICU, all thatapply  Selectup to 20 choices
etc)

Can colleague provide direct patient care? Select from the drop down yes/no
o
direct patient care?

What is the colleague clinical specialty? Select from the list of drop downs by placing a check in the
box. If the speciality is not in the list, scroll down and select Add New Choice
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Clinical Specialty Pediatrics

L L]

Select up to 20 choices

What current licensure does the colleague posses? For example type in RN or LPN

What current licensure NUIC
does the colleague
possess?

Does the colleague have current BLS certification? Select from the drop down yes/no

Does the colleague have
current BLS certification?

Yes

Does the Colleaague have current ACLS? Select from the drop down yes/no

Does the colleague have
current ACLS
certification?

Yes

Please list any clinical specialty skills the colleague may have.

Please list any clinical NUIC
specialty skills

What type of care can the colleague provide on a different unit? For example: ICU, Med Surg, NICU,
etc.

What level of care can RN
the colleague provide?

L1

Select up to 20 choices
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What level of care can the colleague provide? Select from the drop down by placing a check next to
the box which qualified. If not listed, select Add New Choice and add the level of care.

What types of care can Icu
the colleague provide on Med Surg
a different unit? (i.e. ICU,
Stepdown, Med Surg,
EVS, etc.)

If colleague can only work in certain locations, select all that apply from the drop down

If colleague can only -
work in certain locations,
selectall thatapply Selectupto 20 choices

Assigned Shifts

The assigned shift section will populate once a shift(s) has been assigned to the colleague.

v Assigned Shift

ShiftDate

Filled? ~ Shift(dropdown) | ShiftStart(dropdown)  ShiftEnd (dropdown) ~ Manager Level? ResourceNeed  Clinical SpecialtyofNeed  Point Person

(mm-dd-yy)

No shifts found

Click the drop-down arrow on the Save & Close button and select Save & Close if you are done or
Save & next if you have additional colleagues who have availability which data needs to be entered.

Save & close

Save & next
aatec
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