REGIONAL HEALTH AUTHORITY B – SAINT JOHN ZONE
High School Co-operative education pROGRAM
worksite placement – information sheet


Worksite Placements and Career Exploration
A partnership exists between the Saint John Zone of Regional Health Authority B (RHA B) and School Districts 1, 6, 8 and 10 whereby students enrolled in the Cooperative Education Program may have an opportunity to complete a worksite placement in an RHA B Zone healthcare facility. 
The primary focus of the RHA’s participation is to assist students in their exploration of a career in healthcare.

Anticipated Student Participants

High school students enrolled in the Cooperative Education Program choosing to participate in student placement opportunities provided by RHA B should:

· demonstrate a firm interest in healthcare as a profession; and

· be enrolled in or have completed all of the high school courses necessary for admission to the post-secondary healthcare program(s) in which they are interested.

Application for a Worksite Placement
All students of each participating School District are required to apply on-line for a worksite placement.
The website address will be provided to the Cooperative Education Coordinators and/or Teachers along with a password and a submission date by which students are required to complete and submit their application each Semester.
On the identified website, students will find the following:

· Worksite Placement – Information Sheet
· Worksite Placement – Application Form & Interview Questions

· Worksite Placement – Post Placement Evaluation Form
· Student General Orientation
All students are required to read the Information Sheet and then complete and submit the online Application Form & Interview Questions.
The purpose of the Interview Questions is to:
· learn about the student’s particular interest(s) in healthcare;
· learn about the student’s knowledge of those healthcare profession(s) of interest; and
· learn about the student’s career preparations to date.
The purpose of the Information Sheet is:
· to identify the RHA’s participation and process in providing worksite placements to High School Cooperative Education Program students; and
· to review the RHA B, Saint John Zone’s Policies & Procedures and employer expectations.
All applications submitted will be provided centrally to the RHA B, Saint John Zone Education Liaison.

Those applications received by students who are enrolled in high schools outside of the greater Saint John area will be forwarded from the Education Liaison to the appropriate contacts in RHA B healthcare facilities responsible for processing student placement requests.   Applications will be forwarded as they are received.
Those applications provided by students who are enrolled in high schools in the greater Saint John area will be processed by the RHA B, Saint John Zone Education Liaison.
While all efforts are made to provide a worksite placement experience to all applicants, the number of students provided a worksite placement will depend on number of applicants, the particular interests of each applicant, the availability of the student, and most importantly the availability of placements.
The goal of the placement coordinated on behalf of a successful candidate is to support, as much as possible, the career destination of the student identified during the application / interview process.

When placements are limited, the results of the interview questions will assist in determining the applicants that are placed.

In some instances, it may be necessary for students to participate to a second interview.  This occurs either when a specific Unit or Department requests to meet with the student(s) in question prior to placement commencement or when there is competition between students for one worksite placement opportunity.  A telephone interview will be scheduled by the Education Liaison with the student, as required, on behalf of the particular Unit or Department.
Students are discouraged from attempting to make their own placement arrangements.  The availability of student placements will be determined each Semester with Managers of individual Nursing Units and Departments identifying their ability to accommodate a high school student.
While availability may vary from one Semester to another for various reasons, certain restrictions remain constant:

· Priority for student placements will be given to College and University students requiring a practicum;

· Due to the nature of the clientele and/or nature of therapeutic treatment various Nursing Units and Departments will be unable to accommodate high school students;
· Due to the risk associated with the equipment/materials and the nature of treatment to patients various Nursing Units and Departments, will provide very limited exposure to high school students; perhaps a 1 – 3 hour job shadowing experience;
· Placement opportunities are limited to those Cooperative Education Students enrolled in the afternoon session as the majority of patient care on Nursing Units occurs in the morning session; and
· Placements on a Nursing Unit commence at 7:30 a.m. and students rotate between participating Nursing Units as identified by the coordinated schedule unless otherwise identified.
Offer of Worksite Placements
The RHA B healthcare facility contacts that process applications on behalf of students enrolled in high schools outside of the greater Saint John area will communicate their results directly to the Cooperative Education Coordinators and/or Teachers and to the Education Liaison simultaneously.

Subsequent to the application deadline, the Education Liaison will review the applications for the greater Saint John area, canvass for worksite placement offers and prepare a worksite placement rotation schedule.  The Cooperative Education Coordinators and/or Teachers of each participating School District will be advised of the results and be requested to inform the successful applicants by providing them with their worksite placement rotation schedule.  At this same time, students will be provided a list of contact names and phone numbers in order to communicate with the appropriate person(s) of each hosting Unit or Department.

Cooperative Education Coordinators and/or Teachers of each participating School District will be advised as soon as possible so that they may make alternative arrangements on behalf of the student not granted a placement if the need arises.

All subsequent negotiations on behalf of a student will occur between the Education Liaison and the Cooperative Education Coordinators and/or Teachers.
Health Assessment
Participation to student placements within healthcare facilities of RHA B, Saint John Zone is subject to providing proof of satisfactory medical examination.

All students must provide to the Education Liaison or delegate, on the first day of their placement, a note from their primary healthcare provider indicating that they are free from any communicable diseases and approved to work in a healthcare environment.  These doctor notes, along with a copy of the student placement schedule, are provided to RHA Employee Health.
Confidentiality
Participation to worksite placements within healthcare facilities of RHA B, Saint John Zone is subject to adherence to the Confidentiality Policy.  During the Orientation period, the student will be provided with a copy of the Policy, will be given satisfactory explanation and requested to sign the Confidentiality Declaration of Understanding.   The original of the signed pledge shall be filed in the appropriate student file.  Students shall review this policy to understand their personal responsibility in adhering to the policy and the consequences of violation.
Identification

RHA B, Saint John Zone Policy and Procedure identifies that students will be provided with a Student Identification Badge and be required to wear it at all times during their student placement.  While the first badge will be free of cost to the student, a replacement badge will be at a cost to the student if the badge is lost.  Lost badges should be reported immediately.

On the first day of the worksite placement, the RHA B healthcare facilities hosting those students enrolled in high schools outside of the greater Saint John area will take a digital photograph of each participating student and forward their pictures to Safety Services in Saint John for the processing of a Student Identification Badge.
During the classroom component of Orientation, students in the greater Saint John area will be brought to Safety Services to have their photo taken for their Student Identification Badge.  The badge will be available to the student for pick up at Safety Services within a couple of days; preferably around lunch time.
Students will enter the public entrance as their identification badge will not gain them access to employee entrances.  Identification badges will be provided to the students only for the time that they are participating to their student placement, therefore, students must return their badge upon placement completion.

Orientation
All students are required to complete the Student General Orientation on-line.  Students are encouraged to complete this homework prior to placement commencement.  The mandatory e-learning programs include the following:

· Active Offer

· Clean Hands:  Good Health

· Emergency Codes

· Introduction to Patient Safety

· MRSA:  The Basics

· Privacy in Healthcare

· Standard and Transmission – Based Precautions

· Workplace Hazardous Materials Information System (WHMIS)

RHA B, Saint John Zone’s Organizational Learning Department will be tracking student adherence in completing the e-learning programs.  The Education Liaison will follow-up with the Cooperative Education Coordinators and/or Teachers of those students who do not complete the mandatory e-learning programs.
For those students enrolled in high schools outside of the greater Saint John area, an onsite Orientation will be provided by the hosting Unit or Department.

For those students who are enrolled in high schools in the greater Saint John area, students will begin their worksite placement by participating in a 2-day classroom component in addition to the on-line homework component.
The purpose of the classroom component is to:

· review the content of the e-learning programs;
· collect medical notes;
· review policy & procedures;
· complete the Declaration of Understanding;
· tour the hospital;
· obtain pictures for the student identification badge;
· distribute lab coats; and
· facilitate educational opportunities.
When there are fewer than six (6) student participants, the format of the classroom component will be reviewed.
Evaluation of Worksite Placements
All students are required to access online, complete and submit the Worksite Placement – Post Placement Evaluation Form upon the completion of the worksite placement.  The completed evaluation forms will be provided centrally to the RHA B, Saint John Zone Education Liaison who will in turn share the results with the RHA B healthcare facility contacts.
Worksite Placement Pre-requisites / Expectations / Policies & Procedures

In accepting a worksite placement within a RHA B healthcare facility, the student must understand employer expectations and agree to adhere to RHA B, Saint John Zone Policy and Procedures.  The student will as well be responsible for any associated costs.
Parking

The availability of parking and associated costs differ from one RHA B healthcare facility to another.  It is important for students who intend to utilize their own vehicle to check with the Education Liaison or the hosting healthcare facility to learn whether parking is available and at what cost. 
Work Days 

The Cooperative Education 120 Calendar of each Semester, which is provided by the School District, identifies the dates which students report to work, the dates on which students report to school only and the dates on which School is closed.  In addition, Schools may be closed due to unscheduled circumstances.

Generally students would not report to work on those days when the School is identified as closed.  Any request from a student to report to work on a day which the School is closed must be supported by the School and negotiated with the individual Manager of the Unit or Department to which the student reports on those days.
Attendance & Punctuality
For the entire placement period, students are expected to be punctual when reporting to both class and to work.  Students must demonstrate responsibility for their daily attendance by notifying their Supervisor/Unit/Department of their absence.  Students will be provided a list of contact names and phone numbers in order to communicate with the appropriate person(s).

Privacy

An individual has a right to privacy in relation to the healthcare which he/she may seek or receive from the Health Authority’s staff.  Some patients may have objections to students participating in their care.  All students are required to request permission from the patient when they are observing / participating in their care.

Activities and Guidelines
While it is a goal of the RHA to provide a rewarding experience for the student, it is very important to provide a safe and therapeutic environment for the patient.  Students are expected to follow instructions and carry out only those duties assigned.

Scent Reduced Environment
Participation to worksite placements within facilities of RHA B, Saint John Zone is subject to adherence to the Scent Reduced Environment Policy.  During the Orientation period, the student will be provided with a copy of the Policy and provided satisfactory explanation.  Students shall review this policy to understand their personal responsibility in adhering to the policy and the consequences of violation. 
As students are expected to refrain from wearing scented products from the first day henceforth, please find following a summary of the Scent Reduced Environment Policy:

	Atlantic Health Science Corporation (AHSC) acknowledges its responsibility to provide; 

· A healthy and safe environment for all patients, staff, and visitors. 

· Community leadership in the promotion of health and prevention of disease.  

In keeping with these responsibilities Atlantic Health Science Corporation (AHSC) supports a clean air environment for all staff, patients and visitors. The Scent Reduced Environment Policy is intended to reduce the harm and/or irritation caused to individuals by personal scented products and environmental contaminants (including tobacco smoke, second hand tobacco smoke, cleaning and/or other building products).


Smoke Free Property
Participation to worksite placements within facilities of RHA B, Saint John Zone is subject to adherence to the Smoke Free Property Policy.  During the Orientation period, the student will be provided with a copy of the Policy and provided satisfactory explanation.  Students shall review this policy to understand their personal responsibility in adhering to the policy and the consequences of violation. 
As students are expected to refrain from smoking on RHA B property from the first day henceforth, please find following a summary of the Smoke Free Property Policy:

	Smoking is prohibited in and on all Atlantic Health Sciences Corporation (AHSC) owned, operated or funded property, facilities and vehicles. Any persons acting for, or on behalf of Atlantic Health Sciences Corporation (AHSC) will not facilitate patient/client smoking. 

This policy applies to all patients, visitors and general public on Atlantic Health Sciences Corporation (AHSC) property, Atlantic Health Sciences Corporation (AHSC) staff and physicians, volunteers, students, contractors, and all other persons acting on behalf of the organization


Infection Prevention & Control

During the Orientation period students will learn about the importance of infection prevention and control.  Infection prevention and control is the responsibility of every staff member.

Hand washing is the single most important means of preventing the spread of infection.  Posters can be found in key areas in each of the Health Authority’s healthcare facilities providing reminders and best practices of hand washing.  Likewise, alcohol hand rinse stations can be found throughout.  
Students who demonstrate signs of illness should refrain from reporting to work and return to work only when they are no longer contagious.  Students should report their absence/illness to their Supervisor/Unit/Department.

As certain Facilities/Units/Departments are closed to the Public due to illness, Cooperative Education Coordinators and/or Teachers of each participating School District will be advised of the public announcements.  The School, or ultimately the parent of the student, will decide whether the student is approved to report to work.  Students are generally not requested to refrain from reporting to work but will be removed from the infectious area.
Lab Coat
If the Nursing Unit and/or Department hosting the worksite placement requires that the student wear a lab coat, the student will be required to purchase from the Education Liaison a lab coat.  The lab coat is to be worn as prescribed by the Nursing Unit and/or Department during their worksite placement.  The cost associated for a lab coat is presently $12.00.
Dress Code
Participation to student placements within facilities of RHA B, Saint John Zone is subject to adherence to the Dress Code Policy.  Students are expected to dress appropriately for the entire placement period.  During the Orientation period, the student will be provided a copy of the Policy and given satisfactory explanation.  Students shall review this policy to understand their personal responsibility in adhering to the policy and the consequences of violation.

As students are expected to dress appropriately from the first day henceforth, please find following a summary of the Dress Code Policy:

	PROCEDURE

1. 
Uniforms worn in patient care areas or uniforms and other wearing apparel supplied/purchased by the employer for the employee’s use are not to be worn off the premises unless required in the performance of one’s duties.

Uniforms may be supplied to those employees who are entitled to wearing apparel in accordance with the terms of the applicable collective agreement.

When an employee terminates employment with AHSC all issued uniforms must be returned to the appropriate area in the facility.

Employees may be charged for uniforms which are not returned.
2. 
Jewellery, if worn, must be in keeping with safety and/or infection control guidelines.

3. 
Scented products are not to be used or worn.

4. 
Casual Days may be scheduled on special event days or to support fund raising initiatives except in patient care areas or where staff is directly involved in patient care. AHSC employees are encouraged to participate by displaying buttons and complying with specific dress codes within their department. Casual clothing such as shorts, sweat pants, leggings, halter tops, and beachwear is not permitted.

5. Head coverings are only to be worn where required by Infection Prevention and Control, safety policies, religious affiliation or working conditions.


	Attire/Appearance
	Appropriate
	Not appropriate

	Hair

Facial Hair
	Professional business styles and colours.

Clean shaven or neat and well trimmed beards and moustaches.
	Unnatural colours, excessive hair jewellery.
Prohibited with N95 masks.

	Makeup
	Minimal and tastefully applied.
	Excessive makeup.

	Fingernails
	Clean, natural, neatly trimmed and of moderate length.
	Well maintained neutral polish.  Artificial, extensions, gel nails Chipped and/ or bright coloured polish.

	Jewellery
	Limited and conservative such as necklaces, earrings, wedding and professional rings.
	All other.


	Body Piercing
	Earrings worn in the ears.
	Visible or distracting body and face piercing including tongue rings/studs.

	Footwear
	Safe, clean, well maintained & appropriate to the work being done or as identified in specific

departmental policies.
	Beach type sandals (flipflop shoes).


	Trousers/Pants
	Dress pants/slacks/capris. Blue jeans without holes on casual Fridays where permitted with casual day sticker.
	Casual or tight knit clothing such as Leggings, sweatpants, overalls, spandex / lycra, shorts, low cut pants that expose the midriff.

	Skirts
	No more than 15 cm (6 inches) above the knee when sitting.
	Mini skirts, Slit skirts where slit ends higher than 15 cm (6 inches) above the knee when sitting.

	Tops
	Collared dress/sports shirts/polo/golf shirts

Blouses/sweaters/ knit tops Turtlenecks.
	Spaghetti straps, tops that expose the midriff or cleavage. Sweat shirts (unless permitted by

department policy), halter tops.

	Tattoos
	Small unobtrusive, non offensive may be exposed.
	Large tattoos & those that may be considered offensive or insulting are to be completely covered.

	Under Garments
	Non visible to others.
	Braless look/visible underwear.
















































Education Liaison


Human Resources Dept


PO Box 5200


Saint John, NB  E2L 4L4


Tel: (506)  648-6775


Fax: (506) 648-6330














































































































