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eBook navigation

This is an interactive eBook - click the buttons to      
navigate through the information.

 Click the arrow below to start.

 Click each tab on the Main Menu page to review the 
information.

 Click the NEXT or PREV buttons to review additional 
information. 

 Click the MENU button to return to the Main Menu.

START

PREV NEXT
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Student faculty safety

1 Risk assessment tool

Select the form image below to access the online screening survey:

https://forms.office.com/Pages/ResponsePage.aspx?id=UHqECLT510mc1vTl3VODRNyCPJCfjHlAhmABRXzj28pUMjJZRDhZMVc5TTJYQUQyOERCMkJKVUg3Vi4u
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Student faculty safety

2 Pre-shift screening process

In order for you to be able to come to work without fear of being exposed to the 
COVID-19 virus, a pre-shift screening has been implemented.  All team members 
working within our North Carolina Hospitals, including contract team members, will 
need to complete the pre-shift COVID-19 symptom screening before reporting to 
work.

Each day, you will complete the pre-shift questionnaire on your smartphone and 
register your temperature within 2 hours of your shift start time.  You will display your 
results when entering the designated team member entrance at your facility.  Visit 
this site to complete your pre-shift questionnaire:

www.NovantHealth.org/preshiftscreening

If you do have access to a thermometer or smartphone, paper screening documents 
and thermometers will be available.  Random temperature checks will be performed 
as an additional level of safety.   Please allow additional time to get to work and 
complete the screening process within the 2 hour of your shift. 

Other resources:
• Paper screening tool: (need acute form)
• Temperature check template: (need acute form)

Random temperature checks
The screening station team members will perform random temperature screenings on 
team members and providers throughout the day.  Team members or providers who 
exhibit a temperature of 100.1 or greater while working should contact EOH and will 
be sent home.  

http://www.novanthealth.org/preshiftscreening
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3
Pre-shift screening process; cont.

N/A – full screening to take place upon arrival at 
hospital

Vendors, contractors, or other non-NH persons 
working within a hospital must complete the online 
screening tool.

Vendors, contractors, 
and others working 
within Novant Health 
hospitals

Vendors, contractors, 
and others working 
within Novant Health 
hospitals

Present green check result to designated team 
member upon arrival at hospital; visitors at multiple 
sites only need to complete one screening per day.

Student faculty safety
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4 Pre-shift screening process; cont.






If you receive a red check, then you should NOT report to work. 
Your questionnaire results will be routed to EOH through the app for follow up. You 
should follow up with EOH and notify your Supervisor or Manager that you are unable to 
report for the shift due to receiving a red check. Complete the following form and EOH 
will follow up with you and provide guidance on next 
steps: https://www.novanthealth.org/intakeformcovid19

If you receive a green check, then you should report to work. 
Open the app and display the green check on your smart phone as you enter through the 
designated entry point. The green check should be valid and completed within 2 hours 
of your shift start time.  The app will display green for 12 hours.  Once 12 hours has 
passed, you will be required to complete the process again.

If you receive a yellow check, then you should report to work. 
If due to feeling feverish and have no access to a thermometer you should work from 
home until you can get access to a thermometer. You may also receive a yellow check if 
you have symptoms, but they are not considered to be symptoms of COVID-19 (e.g. 
runny nose). You will need to wear a mask during your full shift. You may receive a call 
from EOH regarding your current symptoms. 

Team members may review the pre-shift personal verification screening process by 
accessing the link below. Team members will use their NH email address to log in and 
vendors without an NH email address will need to use a personal email address.  

https://vimeo.com/408148131

What actions should I take based on the checks?

Video demo on the screening process

Student faculty safety

https://www.novanthealth.org/intakeformcovid19
https://vimeo.com/408148131
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5 Universal masking

All student and faculty working in a hospital or clinic should wear a mask. 

Team members who work within 6 feet or with patients for 10 or more minutes are 
considered patient-facing and should wear a surgical or procedural mask issued at the 
start of each shift.  

All other team members should wear a cotton mask per the nonpatient-facing team 
member guidelines. 

For more information, see Use of PPE.

http://iconnect.novanthealth.org/News/Documents/_COVID19/Masking%204.20.2020.pdf
COVID-19 Masking reference 

Student faculty safety

MENU

http://iconnect.novanthealth.org/News/Documents/_COVID19/Masking%204.20.2020.pdf
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6 If you think you have been exposed…

Student faculty safety

MENU

Click the document image below to access a copy of the document:

http://publicweb.novanthealth.org/!RecoveryGuides/NH_EOH_student_faculty_preceptor_process_062520.pdf
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1 Be prepared with hospital signage

Poster size: 11” x 17” 
Laminated flyer/seat blocker size: 8.5” x 11” 

Floor stickers, option 1 -
noncarpeted flooring; option 2 –
carpet flooring

Horizontal & vertical options (8.5” x 11”), for 
use with masking stations

Laminated horizontal 8.5” x 11” sign for areas 
where water fountains are turned off

Hospital preparation
Hospital

MENU
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2 Preparing Hospital areas:  Exam room, Procedure room, 
and imaging

• Place all nonessential items on countertops inside of drawers or cabinets (canisters, 
swabs, bandages, etc.)

• Place most common used items at front for ease of access.

• Only place items such as otoscopes and ear/nasal speculums in holders on 
countertops.

• Ensure appropriate cleaning supplies and PPE available in each room.

• Ensure sharps containers are less than 3/4 full - if close, replace with new container.

• Ensure any patient supplies (table paper, pillow covers, gowns, stirrup covers) are 
stocked in exam tables or cabinets.

• Ensure soap and hand sanitizer dispensers are available and in working condition.

• If computer keyboard does not have a cover, consider placing plastic wrap over 
keyboard and replace after each use.

• Blood pressure cuffs, and any other items with soft surfaces, should be placed in 
drawers and cleaned after each patient.

• Infusion areas - Space infusion chairs at least 6ft apart.  
• Medication/lab carts:  all items placed inside drawers - nothing stored on top of cart.  
• Ensure any linens are stocked and easily available for team member to access for 

patient.  
• Exam Curtains:  Assess Hospital need.  If not needed, remove.  

If needed, should be sprayed with Sani-24 spray and allowed
to air-dry between each patient and at end of day.

Hospital preparation
Hospital

MENU
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3 Preparing Hospital areas:  Nursing station
 Remove clutter from workspaces and countertops.  Remove personal items from 

countertops.
 Gather and store items for multiple team member access such as pulse ox, thermometers, 

etc., in location to minimize exposing other items or surfaces.  Ensure alcohol wipes or other 
appropriate cleaning wipes are easily accessed to clean between each patient.

 Ensure appropriate PPE is stocked and readily available for team members.

 Remind team members no food or open beverages in work area.

 If shared keyboards and no cleanable cover, consider covering with plastic wrap to be 
replaced after each use.

 All furniture must be wipeable with no tears
 Place any unnecessary furniture (including cloth covered chairs) in location away from 

use - rope off if needed to store in lobby corner and use signage.
 All furniture is spaced out with a minimum of 6 feet in between - denote placement 

on floor so visible to patients.
 Place all nonessential items on countertops inside of drawers or cabinets (remove 

baskets of draw supplies from patient space.)
 Remove items such as urine cups and wipes, sharpie pens, etc. from baskets in 

common lab area or restrooms.  Store inside cabinets and provide to individual 
patient. 

 Have labels available to label urine cups for patient prior to entering restroom to 
collect specimen.  

 Remind team members to label specimens in front of patient and ask patient to verify 
information correct.

 Ensure PPE and cleaning supplies as well as green is clean ribbon stocked for use  
 Remove paper towel or absorbent towel from urine pass-through so space easily 

cleanable.
 Remind team members no food or open beverages in work area.
 Remove patient nourishment and nourishment refrigerators.  Have bottled water and 

individually wrapped snacks available to provide patient as needed.

. 

Preparing Hospital areas:  Lab and phlebotomy spaces4

Hospital preparation
Hospital

MENU
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5 Preparing common areas:  Team member restrooms

 Stock hand towels, tissue, hand soap and hand sanitizer and ensure dispensers are in
working condition and have adequate product.

 No extra paper towels/toilet paper sitting outside of the holders

 Ensure appropriate cleaning supplies and appropriate PPE readily available.

 Remind all team members they are responsible for cleaning as they leave space.

.

http://iconnect.novanthealth.org/News/Documents/Green%20Is%20Clean%
20Poster%20(3).pdf#search=Green%20is%20Clean

Learn more about Green is Clean 

Green ribbon - Ariba as item # 557209 and is in-stock at the NHLC

Hospital preparation
Hospital

MENU

http://iconnect.novanthealth.org/News/Documents/Green%20Is%20Clean%20Poster%20(3).pdf#search=Green%20is%20Clean
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6 Green is Clean 

Is

Hospital preparation
Hospital

MENU
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Patient safety - Hospital cleaning

Hospital cleanliness is one of the most important things we can do to help our patients 
feel welcome and safe when they arrive at our facilities.  Cleanliness is a team effort! 
Our environmental services teams are on-site 24/7 should cleaning needs arise.

1 Hospital cleaning and safe processes

MENU
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2 Hospital cleaning and safe processes

Be aware of the disinfection to be used in your areas.  Use the below gird to assist in 
your cleaning plan.  Remember to wear gloves when using this agents when indicated.

Patient safety - Hospital cleaning

MENU
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Managing patient paperwork

• Team member should wear gloves when handling patient items.
• If patient signature is necessary, follow this process:

• Designate a drawer/location where patient handled paperwork can be 
placed out of common workflow for papers to be placed until infectious 
timeframe has passed.

• Paperwork may be scanned into the medical record after 72 hour 
infectious timeframe has passed

• Use plastic clipboard and clean after every use.
• Provide pen for patient signature.  Consider giving pen to patient.  If cost 

prohibitive, clean pen with appropriate cleaning wipe.
• Place paperwork in designated infectious storage location.  Remove plastic 

wrap from clipboard. Remove gloves.  
• Sanitize hands and don clean gloves.
• Wipe drawer handle and drawer face with appropriate wipe.  
• Wipe clipboard and pen (if applicable).  Allow both to air dry.  Remove 

gloves and sanitize hands
• After kill/dry time, place new plastic wrap on clipboard to be available for 

next use.  Place in a designated clean area until needed for use.  

3 Hospital cleaning and safe processes

Patient safety - Hospital cleaning

MENU
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Use of PPE

1 PPE donning steps

MENU

Click the document image below to access a full-size copy of the 3 page document:

http://publicweb.novanthealth.org/!RecoveryGuides/PPE_Sequence.pdf
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Use of PPE

2 I am working the front desk.  What PPE should I wear?

1. Procedural or surgical mask 
2. Gloves (when handling 

patient items)

I am working the check-out desk.  What PPE should I wear?

1. Procedural or surgical mask 
2. Gloves (when handling 

patient items)

MENU
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3 I am working in the patient room.  What PPE should I wear?

1. Procedural or surgical mask
2. Gloves
3. Gowns (if PUI or COVID +)
4. Goggles or face shield (if

PUI or COVID +)

I am the provider in the Hospital. 
What PPE should I wear?

1. Procedural or surgical mask
2. Gloves
3. Gown (if PUI or COVID +)
4. Goggles or face shield (if

PUI or COVID +)

Use of PPE

MENU
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4 Wear a mask

Is it mandatory for me to wear a mask at work?

 Yes. All team members in North Carolina are now required to wear a mask at work — this
is part of our new normal in all Novant Health facilities to keep us all safe.

 The Centers for Disease Control and Prevention recommend that everyone who enters a
healthcare facility wear a mask (cloth or procedural).

How do I get a mask?
We encourage nonpatient-facing team members to bring in and wear a clean cloth mask 
from home. If you do not have one, a mask will be provided to you.

 If you work at a Hospital, masks for nonpatient-facing team members will be
distributed during the pre-shift screening process.

 If you work in a corporate or administrative area, we encourage you to work remotely,
if possible, to conserve hand sanitizer and personal protective equipment (PPE) for
team members on the front line. If you must come into the office, please bring in a
mask from home until your cloth Novant Health-branded mask is delivered to your
home address in mid-May.

Use of PPE

MENU

Click the image to access 
a printable document.

http://publicweb.novanthealth.org/!RecoveryGuides/2279_Masking_graphic_posters_highres.pdf
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5 Patient-facing masking

Given the widespread community transmission of COVID-19, we have taken additional 
steps to protect our team members, providers and patients. All team members who 
work within 6 feet of patients for 10 or more minutes should wear a surgical or 
procedural mask.

Why are we moving to patient-facing masking?

This patient-facing masking approach will protect our team members and patients 
should they come into contact with anyone who may be asymptomatic or whose 
symptoms have not yet been identified as the result of a COVID-19 infection. 

How will patient-facing masking work?

Patient-facing team members should wear a surgical/procedural mask.  One surgical or 
procedural mask will be issued at the start of each shift. The issued mask is to remain 
properly in place on your face and only be changed when the mask becomes visibly 
soiled or damaged. 

Team members are asked to be mindful of conservation 
needs and strictly limit activities which would require 
removal of the mask.

Be sure to wash your hands frequently. Masks should be 
maintained in place on the face for prolonged periods
— not hanging under the nose or mouth.

Once the procedural or surgical mask has been removed it should not be reused.  A cloth 
mask should only be worn outside of patient care settings, such as in the break room.

Who does patient-facing masking apply to?

All team members who are working on site in acute settings with patient contact will be 
asked to wear a mask they will be issued for the duration of their shift. If you work 
within 6 feet of patients for 10 or more minutes, then you should wear a mask.

Use of PPE

MENU
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6 Nonpatient-facing team member masking

• Nonpatient-facing team members can wear nonmedical grade masks, such
as reusable cloth masks. You may be given surgical or procedural masks until
enough reusable cloth masks are available from our suppliers. If you work
within 6 feet of another person for greater than 10 minutes, each person
needs to wear a mask — even while working. If you can maintain 6 feet of
separation while working, the masks can be removed. Also wear your mask
when walking around the building — you don't know who you may interact 
with and it demonstrates we are all in this together.

How do I prevent self-contamination while wearing a mask?
As a reminder, everyone who receives a mask should follow best practices to 
prevent self-contamination:

• Continue to wash your hands frequently and follow social distancing rules.
• Always keep the mask over your nose and mouth — it should never dangle

around your neck.
• Remember, the mask's primary purpose is to keep any germs you may have

from spreading to others as you talk, cough or sneeze. It also may keep you
from touching your face. By preventing you from touching your nose and
mouth, the chance of transmitting germs to yourself decreases significantly.

• If your mask is a reusable cloth mask, wash it in the laundry on hot after each 
shift so it's clean and ready to wear the next day.

Learn more: http://nh.team/universalmasking

Use of PPE

MENU

http://s2.bl-1.com/h/cQSQDydB?url=http://nh.team/universalmasking
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7 Do I need an N95 mask?

Only healthcare professionals who will be performing aerosolizing generating procedures 
should be wear an N95 mask.  Prior to wearing a N95, the individual must be fit tested to 
ensure a proper fit.  You may contact the NHMG Education Dept for assistance if you feel 
you will need to be fit tested.

If your Hospital will be collecting COVID-19 specimens, you will need to wear a N95 mask.  
Hospitals are encouraged to screen patients for symptoms of COVID-19 prior to the 
appointment and direct patients to locations where testing can be accomplished.  

If you have questions about the type of mask you should be wearing, please reach out to 
your Hospitalal administrator.

Aerosolizing Generating Procedures (AGP)
http://iconnect.novanthealth.org/News/Documents/_COVID19/Aerosolizing%20Procedur
es%20and%20Sign_updated_03302020.pdf

8 Wearing gloves for your protection.

 Team members should wear gloves when coming in contact with patient items
(insurance cards, forms) and when providing patient care such as taking a blood
pressure.

 Don your gloves when you enter the exam room in front of the patient.  After
completing the task, remove your gloves and wash your hands or use hand
sanitizers.

 Never wear your gloves from patient to patient.  Always discard your gloves in the
patient room prior to leaving the room.  Again remember to wash your hands for 20
seconds or gel with hand sanitizers.  Let the patient see you washing your hands.  It
builds trust and confidence in their care team.

Use of PPE

MENU

http://iconnect.novanthealth.org/News/Documents/_COVID19/Aerosolizing%20Procedures%20and%20Sign_updated_03302020.pdf
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9 When should I wear a gown?

Use standard precautions when considering when to apply a gown. 

A gown is indicated when you suspect the patient may be a PUI.  An isolation gown should 
be donned as soon as symptoms are identified.  

When doffing the gown, it should be removed in the room and not worn for extended use.

Use of PPE

MENU
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Hospital workflows

1 Hospital arrival
• The hospital, offers the patient a mask, introduce self, and explain the process

to the patient of what to expect.

• Remember to follow the Warm Welcome Always Event

• Patient comes to front desk for sense of “normalcy.” Spots marked 6’ apart in
case anyone is waiting with special stickers

• Front desk should have glove or hand sanitizer

2

Limiting lobby use
 May be needed for patients who come by public transportation or do not have

a cell phone

 Designate a small assigned area of our lobby with marked seats 6’ apart.
Remove chairs to designate limited seating (or turn some chairs backwards).
Consider some grouped chairs together designated for patient + visitor.

 The Hospital team member takes the patient back as quick as possible,
remembering to utilize the Lobby Invitations Always Event

 A will team member clean the lobby area that was utilized.

 Remember to update patients on wait times as applicable

Bringing patients back to triage / exam rooms
 Team member meets patient at the door to take back.

 The patient goes straight to the exam room for visit.

 Exam room has visible indication that it has been cleaned for patient.  Talking
points: “We have cleaned this room in preparation for you coming. We want to
make sure that you know that you are safe here.”

 Collect updated insurance card and cash if needed.

MENU
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End of visit
While the patient remains in the Hospital:

 Consider having the Hospital team member scheduling the follow-up
appointment in the room with patient

 Consider suggesting the patient utilize MyChart to schedule their follow-up
appointment

Ask patient their preference on receiving their AVS
 If patient needs it printed, consider giving the patient the AVS while the

patient is in the room
 Or, send to them through MyChart. If the patient does not have MyChart,

provide information about MyChart or help patient sign-up

3

“We are here 
for you”

Hospital workflows

MENU
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 Green is Clean
http://iconnect.novanthealth.org/News/Documents/Green%20Is%20Clean%20Poster%20(3).p
df#search=Green%20is%20Clean

 Green ribbon - Ariba as item # 557209

 Tip sheet for Credit Card on file:
http://teamportalprod1.novanthealth.org/dimensions/ref/pmreference/Front%20Desk/Saving
%20a%20Credit%20Card%20on%20File_CAD0062.pdf#search=credit%20card

 Antimicrobial sleeves for iPads and tablets  Ariba #APS812B

 Easy Screen wipes for cleaning electronic devices and charging cords Ariba #485974

 Hospital Cleaning Checklist for Recovery Phase during COVID-19

PREV NEXT

Resources

http://iconnect.novanthealth.org/NMGPractices/HospitalMgrResources/Documents/Final%2
0NHMG%20Covid%2019%20Cleaning%20Checklist%20to%20Post.xlsx

MENU

http://iconnect.novanthealth.org/News/Documents/Green%20Is%20Clean%20Poster%20(3).pdf#search=Green%20is%20Clean
http://teamportalprod1.novanthealth.org/dimensions/ref/pmreference/Front%20Desk/Saving%20a%20Credit%20Card%20on%20File_CAD0062.pdf#search=credit%20card
http://iconnect.novanthealth.org/NMGPractices/ClinicMgrResources/Documents/Final%20NHMG%20Covid%2019%20Cleaning%20Checklist%20to%20Post.xlsx
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If you receive an error message when trying to order Novant # 557209 Tape Flagging Fluorescent 
Lime Green 150 Ft, please follow the three steps below.

1. Contact Supply Chain Customer Service

 For urgent requests call 877-308-7101
 For non-urgent requests submit a Service Portal > Supply Chain ticket

2. Please state the following "I have a GL Account error on Novant # 557209 Green Tape.  Can you
please have GL Account # 061138 linked to my Cost Center # <provide the cost center # for the
ordering Hospital?“

3. Once either Supply Chain or Finance to confirm that the accounts have been linked, please wait
2 hours and then try to submit the order again.

EXIT MENU PREV NEXT

Resources
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