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 Glossary

90-Day Communication Tool—Communication tool to provide impacted stakeholders with project related information. The tool includes dates and information on upcoming events, project milestones and related activities, who is impacted and involved in these activities, education and project information, and fun facts about the project or project team.

Building Readiness—Term to describe the state of readiness for physical aspects of the project including construction-related activities such as mechanical, electrical, plumbing, temperature control, major equipment installation, building management systems, and safety systems.

Building Turnover—The milestone at which the contractor delivers the building to the owner.

Certificate of Occupancy—Document issued by a local government agency or building department certifying a building's compliance with applicable building codes and other regulations, and indicate the building is in a condition suitable for occupancy.

Champion—Group of individuals selected from each impacted department to support the various activities throughout the Transition and Activation Planning process. Champions receive additional training and orientation and serve as the new department resource to their department.

Communication Plan—Plan includes internal and external communication expectations, methods, and responsibilities.

Construction Safety Orientation—Training to teach people how to safely conduct themselves in an active construction zone.

Critical Path Line—Highlights key dates and the activities and milestones that are high-risk or problem-prone that may impact the project schedule.

Culture—The shared set of values, common beliefs, social ideas, and the collective perceptions held by employees within an organization or group.

Decisions Document—A communication tool to inform all stakeholders of key project decisions. Information includes: what decisions were made, who validated the decision, when the decision was made, the rationale for the decision, and if the decision has an impact to the transition or operational budget.

Dress Rehearsal—Use of interdisciplinary simulation-based exercises aimed at replicating day-to-day operations in the new healthcare environment before Day 1 Activation to validate training the champions received.

Early Access—The time prior to building turnover during which designated staff are allowed access to the building to begin Building Readiness activities.

End-users—Frontline staff who are responsible for performing day-to-day activities to support department operations.

Fit-up Period—The building is transformed from a finished construction building/project to a facility ready for use (or ready for patient care).

Go/No-Go Assessment Tool—Document to track readiness at a high level and identify any deal breakers for Day 1 Activation and is broken down by categories of Building Readiness, People Readiness, and Documentation Readiness.

New Facility Orientation—Orientation provided to occupants of the new facility related to new fire and life safety elements such as entrances, egress points, and paths of travel.

Owner Furnished, Contractor Installed—Equipment, fixtures, or components of a system procured by the facility and installed by the contractor during the construction period.

Owner Furnished, Owner Installed—Equipment, fixtures, or components of a system procured by the facility owner and installed by the facility owner or a vendor hired to complete the installation.

Planning Phase—This phase of the project can occur anywhere from 3 to 10 years before Day 1 Activation in the new facility. It includes the development of the strategic plan, master plan, environmental assessment, and the business analysis.

Project Dashboard—Provides overall project metrics of key performance indicators and relevant project information such as decisions that impact operations, project status, changes in equipment or systems, updates to the project schedule, and key dates and milestones.

Project Plan—Provides guidance on how a project will be implemented, managed, and controlled.

Project Roadmap—24-Month tool that includes detailed Transition and Activation Planning activities broken down by project topics.

Punch List—List of minor construction activities that needs to be completed at the end of a project before the general contractor's scope of work is considered complete.

RACI Matrix—The matrix will clarify who is Responsible, who is Accountable, who needs to be Consulted, and who needs to be Informed about information and decisions.

Stakeholders—Anyone who is impacted by the Transition and Activation project.

Task List—Outlines the work breakdown structure required for successful completion of the project.

Temporary Certificate of Occupancy—Document issued by a local government agency or building department when project-specific circumstances do not allow for final inspection approval, but the building is safe and permittable to occupy in the interim.

The Activation Phase—During the Activation Phase the focus changes from “planning” to “doing.” This phase begins six to eight months before the move and activation and is where the building is transformed from a construction project to a live, interactive healthcare facility.

The Construction Phase—During the construction phase, the facility engages a contractor who along with subcontractors, will build the new facility according to the architectural plans and requirements.

The Design Phase—During this phase, the architects complete the schematic design concept and the design development documents.

The Stabilization Phase—This phase includes the immediate postmove activities and lasts three to six months. The facility focuses on stabilizing ongoing operating procedures, refresh and focused orientation and training, facility issue management, and project close out.

The Transition Planning Phase—This phase occurs in parallel with the construction of the new facility. It includes engaging stakeholders to plan and validate facility readiness, people readiness, and documentation readiness for the new facility.

Transition and Activation Budget—The discrete costs directly related to the activation of a new facility.

Transition and Activation Planning—The process of planning, implementing, and evaluating the physical (Building Readiness) and Human Resource (People Readiness) components that support the opening of a new clinical space or building. The plan supports the organization's goal of taking the building from design and construction to a live and operational facility.
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Kitchen
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The committee purpose is to provide structure for the reporting of task status assigned to the Patient Care Transition Committee. The committee

will meet monthly and task status and issues requiring escalation will

Activities, Duties and Responsibilities

be reported to the Transition Committee and/or the Steering Committee.

Deliverables

Develop operations plans including patient flow; path of

Operations plans including new workflows, communication processes, supply

Medical Surgical Departments .

Pediatrics . House Supervisor
Women'’s Health . Infection Prevention
Critical Care . Medical Staff

Emergency Department

1 travel; communication process; standardization of space locations, and room use

> Review and validate new and reuse equipment, IT, telecom, Validated medical and non-medical equipment, IT, telecom, furniture, and
and furniture lists other required other lists

3 Finalize room numbering, department naming conventions, Department names and room numbers/numbering convention, Patient
and patient population service location plans Population Location Plan
Update or develop policies and procedures based on new .

4 operations, equipment or systems Updated Policies and Procedures, emergency protocols and responses

5 Develop department specific orientation and training content Orientation and Training plan and templates for all training required
for staff and providers.

6 Develop or.update staffing plans for transition period and day Staffing plan for training and day one operations
one operations

7 | Prepare for regulatory survey Department specific training materials for regulatory survey

8 | Participate in the development of patient move plan Patient Move Plan

M bership- Representatives from the following departments

Chair(s): TBD

Ad Hoc Members:

Respiratory
Patient Access
Case Management
Others TBD

Metrics and Commu ations

Task List: Completion rates reported monthly during committee meetings; issues escalated and resolution, status for specific deliverables:

hiring, staffing, policies, training, survey prep, move day prep

Updates: Monthly project updates, site photos, 90-day look ahead, follow up from previous month, decisions finalized and work in progress
will be communicated at staff meetings as appropriate and at quarterly Town Hall Meetings
Deliverables: Posted to the Transition Planning shared site monthly
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Patient Care Validate standard work for patient
. e Med/Surg Station s Ho arrival/ready notification 2 Open
2 F Lab 23-45 Yes Yes yalldate specimen pass through workflow P Open
Bathroom in restroom
3 WF Security Waiting Room|  No No Copflrm who would escort patient out into 2 Open
waiting area
4 F Waiting Room| Waiting Room| Yes No Broken floor tile 2 Open
5 E Laboratory 1st Floor No No Missing spill kit 2 Open
6 WF ED 1st Floor No No Validate chart transfer drop off for triage 2 Open
and transfer
7 T Pharmacy Ground Floor No No Eye wash station training needed 2 Open
8 Q Pre-op 56-78 Alcove | No No Can/Should there be a lock on blanket 3 Open
warmers?
9 E Med/Surg gﬁ;:j(‘)yclean Yes Yes Validate location of isolation supplies 2 Open
10 T cU Patient Yes Yes Understand lighting controls; confirm all P Open
Rooms | work as expected
Isolation Ensure staff understands isolation
1 T Med/Surg Rooms Yes No workflow including training on monitors. Open
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Please print legibly:

Name: Employee #
Title: Department / Unit:
Activity

Fire and Life Safety:

Location of at least one fire extinguisher and one fire alarm pull
Location of at least one medical gas shut-off valve

Main Stairwells and Elevators

Disaster Muster Point

General (List new amenities below):

Building Connection(s)

Gardens or overlooks

Cafeteria

Family spaces, waiting rooms, visitor lounge

On-stage versus Off-stage paths of travel

Public and Employee entrances/exits, after hour entrances

Parking Elevators

OO0 00000 0000

Other

As the person signing this form, | verify that | have completed all portions of the above New Facility Orientation
Walkthrough Checklist and completed the tour of the main building.

Signature of Employee Date

Signature of Tour Guide/Validator Date
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Personnel
Resources/Costs

Supplies and Materials

Miscellaneous

Internal: transition planning team, temporary surge
staffing, existing staff orientation and training, and staff
backfill

External: planning consultants, equipment specialists and
testing/certification support, contract staff, and vendors

Consumable supplies to support activation activities (e.g.,

meeting materials, training materials, cleaning supplies,

linen, etc.)

Training materials and documentation (e.g., computer

learning modules, printing, supplies, etc.)

Rental Equipment and Devices (e.g., physiological

monitors, beds, IV pumps, etc.)

Utility expenses: electric, water, gas, etc.

Communications and Marketing:

e Internal: Staff engagement/recognition materials,
maps, guides, flyers, and newsletters

e External: advertising, community notification, service
recovery, and commemorative gifts

New facility utility expenses, rental or additional space
for mockups or additional staff

Medical equipment licenses

Software and system licenses

Regulatory filings, application fees, and year-one bed
licensure fees
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Access and Security
Campus, facility, and 1°t point
of contact

Patient Flow Processes
Admissions, registration,
treatments, diagnostics,
procedures, transfers, and
discharge

Communication

Processes and devices used to
communicate with the
patients and healthcare team

Path of Travel

Staff, patients, visitors,
vendors, materials, supplies,
equipment, and removal of
waste

Unit Standardization
Standardization for use of
common work areas, exam
space, and support rooms

Code Response

Review and update of medical
and non-medical code
responses
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