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Our Mission 
St. Vincent Healthcare is a not-for-
profit acute care hospital operated by 
the Sisters of Charity of Leavenworth 
Health System founded in 1898. We are 
a faith-based hospital, and our service to 
the community is based upon our 
statement of Mission: 
 
 

 
 
 
 
 
 
Our vision is: 
 
Inspired by our faith, 
 We will be distinguished as the premier person-centered health system and 

trusted partner. 
 We will share accountability with clinicians and other stakeholders to 

coordinate care across all settings and improve access, quality, health outcomes, 
and affordability. 

 We will grow as community-based health networks to serve more people in 
partnership with others who share our visions and values. 

 
 
Our mission is carried out through these core values: 
● Excellence – We set and surpass high standards. 
● Caring Spirit – We honor the sacred dignity of each person. 
● Integrity – We do the right thing with openness and pride. 
● Safety – We deliver care that seeks to eliminate all harm for patients and 

associates. 
● Stewardship – We are accountable for the resources entrusted to us. 
● Good Humor – We create joyful and welcoming environments. 

We reveal and foster God’s healing love 
by improving the health of the people and communities  
we serve, especially those who are poor and vulnerable. 
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Dress Code 
 
● Policy:  Appearance – Apparel – SVH (HR) 

● A clean, professional appearance is required. 

● No artificial nails in direct patient care areas. 

● Hospital-issued identification badges must be worn while on campus in the role 
of a student. 

● Scented personal items such as perfume and cologne must not be excessive, and 
is discouraged 

● Shoes must be clean, quiet, and in good repair.  No Crocks with holes on the 
tops or sandals are allowed in direct patient care areas. 

 
Safety 
At St Vincent Healthcare, safety of our patients, associates and students is of 
upmost importance. To help insure this safety, 
we have a number of procedures we require 
you follow while on our campus. 

 
Infection Control 

 
 Hand hygiene is the single most 

important thing we can do to prevent 
the spread of infection. Clean hands 
with hand rub or wash thoroughly. 

 We at St Vincent Healthcare use Standard Precautions to protect ourselves 
and our patients from infection. 

 We also use Transmission-Based Precautions as extra protection when 
infections could be transmitted. There are three types of Transmission-Based 
Precautions: 

 
● Airborne (protects against transmission of diseases such as TB) 
 
● Droplet (protects against transmission of disease such as influenza) 

 
● Contact (protects against infections such as those that are resistant to 

antibiotics) 
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Risk of Exposure 

 
 The risk to patients is the transmission of infection from patient to patient 

or from healthcare worker to patient. 
 The risk to healthcare workers is the transmission of infection from 

patient to healthcare worker or from healthcare workers to each other. 
 If an exposure to blood or body fluid (including a needlestick) occurs: 

 
● Immediately wash/rinse the area 
 
● Report exposure to supervisor right away 

 
● Contact Occupational Health or call Health Access at extension 6794 

and they will arrange for OCC 
Health to meet you in the ER. 

 
● Occupational Health will help 

you complete reports and 
schedule follow-up visits 

 
Hazardous Chemicals 
 
 By law, hazardous chemicals are labeled with information about the 

chemical’s identity, manufacturer, and any hazards. 
 
 Manufacturers must provide a Safety Data Sheet (SDS) for each 

chemical, providing detailed information about the chemical. At St. 
Vincent Healthcare, all SDS sheets are available online through 
computer workstations in the hospital. 

 
 OSHA requires that those working with possible hazardous chemicals 

understand the hazards of the chemicals, label and SDS information, and 
how to recognize hazardous chemicals and protect themselves. 

 
 Spills and leaks within a hospital should not be assumed to be harmless. 

If you should come across a spill you cannot identify, do not attempt to 
clean it up yourself. Notify Housekeeping immediately—housekeepers 
are trained in proper spill clean up techniques. 
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Fire Safety 
 
What causes fires?  Fires are only possible when Fuel 
(wood, paper, gas, etc.), Heat, and Oxygen are combined in 
the fire triangle. 

 
The most common causes of workplace fires are: 

 Improperly used or maintained electrical equipment 
 Careless use of space heaters 
 Improperly used or stored flammable liquids 
 Poor housekeeping 

 
We help prevent fires at St Vincent Healthcare by: 

 Checking all electrical equipment regularly 
 Storing and maintaining 

chemicals properly 
 Managing a clean and safe 

environment 
 Maintaining a preventive 

maintenance program 
 Conducting regular in-service 

programs 
 Scheduling regular fire drills 

 
If a fire alarm goes off while you are in the hospital, automatic doors will close. 
Please do not go through any of these doors until you hear the all clear 
announcement. The fire doors are meant to contain fire and keep it from 
spreading. 
 
Some of the ways we are protected from fire are: 

 Steel and concrete construction 
 Non-combustible materials 
 Enclosed vertical openings 
 Fire doors and smoke barriers 
 Exit lights 
 Sprinklers, smoke detectors, manual alarms 
 Fire extinguishers 
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While you are at St Vincent Healthcare, please make sure you know where 
the fire alarms and extinguishers are located in the area you are assigned. 
 

Here are some important facts about fire safety: 
 Fire is Fast -- it may take just three minutes to go from a tiny flame to a 

raging, all consuming inferno. 
 
 Fire is Hot -- A fire’s intense heat can sear lungs and fuse clothing to skin. 

Heat rises. In a fire, temperatures can vary from 90 degrees F near the floor 
to a lethal 600 degrees at eye level  

 
 Smoke Can Kill -- Fire can create thick, black, blinding smoke containing 

toxic gases that can kill within minutes. Carbon monoxide causes 75 percent 
of all fire deaths. Smoke rises to the ceiling, forming a dense cloud that slow 
descends. Beneath it you can still see and breathe.  

 
What is RACE?  RACE is an acronym we use at St. Vincent to help us 
remember what to do in case of a fire: 

 
 R = Rescue/Remove Patient. The situation will dictate how the patient is 

moved.   
 A = Activate Alarm. Know where the location of 

the nearest fire alarm is. 
 C = Contain All Doors to prevent fire and smoke 

from spreading. 
 E = Extinguish Fires. Small fires only. Don’t waste 

time trying to put out a fire that is too big for you to 
handle. Remember, fire spreads quickly. 

 
Another acronym we use is PASS.  PASS helps us to 
remember how to use a fire extinguisher Stand 6-8 feet 
away from the fire and: 

 
 P = PULL the pin. 
 A = AIM low at the base of the fire. 
 S = SQUEEZE lever below the handle. 
 S = SWEEP from side to side  

 
Fire extinguishers are heavy—don’t try to use one if it is too heavy for you to 
comfortably lift. 
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Electrical Safety 
 

The main safety feature of the hospital for electrical safety is the third prong on 
the plug—the grounding prong! This prong should always be in place and 
should never be broken off or removed. If the prong is missing or damaged, 
contact an Engineer immediately. 

 
Tobacco Free Campus 
 

 No tobacco use is permitted inside or outside on any of St. 
Vincent Healthcare's facilities or properties  

 
 Visitors using tobacco products should be politely 

reminded that St. Vincent Healthcare is a tobacco-free 
campus and should be directed off campus. 

 
Back Safety and Body Mechanics 

 
The major cause of injury to hospital staff is 
improper lifting. Here are some tips for proper 
lifting: 

 
 Plan your lift in your mind (remove 

obstacles, etc.) 
 Get a firm footing (Keep your feet apart, 

shoulder width, for a stable base). 
 Bend your knees (Don’t bend at the waist. Don’t do more than you have to.) 
 Tighten stomach muscles. (Abdominal muscles support your spine when you 

lift.) 
 Lift with your legs. (Your leg muscles are much more powerful than your 

back muscles.) 
 Keep load close. (Don’t hold the load away from your body. The closer it is 

to your spine, the less force it exerts on your back.) 
 Keep your back upright. (Avoid twisting.) 

 
Key Points 
 
 Pushing is easier than pulling. 
 Lift with your legs, not your arms or back. 
 Keep your load close to your body, not at arms length away. 
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 Sit in a chair with good lower back support—arrange your work to reduce 
the amount of reaching and twisting you do. 

 If you think it might be too heavy, don’t lift it! Get help. 
 

Radiation Safety 
 
Radiation can be helpful in the diagnosis and treatment of patients. At St 
Vincent Healthcare, we use radiation in a variety of ways. A few of these 
include: 
 X-Rays 
 Nuclear Medicine 
 Radiation Therapy 
 
Our associates know what protective 
equipment and measures to take to 
protect themselves from radiation 
exposure. If you are in an area where 
radiation is in use, check with staff 
about any precautions you should 
take. 
 

Emergency Codes 
St. Vincent Healthcare uses an overhead paging system to announce various 
emergencies. Following is a quick chart to help you understand these codes: 
 

New Plain Language Notifications 

Medical Alert – Resuscitation - Location 

Facility Alert  - Fire Alarm – Location – Followed by 
the action to be taken 

Facility Alert – Hazardous Materials Spill – Location 

Security Alert – Infant Abduction – Followed by a 
description of the abductee/suspect if available 
Security Alert – Search Plan – Location – Followed 
by action to be taken 

Security Alert – Security Assist - Location 
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At SCL Health, we recognize that working in the healthcare industry is a privilege 
that comes with a great deal of responsibility.  Our person-centered philosophy 
welcomes individuals, their families and other guests to our health system.  We 
focus on providing the highest standard of care aimed at achieving quality 
outcomes; a safe, supportive environment; and the best possible care experience. 
 
Code of Conduct 
 

Patient and Employee Information 
 Information concerning condition, care, treatment, or personal matters of 

patients is privileged and must be held in strict confidence. Do not discuss 
information about a patient with anyone, including the patient’s family, 
except when authorized.  Never 
discuss patient information in public 
areas of the hospital or outside the 
hospital. 

 Do not give information to newspapers, 
magazines, TV, radio reporters or 
photographers.  

 The privacy of employees should be 
respected and maintained. Do not discuss personal information regarding 
employees outside the hospital. 

 
The release of patient or employee information without authority could be grounds 
for legal action, including fines and imprisonment. Be careful what you say, and to 
whom. 
 
The federal law regarding confidentiality of patient information is the Health 
Insurance Portability and Accountability Act (HIPAA). The HIPAA Privacy 
Officer at St. Vincent Healthcare is Patti Boltz. 
 
Quality and Patient Care 
 
We are dedicated to improving the health of the people and communities we serve, 
especially those who are poor and vulnerable.  This is why we exist! 
 

Quality of Care and Patient Safety 
 

At SCL Health, we understand that our patients are unique individuals and 
we serve with a caring spirit honoring the sacred dignity of each person.  We 
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provide person-centered care in a safe, effective and efficient manner.  To 
encourage this effort, our clinical quality improvement team builds and 
designs systems and processes incorporating best practices in caring for 
patients.  The team uses high-reliability organization (HRO) principles and 
strives to deliver error-free patient care. 
 We follow up with patients and other caregivers to create a safe 

environment and improve communication. 
 We use checklists to remind us to complete steps in a process before 

moving forward. 
 We encourage anyone on any team to stop a process if he or she thinks it 

is incorrect. 
 We maintain standards of licenses and credentials for caregivers who 

work in all locations. 
 We report unanticipated outcomes to a supervisor and prepare for 

appropriate follow-up and communication with the patient and family. 
 

Patient Rights 
 

While in our care, we are committed to informing our patients of their rights 
and to protecting their rights.  We deliver high-quality, person-centered care 
when we respect and support patients and their loved ones and give them 
information to make decisions regarding the care they are offered. 
 We provide each patient with a written statement of patient rights and a 

notice of privacy practices.   
 We seek to involve patients in all aspects of their care. 
 We provide kind and respectful care no matter a patient’s personal values 

and beliefs, age, sex, race, color, religion, disability, national origin, 
ability to pay, or any other category protected by state or federal law. 

 We seek to resolve patient complaints promptly and to provide contact 
information so patients can report grievances.   

 We provide patients with information regarding advance directives and 
other health-planning measures. 

 
Confidentiality of Patient Information 
The information we create, use and disclose while taking care of our patients 
is sensitive and personal and we are committed to keeping all patient 
information protected and secure.  We receive training to understand the 
various requirements SCL Health System must meet to comply with HIPAA 
and to protect our patients’ information. 
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 We only discuss patients and their care with authorized persons in 
appropriate places and with low voices. 

 We verify the identity of the person requesting a copy of a patient record 
and require a completed authorization to release information. 

 We access only appropriate amount of patient information we need to do 
our jobs. 

 We provide individuals with timely access to their healthcare 
information. 

 We provide patients with our Notice of Privacy Practices.  
 We hold business partners to the same standards when they conduct 

business on our behalf. 
 

If you have suggestions for improvement in any area you are encouraged to share 
those suggestions with these groups or with hospital administration. Another way 
to report concerns is the Joint Commission hotline (1-800-994-6610). 
 
Integrity and Compliance Program 
 
Our Integrity and Compliance Program provides structure, support and protection 
to our health system.  The program ensures that we can use our assets and 
resources for the benefit of our patients and communities.  Understanding how the 
elements of our program work gives us confidence in being honest and forthright 
when it is necessary to address an issue or concern. 
 

Program and Structure 
 
Standards and Policies 
Our code of Conduct, policies and procedures provide specific guidance on 
requirements for SCL Health System associates.  As requirements of 
employment, we require all associates to read and acknowledge this Code, 
access policies on The Landing and seek other resources described in this Code. 
 
Oversight 
We integrate our Integrity and Compliance Program at all levels of our health 
system.  The SCL Health System Board of Directors leads this program and our 
executives direct its implementation.  This includes our Health system’s 
President and CEO, and the Chief Integrity and Compliance Officer.  In 
addition, there are local Compliance and Privacy Officers as well as 
Compliance Committees.  You can find more information, including how to 
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contact the Compliance Officers at each location, on the Compliance page on 
The Landing (The Landing > System Services > Compliance). 
 
Education and Training 
Our Integrity and Compliance Program cannot be successful without education 
and training.  We provide new associates with Code of Conduct training upon 
hire, and all associates receive annual Compliance training.  In addition, certain 
positions, such as billing and coding, require additional training.  We provide 
and track much of this education in our online learning management system. 
 
Auditing and Monitoring 
We regularly monitor key functions, systems and processes.  We report the 
monitoring results to the compliance committees.  If corrective changes are 
necessary, the Integrity and Compliance department assesses the corrective 
action and tracks its completion.  In addition, the Internal Audit function tests 
compliance with legal requirements and SCL Health System policies.  We 
report these activities through the board’s Audit, Organizational Integrity and 
Compliance Committee. 
 
Reporting 
It is the obligation of all associates to report fraud, misconduct and 
noncompliance.  The Integrity and Compliance Program provides many ways 
for associates to report concerns without fear of retaliation, including an 
anonymous Compliance Hotline (1-877-393-6752) managed by an unbiased 
third party. 
 
Internal Investigation of Reports 
All associates must report any identified compliance issues.  Reported issues 
are investigated, reviewed and resolved in a way that is timely and appropriate.  
If necessary, corrective action is implemented to ensure that the failures do not 
continue.  When required, we make disclosures and give reports to government 
agencies.  Each of us is expected to cooperate with investigation efforts. 
 
Enforcement and Discipline 
SCL Health System takes violations of the law, regulations and the Code very 
seriously.  We investigate each reported potential violation by reviewing the 
facts and circumstances, and apply appropriate discipline based on the results of 
the review.  Disciplinary actions include verbal or written 
correctively/disciplinary action, up to and including involuntary separation from 
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employment.  The level of discipline depends on the nature, severity and 
frequency of the violation. 

 
Abuse, Neglect, and Exploitation 
To best protect our patients, it is important that anyone who works in healthcare be 
familiar with the signs of abuse and neglect, and exploitation. Here is a quick 
overview of what you should know: 
 

What are Abuse and Neglect? 
 

 Abuse - Intentional maltreatment of an individual which may cause 
injury, either physical or psychological. 

 Neglect - An impaired quality of life resulting from the absence of 
minimal services or resources to meet basic needs. Neglect includes 
withholding or inadequately providing food and hydration (without 
physician, patient, or surrogate approval), clothing, medical care, and 
good hygiene. It may also include placing the individual in unsafe or 
unsupervised conditions. 

 Exploitation – Takes advantage of another for one’s own advantage of 
benefit 

 
Types of Abuse 
 
Child Abuse 
 Physical Abuse – Infliction of a physical injury 
 Emotional Abuse – Psychological abuse/verbal abuse/mental injury 
 Neglect – Failure to provide for the child’s basic needs. May be physical, 

educational, or emotional. 
 Sexual abuse, including incest. 
 Withholding of medically indicated treatment.  

 
Elder/Developmentally Disabled Abuse 
 Physical Abuse – Hitting, grabbing, slapping, pushing, causing bodily 

injury. 
 Emotional Abuse – Verbal or non-verbal insults, humiliation, 

infantilization or threats and intimidation. 
 Neglect – Failure to provide basic care. 
 Sexual abuse. 
 Financial exploitation. 
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Family and Domestic Abuse 
 Not only abuse of women; may affect men, children, or other relatives 
 Married or unmarried couples 
 “Establishment of control and fear in a relationship through violence and 

other forms of abuse.” 
 Psychological abuse typically precedes physical abuse 

 
What Do I Do? 
At St. Vincent Healthcare, if you suspect a patient is the victim of abuse, 
neglect or exploitation, you should ask the supervisor of the area where you 
are assigned to report it to the Care Management Department. 

 
Adults have the right to decline assistance. A victim of domestic abuse must 
give us permission to report the abuse. However, we do our best to let these 
victims know they can seek help and we will contact the appropriate 
agencies for them. 

 
Sexual Harassment and Discrimination 
St. Vincent Healthcare is committed to providing a comfortable, non-offensive 
working environment. The law prohibits harassment and discrimination on any 
protected characteristic, including: 

 Sex, pregnancy, childbirth 
 Race  
 National origin/ancestry 
 Sexual orientation 
 Age 
 Religion 
 Disability 
 Medical condition 
 Marital status 
 Veteran status 

 
Both men and women can be the victims of harassment. Some examples are telling 
dirty or off-color jokes that some people might find offensive, unwelcome sexual 
contact, or inappropriate touching.  
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A hostile work environment can occur when there is unwelcome conduct of a 
sexual or discriminatory nature, or when gender is a substantially motivating factor 
for the conduct. The conduct is sufficiently severe or pervasive enough to make it 
difficult for one to perform is or her job.  
 
If you see or experience harassment or discrimination while at St. Vincent 
Healthcare, you can report it to: 

 A supervisor or director 
 A Vice President 
 The Human Resources Department 
 The Compliance Officer 
 The Integrity Hotline 800-843-4350 

 
It is unlawful to retaliate against anyone who reports such incidents in good faith. 
St. Vincent takes all reports of harassment seriously, will investigate promptly and 
take appropriate remedial action based on investigation. Your complaint is key! 
 
Caring for People of All Ages and Cultures 
Our shared values provide the compass to steer our organization.  They guide us in 
how we treat each other and those we serve.  They inspire our daily tasks, infusing 
our work with greater purpose 
 
Even though we all think we know how to communicate and take care of a certain 
age group, sometimes we need a reminder of the needs and capabilities of each. 
Here are a few facts: 
 

Newborns (Birth to 28 days) 
 Newborns are totally dependent 
 Can focus on faces, smile, and lift their 

heads. 
 Should be spoken to in soft, comforting 

voice. 
 Handle in gentle, soothing manner. 
 Stress importance of safety devices, such 

as car seats. 
 

Infants/Toddlers (0-3) 
 Rapid growth and learning by tasting, touching, looking, listening, smelling 
 Beginning to develop a separate self 
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 Need to foster good child-parent bonds 
 Help parents ensure a safe environment for playing and sleeping 

 
Young Children (4-6) 
 Motor skills increase 
 Learning new things like dressing and toilet training 
 Identify with parents, but grow more independent and begin to become 

sensitive to other’s feelings 
 Need praise, clear rules to provide a secure set of boundaries 
 Encourage to ask questions, talk about feelings, and play with other children. 
 
Older Children (7-12) 
 Mentally active, eager learners 
 Perfecting reading and writing skills, and learning math skills 
 Developing a greater sense of self, but need to fit in with their peers 
 School activities become very important 
 Need to feel competent and useful 
 Time to begin to learn honest information about drugs, alcohol, and 

sexuality 
 
Adolescents (13-20) 
 Transforming into an adult 
 Beginning to make up their own minds and choose their own values 
 Need for privacy and respect, and to find way to foster teamwork 
 Self conscious about bodies, appearance, and relationships. 
 Encourage questions about fears 

 
Young Adults (21-39) 

 Reaching physical and sexual maturity 
 Seeking closeness and partnership 
 Making decisions on careers, communities, and starting a 

family 
 Key emotional and health issues are support and honesty 

and respect for personal values. 
 Need to begin to be aware of long-term health risks for 

issues like heart disease and cancer. 
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Middle Adults (40-64) 
 Beginning to re-evaluate priorities and make new decisions to stay 

productive 
 Starting to think about, plan for retirement 
 May begin to develop chronic health problems; women experience 

menopause 
 Need to focus on strengths and keep a hopeful attitude. 
 Need to be aware of age-related changes in their senses (vision, hearing, 

reflexes) 
 

Older Adults (65-79) 
 Continue to actively learn and can pass on skills and wisdom to other 

generations 
 Some decline in physical abilities and senses 
 New roles may be taken on, e.g., widow or widower, grandparent 
 Tendency to review one’s life and find new balances between independence 

and dependence 
 Need to remain respected and prevent isolation 
 Changing nutritional needs, safety needs, healthcare needs 
 

Adults 80 and Older 
 Be alert for signs of confusion; may signal illness or 

depression that may be treatable 
 Encourage expression of feelings and thoughts, 

encourage humor and staying positive 
 Health should be closely monitored; medications can 

be very complicated. 
 Proper nutrition, exercise, rest and avoidance of 

stress should be encouraged 
 Monitor environment for hazards, particularly falls. 

 
Cultural Awareness 
When communicating with others, here are some things you should be aware of: 

 Language and communication process 

 Level of ethnic identity 

 Views about the role that ethnicity plays 

 Influence of religion/spirituality on the belief system and behavior patterns 

 Views and concerns about discrimination and racism 



18 
 

 Cultural health beliefs and practices 

 Habits, customs, beliefs 

 Current socioeconomic status 

 Educational level and employment experiences 

 Self concept and self esteem 
 
Thank you for your attention to this information and welcome to St Vincent 
Healthcare! We trust you will have a great learning experience while working with 
our staff. Please contact your preceptor or Human Resources for any questions you 
may have. 


