
 
 
 
 
 
 
 
 
 
 

Job Descriptions 
 
Job Title: Registered Nurse    Department:  Nursing 
  Licensed Practical Nurse/ Licensed Vocational Nurse 
  Certified Nurse Assistant, Sitter 
 
Reports to: Nurse Supervisor 
 
Summary: 
Provides direct patient care in a hospital setting which includes assessment, planning, evaluation 
and care, educate the patients on new therapies, diets, and to answer questions related to patient 
care.  To become familiar with the hospitals policy and procedures, and to report to facility prior to 
shift to become familiar with surroundings.  LPN to become familiar with each facilities allowable 
tacks for the LPN and to report directly to the RN at each facility.  CNA will report directly to the 
RN or LPN in the hospital setting. 
 
Qualification Requirements: 
Education and/or Experience: 
RN diploma, Associates or Bachelor’s degree from an accredited college or school of nursing.  
One to two years of nursing experience in a hospital setting.  LPN from an accredited certificate 
program with one years of nursing experience in a hospital and/or long term facility.  Ability to lift 
>50 lbs.  Nurse aides must be certified and have a clear background check. 
 
Language Skills: 
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions and policy and procedure manuals.  Ability to write routine reports and 
correspondence.  Ability to speak effectively to patients, clients, and family members. 
 
Mathematical Skills: 
Ability to add, subtract, multiply and divide in all units and measure, using whole numbers, 
common fractions and decimals.  Ability to: compute rate, ratio and percents and to interpret bar 
graphs. 
 
Reasoning Ability: 
Ability to define problems:  collect data, establish facts and draw valid conclusions.  Ability to 
interpret an extensive variety of technical and clinical instructions. 
 
Certificates, Licenses, and Registrations: 
Current RN, LPN, or CNA  licensure/certificate in state of practice.  Valid driver’s license, and 
current CPR certification. 
 
 
 
 
Signature: _______________________________________ Date: ________________________ 



Dress Code Policy 
Medsense La, LLC 
 
Purpose: 
Each employee of Medsense is responsible for presenting a professional image at all times.  The purpose of this policy is to 
establish acceptable parameters of attire, grooming, and appearance for all staff members during work time.  Medsense 
respects the individual and cultural differences among employees, however, those needs must be tempered by the company’s 
need to present an appropriate image to the facilities and patients we serve.  All Medsense staff members shall respect the 
individual dress code of the facilities where they are contract staff members. 
 
Policy: 

1. General Attire and Image: 
Clothing worn by staff must be clean, in good repair, and of the appropriate size.  Employees are to practice 
appropriate grooming, ensuring that they are clean and free from any offensive body odors.  All clothing, hairstyles, 
and jewelry shall be moderate in nature.  Extremes in dress, hairstyles, makeup or jewelry are not acceptable. 

Cleanliness: 
Personal hygiene can not be overemphasized.  Staff must report to work free of any offensive body odors on their 
personal clothing.  Due to close contact with patients and others, the use of deodorants/anti-perspirants is 
recommended. 

Fragrances: 
Light perfumes, colognes, after-shaves and other fragrances in moderate amounts are acceptable in non-clinical 
areas.  Heavy perfumes or offensive fragrances are not acceptable. 

Uniforms: 
Scrubs are acceptable attire; the color of scrubs may vary according to the facility scheduled.  Scrubs should be clean, 
pressed and in good repair.  White scrubs are acceptable in any clinical situation. 

Name Badges: 
Medsense name badges must be worn at all times while on duty. 

Buttons/Pins: 
Staff members are permitted to wear a pin designating the school that they attended or civic organization membership 
on the uniform or lapel of the lab coat. 

Shoes: 
Shoes must be clean, polished and in good repair.  Athletic shoes are acceptable but must be primarily leather and 
predominately white.  Shoelaces must be tied and the same color as the shoe.  No open toed, sandal shoes shall be 
worn in the clinical area. 

 
2. Image Requirements for Women: 

 Sweaters may be worn; the color should compliment the uniform. 
 Dresses shall not be more than two inches above the knee. 
 Socks and hose must be solid, non-patterned and compliment the color of the uniform. 
 Rings should be limited to no more than two per hand, and moderate in size. 
 Bracelets are not acceptable in the clinical area. 
 Necklaces should be of such length that they do not interfere with patient care or jeopardize the safety of the nurse. 
 A matched set of earrings, one earring in each ear at the lower lobe is acceptable.  Hoops and dangling earrings are 
not safe and should not be worn in the clinical area. 

 Hair must be neat and clean at all times.  Hairstyles shall be moderate and color should be a natural tone.  Extremes 
in style or color are not acceptable.  A single ponytail or braid is acceptable.  Multiple braids that are neat, 
conservative without ornamentation (beads, etc.) are acceptable.  Hair ornamentation including barrettes, combs, or 
headbands must be conservative and moderate. 

 Make-up shall be used in moderation and conservative tones. 
 Fingernails are to be kept clean and well groomed.  Nail length should not exceed one half inch from the tip of the 
finger.  Nail polish shall be a moderate color with minimal ornamentation.  Acrylic nails are not allowed in any health 
care setting; they present an infection control issue for both patients and staff.  Staff members will abide by the 
facility guidelines in the clinical areas. 

 Body piercing in areas other than the lower ear lobe that are exposed and visible to others are prohibited in the 
clinical setting (i.e. tongue, facial piercing).  Decorative body art that is visible is not permitted.  All tattoos must be 
covered in the clinical setting.  These cultural expressions are often offensive to the patient population. 
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Dress Code Policy Cont. 
Medsense La, LLC 

 
3. Image Requirements for Men: 

 Socks must be worn at all times.  Sock color shall compliment the color of the uniform. 
 Athletic shoes are acceptable in the clinical area.  The shoe must be predominately leather and white.  Shoelaces 
must be of the same color and tied at all times.  High-top shoes are acceptable; they must be laced and tied at all 
times. 

 Rings are limited to no more than two per hand.  Rings should be moderate in size. 
 A single chain necklace, with or without pendant, may be worn inside the uniform.  The length should not interfere 
with patient care or personal safety. 

 Male staff may choose to wear earrings.  It is acceptable to wear one single stud at the bottom of each ear.  
Dangling or hoped earrings are not acceptable. 

 Hair should be neat and clean at all times.  Hairstyles should be conventional and hair coloring in natural colors.  
Extremes in style or coloring are not acceptable.  Hair should not exceed collar length.  Ponytails and braids are 
acceptable if they are tied neatly at the nape of the neck at all times.  Beards, mustaches, goatees and sideburns 
are acceptable as long as they are clean and neatly trimmed. 

 Fingernails are to be clean, natural in color, and trimmed to the tip of the finger. 
 Body piercing in areas other than the ear lobe that are exposed and visible to other individuals are prohibited (i.e. 
tongue or facial piercing).  Body art that is visible is not permitted.  All tattoos must be covered when you are in the 
clinical setting.  These art expressions are often offensive to the patient population. 
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Medsense Time Sheet Procedure  

The Medsense week is as follows:  

Begins: All Shifts beginning after 12:00  
a.m. Sunday  

Ends: All Shifts beginning before 12:00  
a.m. Sunday  

 
Time Sheet requirements:  

Client/facility name, Your name and Social Security 
Number Shift details Complete Lunch Columns, (if you did 
not take a lunch put 0, if you did take a lunch put how long)    

 
Signature of Charge nurse or Unit Manger Your 
signature and date  

Time sheets must be received by the following Monday by 9:00 am in 
order to meet payroll that week.  You can fax your time sheet to           
1-225-952-9279 or 1-866-667-0562.  

Please leave the back (pink) copy with facility and if you 
fax the time sheet in to Medsense you can keep the other copies for 
you own record.  You do not have to mail them in.   

If you have any questions, please call 866-696-3484 or       
225-952-9473.  



Medsense La, LLC 

2431 South Acadian Thruway, Suite 250 ♦ Baton Rouge, La 70808 ♦ www.medsensela.com 

 Phone: 225-952-9473 or 866-696-3484 ♦ Fax: 225-952-9279 or 866-667-0562 
 

Sentinel Events  
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What is a Sentinel Event? 
A Sentinel Event is an unexpected occurrence involving the death or 
serious physical or psychological injury, or risk thereof.  Serious 
injury specifically includes the loss of limb or function.  The phrase 
“risk thereof” includes any process variation where a recurrence 
would carry a significant chance of a serious adverse outcome. 

Such events are called “Sentinel” because they signal the need for 
immediate investigation and response. 

Goals of the Policy are: 
 To have a positive impact in improving patient care and 

preventing sentinel events. 
 To focus the attention of an organization that has experienced a 

sentinel event on understanding the causes that underlie the 
event, and on making changes in the organization's systems and 
processes to reduce the probability of such an event in the future. 

 To increase the general knowledge about sentinel events, their 
causes, and strategies for prevention. 

 To maintain the confidence of the public and accredited 
organizations in the accreditation process. 

Examples: 
 Unanticipated death of a full-term infant 
 Suicide of any individual receiving care, treatment or services in a 

staffed around-the-clock care setting or within 72 hours of 
discharge 

 Abduction of any individual receiving care, treatment or services 
 Discharge of an infant to the wrong family 
 Rape [4] 
 Hemolytic transfusion reaction involving administration of blood or 

blood products having major blood group incompatibilities 
 Surgery on the wrong individual or wrong body part 
 Unintended retention of a foreign object in an individual after 

surgery or other procedure 
 Severe neonatal hyperbilirubinemia (bilirubin >30 

milligrams/deciliter) 
 Prolonged fluoroscopy with cumulative dose >1500 rads to a 

single field, or any delivery of radiotherapy to the wrong body 
region or >25% above the planned radiotherapy dose 

 
Standards Related to Sentinel Events 
2. Root Cause Analysis 

A root cause analysis is the documentation process when a 
sentinel event occurs or a “near miss.” This focuses primarily on 
systems and process, not individual performance. It progresses 
from special causes in clinical processes to common causes in 
organizational processes and identifies potential improvements in 
processes or systems that would tend to decrease the likelihood 
of such events in the future, or determines, after analysis, that no 
such improvement opportunities exist. 

To be thorough, the root cause analysis must include: 
 a determination of the human and other factors most directly 
associated with the sentinel event, and the process(es) and 
systems related to its occurrence; 

 analysis of the underlying systems and processes through a series 
of "Why?" questions to determine where redesign might reduce 
risk; 

 inquiry into all areas appropriate to the specific type of event as 
described in the current edition of "Minimum Scope of Review of 
Root Cause Analysis" (attached). 
 

 identification of risk points and their potential contributions to this 
type of event; 

 a determination of potential improvement in processes or systems 
that would tend to decrease the likelihood of such events in the 
future, or a determination, after analysis, that no such 
improvement opportunities exist. 

To be credible, the root cause analysis must: 
 include participation by the leadership of the organization and by 
the individuals most closely involved in the processes and systems 
under review; 

 be internally consistent, i.e., not contradict itself or leave obvious 
questions unanswered; 

 provide an explanation for all findings of "not applicable" or "no 
problem;" and 

 include consideration of any relevant literature. 
 
1. Action Plan 

The product of the root cause analysis is an action plan that 
identifies the strategies that the organization intends to implement 
to reduce the risk of similar events occurring in the future. The 
plan should address responsibility for implementation, oversight, 
pilot testing as appropriate, time lines, and strategies for 
measuring the effectiveness of the actions. 
 

An action plan will be considered acceptable if it 

 identifies changes that can be implemented to reduce risk, or 
formulates a rationale for not undertaking such changes; and 

 where improvement actions are planned, identifies who is 
responsible for implementation, when the action will be 
implemented (including any pilot testing), and how the 
effectiveness of the actions will be evaluated. 

Examples: 
 Any individual death, paralysis, coma, or other major permanent 
loss of function associated with a medication error. 

 An individual commits suicide within 72 hours of being discharged 
from an organization setting that provides staffed around-the-clock 
care. 

 Any elopement, that is, unauthorized departure, of an individual 
from an around-the-clock care setting resulting in a temporally 
related death (suicide or homicide) or major permanent loss of 
function. 

 An organization operates on the wrong side of the individual's 
body. 

 Any intrapartum (related to the birth process) maternal death. 
 Any perinatal death unrelated to a congenital condition in an infant 
having a birth weight greater than 2500 grams. 

 An individual is abducted from the organization where he or she 
receives care, treatment, or services. 

 Assault, homicide, or other crime resulting in individual death or 
major permanent loss of function. 

 An individual fall that results in death or major permanent loss of 
function as a direct result of the injuries sustained in the fall. 

 Hemolytic transfusion reaction involving major blood group 
incompatibilities. 

 A foreign body, such as a sponge or forceps, that was left in an 
individual after surgery. 

 



Substance Abuse/Drug Testing Policy 
Medsense La, LLC 
 
INTRODUCTION 
medsense has a strong commitment to provide a safe workplace and to establish policies promoting high standards of employee 
health and safety.  In keeping with this commitment, it is medsense’s intent to maintain a drug/alcohol-free workplace and a 
drug/alcohol-free workforce. 
 
All employees are expected to report to work in a physical and emotional condition that will allow them to perform their assigned 
tasks in a competent and safe manner.  The use, abuse, presence in the body, or reporting to work under the influence of alcohol, 
drugs, and other substances by the employee limits the ability of the users to exercise good judgment, react properly in unexpected 
situations, perform tasks safely and efficiently and endangers not only that employee but fellow employees and property. 
medsense has implemented this policy to eliminate these problems and to meet the following objectives: 
 
PURPOSE AND OBJECTIVES 
 A. To assist in maintaining a safe and healthful working environment for employees of medsense and it's affiliated or 

subsidiary agencies, as well as contractors and visitors; 
 B. To maintain a drug/alcohol-free workplace and a drug/alcohol-free workforce; 
 C. To prevent accidental injuries and to protect property; 
 D. To prevent the occurrence of incidents, the consequences of which may drastically affect the safety and the future of 

facility operation; 
 E. To minimize absenteeism, tardiness, improve productivity, and ensure quality workmanship; 
 F. To protect the reputation of medsense and its employees within the community; 
 G. To comply with existing laws and to comply with contractual obligations; 
 H. For the protection of the community and the general public; 
This Policy will apply to all full-time, part-time, casual or contract employees and to employment applicants.  Compliance with the 
Policy will be required as a condition of employment. 
 
medsense PREMISES 
For the purposes of this Policy, the term MEDSENSE'S affiliates or subsidiaries includes all properties, offices, facilities, lands, 
platforms, buildings, structures, fixtures, installations, boats, aircrafts, automobiles, trucks, and all other vehicles and equipment, 
whether owned, leased, or used.  The Policy also includes all areas under medsense control, and other work locations or mode of 
transportation to and from those locations during working time and while in the course and scope of medsense employment or pay 
status. 
 
medsense POLICY STATEMENT 
This is to notify all employees that the use, abuse, presence in the body, reporting to work under the influence, bringing on to 
medsense property, possession, transfer, storage, concealment, transportation, promotion or sale of any illegal and unauthorized 
drugs and substances or drug related paraphernalia by employees and others is strictly prohibited on medsense premises, or 
while on medsense business. 
 
 A. ILLEGAL DRUGS, UNAUTHORIZED CONTROLLED SUBSTANCES, LOOK-A-LIKES, INHALANTS OF 

ABUSE, DESIGNER AND SYNTHETIC DRUGS.  
  (Including the presence of any detectable amount in the employee while working), and any other unauthorized 

drugs, abnormal substances which may affect an employee's mood, senses, responses, motor functions or alter 
or affect a person's perception, performance, judgment, reactions or senses while working is prohibited. 

 B. UNAUTHORIZED ALCOHOLIC OR INTOXICATING BEVERAGES: 
  An employee whose breath alcohol is 0.040 or over (.040 grams per 210 liters breath) or blood alcohol is .040 

during working time is in violation of this policy. 
 C. PRESCRIPTION DRUGS (LEGALLY CONTROLLED SUBSTANCES) PRESCRIBED BY A LICENSED 

PHYSICIAN ARE EXCLUDED FROM THE ABOVE EXCEPT THAT: 
1. All employees working in all positions who have been informed that the medication could cause adverse side 

effects while working, or where medication indicated such warning, must inform their supervisor prior to using 
such substances on the job.  Employees must only possess a reasonable amount of medication. 

2. The employee must not consume the prescribed drugs more often than as prescribed by the employee's 
physician. 

3. The employee whose name appears on the prescription label must not allow any other person to consume 
the prescribed drugs. 

4. All medicine must be in its original container and must be in the employee's name and have the doctor's name 
and prescription number on the label. 

5. Each prescription must not be older than one (1) year from the date issued. 
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Substance Abuse/Drug Testing Policy Cont. 
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The use of drugs/medicine prescribed by a licensed physician for the individual employee is permitted 
provided that it will not affect work performance. However, medsense at all times reserves the right to have a 
licensed physician determine if use of a prescription drug or medication by an employee produces effects 
which may increase the risk of injury to the employee or others while working.  If such finding is made, 
medsense reserves the right to limit or suspend the work activity of the employee during the period that the 
physician advised that the employee's ability to perform his/her job safely may be adversely affected by the 
consumption of such medication. 

 
 D. PROGRAM ENFORCEMENT ACTIVITY (WORKPLACE SEARCHES, URINE DRUG AND/OR BREATH 

ALCOHOL TESTING): 
  In order to accomplish the objectives of this policy, the company reserves the right, at all times while entering, 

departing or on the premises, properties, and work areas described above or when circumstances warrant or 
when reasonable suspicion or cause exists to have properly authorized supervisors or search personnel (including 
drug detection dogs) conduct unannounced reasonable searches and inspections of company facilities, 
properties, as well as employees' and other persons' effects (such as, but not limited to, lockers, baggage, 
briefcases, boxes, bags, parcels, lunch boxes, food/beverage containers, desks, tool boxes, clothing and vehicles) 
for the purpose of determining if such employees or other persons are in possession, use, transportation or 
concealment of any of the prohibited items and substances of this policy. 

 
  Searches may be initiated without prior notice and conducted at times and locations as deemed appropriate by the 

Organization.  At NO TIME will employees or others be touched nor will any clothing be removed during these 
searches and inspections. 

 
TESTING SITUATIONS 
medsense reserves the right, in certain circumstances, to require employees, as a condition of continued employment, to submit to 
urine drug tests or other examinations to determine the presence of any illegal or unauthorized drugs, alcohol, or other substances 
prohibited by the Policy.  These unannounced tests may be utilized under the following circumstances: 
 
 A. For Cause Testing will be used when there is a reasonable cause to suspect that an employee's behavior, 

performance, error in judgment, accident or incident, or unsafe actions while working is related to substance 
abuse. 

 B. Post-Accident or Incident Testing may be used if an employee suffers an occupational on-the-job injury (requiring 
treatment from a doctor), or causes injury to a fellow employee (requiring treatment from a doctor), or where the 
injury was due to the employee's failure to wear required personal protective equipment when applicable. 

 C. Random testing may be used routinely for all employees in safety sensitive and security sensitive positions to 
prevent and detect substance abuse.  Any form of substance abuse may affect the safety of operations through 
unsafe work behavior/performance or error in judgment, or substance abuse could jeopardize the safety and well-
being of the employee, other personnel or the general public. 

 D. Pre-Employment Testing may be required of an applicant or candidate as condition of employment prior to being 
approved to work at medsense. 
All urine and breath alcohol sampling will be performed with concern for each employee's personal privacy, 
dignity, and confidentiality. The results of testing will be disclosed on a need-to-know basis to administer the Policy 
or as may be legally required. 

 
No employee will be tested without his or her written consent. 
 
NOTICE TO DISCIPLINARY ACTION FOR POLICY VIOLATIONS 
Failure to comply with the provisions of the Policy will be grounds for disciplinary action.  Discharge from employment will 
occur even for a first-offense violation. 
 
Any employee who is found to be in violation of this Policy because of use, abuse, presence in the body, reporting to work under 
the influence, bringing on medsense property, possession, transfer, storage, concealment, transportation, promotion or sale of 
substances or possession of drug-related paraphernalia will be subject to disciplinary action, up to and including, DISCHARGE.  
Possession or sale of illegal drugs or substances will be causes for immediate discharge. 
 
In addition to the above, an employee will also be subject to immediate discharge for the following Policy violations: 
 
 A. Refusal to cooperate or to participate in his/her testing or sampling when requested to do so under this Policy. 
 B. Substituting or tampering with a urine or breath alcohol sample. 
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Preliminary investigation of a Policy violation may require that the employee be placed on suspension pending review of the 
surrounding circumstances and facts concerning the Policy violations. 
 
Any employee who tests positive for a substance prohibited by the Policy as a result of a confirmed urine or breath alcohol test will 
be TERMINATED. 
 

1. Positive Drug Results.  The Medical Review Officer will inform employees with positive drug results that they 
have a right to have the specimen tested at that lab or another lab of their choice at the employee's expense.  The 
employee has 72 hours to inform the Medical Review Officer if they decide to have the specimen tested. 

 
No adverse action will be taken against any employee based on a confirmed positive testing result if a reasonable doubt exists as 
to either the accuracy of the result or the chain of custody or the sample. 
 
Illegal substances, drugs, drug-related paraphernalia and unauthorized items discovered through searches and inspections will 
result in law enforcement authorities being notified. 
 
ADMINISTRATION 
 Specific administrative procedures will be reviewed by C.O.O., or the designated representative(s), prior to implementation 

of the procedures.  This policy does not supersede or replace existing medsense Policy or Procedure pertaining to 
discipline. 

 
 The policy of medsense on Substance abuse and procedure is to be operated or conducted in total conformance with 

State Drug Testing Guidelines. 
 
 This Policy shall be amended as necessary to meet the requirements of federal, state, parish or city laws, and, if 

applicable, negotiated provisions of local collective bargaining agreements.  Amendments and exceptions to the Policy 
must have prior approval of C.O.O.  

 
 medsense regrets any inconvenience that may be caused to its employees by the problems of a few.  It is believed, 

however, that the benefits derived from the prevention of accidents, the greater safety of employees, contractors, visitors 
and the rehabilitation or discharge of those who, because of alcohol or drugs, are a potential danger to others, will more 
than make up for any inconvenience.  The company solicits the understanding and cooperation of all employees in 
implementing this policy. 
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Orientation Verification 
 

Basic Orientation 
· medsense LA Handbook 
· Current Licensure/Certificication Requirements 
· Payroll Procedures 
· CPR & Physician Statement / TB Requirements 
· Employment Policy/Benefits 
· Job Description  
· Age Specific 
· Disaster Preparedness 
· Cultural Diversity 
· Environmental Safety 
· Fire Safety 
· Hazardous Chemicals 
· HIPAA 
· Infection Control/Blood Borne Pathogens 
· Abuse 
· Domestic Violence 
· Ethics for Healthcare 
· 2008 National Patient Safety Goals 
· Pain Awareness 
· Patient Restraints 
· Patient Rights 
· Workplace Violence 
 

I have participated in Medsense’s orientation, which explained the above 
topics.  I have also been given the opportunity to ask and receive answers to my 
questions regarding the standards and policies. 
 
 
_______________________________    
(Print) Name of Employee  
 
  
_______________________________   ______________ 
Employee Signature      Date 
 
 
_______________________________   ______________ 
medsense LA. Representative            Date 
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