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Guidelines for CGH IS Staff

Revised: November 17, 2001

Revised by: James M. Newton

1. Be at your assigned work area, working at the start of shift. Not arriving.

2. Breaks and lunch must not exceed hospital policy in frequency or duration.

3. Keep your office clean, neat, and organized.

4. Normal expectation is that IS staff work Mon through Friday and 7AM – 12PM on Saturday with two Saturday’s per month scheduled off.  Saturdays taken off in conjunction with Holidays or vacations count as a Saturday off. (CGH hourly employees work every third Saturday).

5. Submit request for time-off

a. All time-off requires approval by your manager.

b. Vacation and Holiday requests will be reviewed by SNE. You will be advised when the vacation and holiday time has been approved.

c. Personal time must be approved by whomever you directly report.

6. Before calling or beeping staff at home when they are on vacation, the caller must obtain permission from SNE.

7. Email setup: MPR is to be set up as editor on all email folders for the user. See the document “Sharing folders in Outlook” in the System Use Guide.

8. See the document “IS Vacation Preparation Schedule” for complete instructions on how to prepare for approved time-off.

9. If you need to call in that you will be out sick:

a. Call your supervisor and give a brief description of your illness.

i. If your supervisor is not available, leave a message you’re going to be out with a Computer Operator / Network Engineer. They will notify the appropriate person/people immediately; these being the person direct supervisor, SNE or MPR. 

b. Your supervisor will call you back so (s)he can get the nature of your illness and your expected date of return.

c. Your supervisor will update the Status Board.

d. SNE and MPR are to be notified via email with this information.

10. JMN will handle the Monday / Friday forms for departments 130 and 131.

11. SNE or MPR must authorize overtime. No overtime is to be worked unless previously authorized. An email request for overtime must be sent to SNE or MPR and your supervisor including reason and expected duration of overtime needed to accomplish department work. Overtime needed in the middle of the night may wait until the following morning to be requested (e.g. working through a mealtime).

12. Check and respond to email and Vmail in a timely fashion. Check email and Vmail first thing each morning, and at least every hour. Empty out the sent mail folder at least once per day.

13. Salaried IS staff must be accessible 24 X 7 either by phone or pager. If your home phone is not working or tied up, have pager turned on and on your person. If leaving accessible area for your pager you must follow the "IS PERSONNEL OUT OF AREA PAGER" document found in the ISOP Manual.

14. ISRs, which are used for logging your time, are required for all tasks on which you are working.

15. Time is logged via the status board. 

16. User documentation must be written, reviewed or revised as part of any ISR.  

a. When sending documents to be entered into online RoboHelp manuals, ownership of the ISR is NOT changed to the person doing the document/RoboHelp update. Place the ISR on 989 for “Documentation Hold,”  enter a Tickler to yourself, if necessary, and follow up until the documentation update is complete.

17. Your project leader or your manager must approve user meetings. All scheduled meetings must be entered in your MS Outlook calendar, and email must be sent to MPR informing him of the meeting.

18. Come to status meetings prepared.

a. Bring any documentation pertinent to the projects on which you are currently working, or are about to start (user documentation, written specs, report samples etc.). Each project should be in a separate labeled folder.

b. Bring paper and pen.

19. Leaving for the day.

a. You must have your ISR list up to date, all status, estimates and due dates updated.

b. You must have your email cleaned up. All mail read. Any unneeded items deleted from the Inbox or moved to your task folder. Sent Items deleted or moved to your task folder. 

c. You must have either processed and closed, or updated the priority on all ISRs sent to you with a priority less than priority 40. If you are changing the priority on an ASAP or handle quickly ISR, you must have the ISR manager's approval. If you are the ISR Manager, you must get a project leader’s approval. 

d. Managers of ISRs must check the ‘ISR MGR’ status tab before leaving at the end of the day.  All ISRs at a Priority of 2 are to be either closed or reprioritized.  The list on this tab is to be empty for each ISR manager, with the exception of Monitor and DME ISRs, prior to leaving.

At least 15 minutes prior to leaving you must send an email page to the person to whom you directly report (DLP, DRD, KCS and JNL report to JMN) stating you are leaving soon, and that your ISR list, ASAP ISRs, and email are cleaned up. The page message is to be " XXX YYYY 88 leaving in 15 min, call or beep if needed. ASAPs handled, ISR priority and due dates maintained, Jets completed and closed and email organized to department standards.  (XXX being your initials and YYYY the extension to which closest).” 

MPR has designated SNE to send him a page at least 15 minutes before he leaves. That page will be the same as D above and if you have direct reports, direct reports ISR and email are cleaned up. 

e. You must not leave for the day until you have received the acknowledgment email from the page you have sent to notify people that you are leaving. If you do not get an acknowledgement, action must be taken to determine and resolve the problem. (See Troubleshooting Exchange in the ISPC Manual troubleshooting section)

f. You must delete the email notification of the page you have sent to notify people you are leaving before leaving.

20. PC'S /LAN Equipment

a. PC / LAN equipment is hospital property. See “Guidelines for Removing Property from IS.”

b. No software is to be loaded without MPR's approval. When software is approved / installed, only the current version will be loaded unless MPR approves loading a different version. 

c. No changes are to be made to windows default settings without MPR approval (wallpaper, colors etc.).

d. Adhere to standards for directory, and file naming.

e. Outlook has been installed on everyone's PC; it is to be used for all scheduled meetings. It has been set up so everyone in IS and DP can view each other's schedule. MPR has rights to modify all IS / DP employee schedules. 

f. Arcserve backups for IS staff are done on a weekly basis. Make sure you are receiving notification of successful backups.

g. All diskettes should be labeled using Smart Printer labels.

h. Diskettes with data such as documents and spreadsheets should be labeled with the first word on the label being "Data."

i. The information on the label will start at the top of the label, and will be left justified.

21. Files / Globals

. All Globals or files that are not killed at the end of a process must be approved by MPR before they are created.

a. Any node or piece that is added to an existing global must be approved by MPR.

b. Any new data values allowed for existing pieces must be approved by MPR. For example if a new patient type is going to be allowed in node "adv" piece 10, MPR must approve the value before the entry program(s) are modified to allow the new value.

a. Supervisors are not to authorize a department transfer without MPR's approval.

a. No "hard coding” will be used in programs for user IDs, terminal IDs, port numbers etc., without MPR approval.

a. No surveys will be answered without MPR approval. For phone calls inform the caller that it is our policy not to do surveys, do not answer questions. 

a. Status Board

. When you come in, sign in.

a. When you leave, sign out.

b. For breaks, lunch, and meetings sign out accordingly and log the time your due back. 

c. For meetings, note who, purpose, ISR number, and time expected back in, in the time-back box.

d. For tasks, note who or department, ISR (if applicable), a short description in the comments box and expected time back in the time-back box.

e. For sick days, the person’s supervisor will update the board for the person that called in. 

f. Computer operators / network engineers need to coordinate their lunch and breaks so someone is always in the data center.

g. Operations personnel will update the status board when they are delivering reports to various departments.

a. All production jobs will be turned over to operations to be run. No programmer will run production jobs on a regular basis.

a. For machine-readable data requests, follow the standards in the "Data - Machine Readable Handling" section of this manual.

a. All email to users will have a cc to MPR (For CGH employees, a cc to JMN). For email related to ISRs, see IS Request Procedure.

a. All reporting against SQL databases will be done using MS Access or Crystal Reports. Native SQL will not be used. The databases will not be updated without MPR approval.

a. All memos leaving the dept will be reviewed with MPR before they are sent.

a. No Testimonials will be written / released without MPR approval.

a. You need to read and reply to email from Mitch as soon as possible. In no event should you leave for the day without replying to email he has sent you.

a. You must follow Vendor rules for reporting technical support problems.

