Volunteer and Patient
Safety Training
McMinnville Free Clinic
McMinnville, Oregon

Volunteer and Patient Safety
• McMinnville Free Clinic seeks to
provide a safe environment for
our volunteers and patients.
• Maintaining a safe environment
is the role of every volunteer.

All procedures
that are
addressed in
this training are
maintained in
the clinic office.
Many of them
are also found in
the volunteer
handbook. We
encourage each
volunteer to
review these
and be familiar
with their
content.

Objectives
• At the completion of this training,
volunteers will be knowledgeable
about:
– HIPAA Privacy Practices
– Infection Control
– Safety and Bloodborne Pathogens
– Chemical Hazard Exposure
– Fire Safety
– Disruptive patients policy

HIPAA
• Health Insurance Portability and
Accountability Act
– It is the law, designed to protect sensitive
information, known as Protected Health
Information (PHI)
– Originally passed in 1996
– Strengthened and expanded in 2009 by
the American Recovery and Investment
Act.

• Contains rules governing the privacy
and security of Protected Health
Information.

Patient safety
includes the
protection of
private and
sensitive
information.
McMinnville
Free Clinic
safeguards the
health
information of
our patients by
following HIPAA
Privacy
Practices.

Patient Rights as part of HIPAA
• Patients have the right to:
– Receive a copy of the McMinnville Free
Clinic’s Notice of Privacy Practices
– Request restrictions and confidential
communication of their PHI
– Inspect and copy their health records
– Request corrections to their health records
– Obtain an accounting of disclosures of their
PHI
– File a complaint with a healthcare provider or
the US government if they believe their
information has not been protected.

Protected Health Information
• Protected Health Information includes:
–
–
–
–
–

Name
Birthdate
Address, Telephone Number
Social Security Number
Health Information learned as part of
the visit or contained in the patient
chart
– Any other unique number, code or
characters that can be used to identify
the patient.

PHI is anything
that can be used
to identify a
patient, living or
deceased.
Some examples
of PHI are listed
here.
Documents
containing even
one of these are
considered PHI.

Accessing PHI
• Access to charts are limited to
those volunteers who needing
access to complete their clinic
duties.
• Common reasons for accessing a
patient chart include:
– Providing care or counseling
– Arranging follow-up services
– Quality Program Review

It is never
acceptable for a
volunteer to
look at PHI “just
out of curiosity.”
Even if no harm
is intended, it is
a violation of
the law. Ask
“Do I need to
know this to
provide care for
the patient?” If
the answer is
No, don’t access
the information.

Handling and Protecting PHI
• Most forms containing PHI will go
in the patient chart.
• Documents containing PHI must
be shredded prior to being
discarded in the garbage.
• Charts are stored in a locked
location in the clinic. Access is
limited to only appropriate
volunteers.

PHI is secured,
and access is
limited. When
destroying PHI,
a shredder
should be used.
A shredder is
available in the
clinic office.
Each volunteer
is responsible
for shredding
documents that
contain PHI
instead of
discarding them
in a trash can.

Disclosures of PHI
• HIPAA permits the disclosure of
PHI for:
– Providing medical treatment
– Processing healthcare payments
– Conducting Healthcare Business
Operations
– Public Health purposes as required
by law.

Under HIPAA,
the following
disclosures of
sharing of PHI is
allowed.

Breaches of PHI
• A breach occurs any time
information that, by law, must be
protected is:
– Lost, Stolen or Improperly Disposed
– “Hacked”, either physically or by
electronic means by those not
authorized to have access
– Communicated or shared with
others who do not need to know it.

HIPAA breaches
include sharing of
information,
whether written
or verbal with
those who are not
authorized to
access it.
Breaches are
subject to criminal
and civil
prosecution and
include both
fines, and jail
time.
Do your part to
protect PHI.

Inappropriate Disclosures
• Volunteers MAY NOT access or
disclose PHI unless:
– It is within the scope of the
volunteer’s job duties
– The patient has given written
permission
– Proper procedures are followed for
using data in research
– Required or permitted by law.

HIPAA Beyond the Clinic
• Information about patients, their
medical conditions, etc. should not be
shared outside of the clinic, or with
your friends and family.
• Before using PHI or patient information,
you must get specific, written
authorization from the patients or their
legal representatives. The authorization
must identify who you can tell. In
addition, only the minimal amount of
information necessary may be
communicated.

You may find a
need or recognize a
family under
financial hardship,
and know of a
resource that can
help. This type of
“outreach” must
be approved in
advance by the
McMinnville Free
Clinic Board.

HIPAA and Marketing
• Without authorization,
McMinnville Free Clinic may not
use information about the
medical treatment of an
individual for targeted
fundraising or marketing.

Sharing stories of
your experience is
a great way to
recruit volunteers
and others who
share a common
interest in helping
their community.
Limit your stories
to how
volunteering with
the clinic has been
personally
rewarding or made
you feel.
NEVER share PHI,
even
unintentionally.

Patient Privacy in Shared Clinic Spaces
• HIPAA recognizes that some
disclosure of PHI may occur in
shared spaces within the clinic.
– In shared spaces, limit your
conversations to necessary topics.
– Lower your voice to prevent being
overheard.
– Find a private space if confidential
information needs to be
communicated.
– Don’t share health information in the
waiting room.

In some areas of
the clinic there
may be multiple
patients at the
same time. Care
is taken to protect
patient’s privacy
in these areas.
Space, dividers
and background
music/noise are
appropriate
techniques to
help protect
patient privacy in
shared areas.

Patient Safety and Infection Control
• Hand washing is the single most
important way to prevent the
spread of infection.
• Use personal protective equipment.
– Wear gloves when performing exams,
performing laboratory tests or
handling specimens, cleaning exam
rooms.
– Use gloves and impermeable clothing
(lab coat) if cleaning up blood, body
fluids, chemical or large spills.

Preventing the
spread of
infection is
important for
healthcare
workers. Follow
these tips to
keep our patients
and volunteers
safe.
To keep yourself
safe, healthcare
workers must
assume that
patients , blood
and body fluid
are infectious.

Hand Hygiene
• Perform Hand Hygiene:
– Before, between, and after each patient
encounter.
– After contact with blood, body fluids,
excretions or wound dressings
– Prior to performing aseptic tasks
– After removing gloves.

• Hand sanitizer is an appropriate
solution for Hand Hygiene.
• Wash hands with soap and water when
visibly soiled, or as otherwise needed.

Hand Washing
Sanitizer is not
effective against
C. Difficile.
When visibly
soiled, or after
working with
patients with
diarrheal illness,
wash hands with
soap and water.
Soap and water
are located near
exam areas in
the hallway
kitchenette, and
in the restrooms.

Surface Cleaning
• Use Disinfecting Wipes to Clean
Surfaces
– In the exam room, after each
patient
– In all areas after each Clinic

• Pay special attention to high
touch surfaces, or surfaces that
may have been contaminated.

Rooms used for
the McMinnville
Free Clinic are
also used for
other purposes,
including
meetings where
food may be
served. It is
important that
we thoroughly
disinfect
surfaces after
each clinic.

Respiratory & Cough Etiquette
• Patients that present with cough
should be asked to wear a mask
while visiting the clinic.
• Face masks will be available at
the reception area.
• Volunteers should refrain from
volunteering when experiencing
cold and cough symptoms.

We want to
keep patients
and volunteers
safe. Masks are
available for
patients that
have a cough. It
is appropriate to
ask patients that
present with a
cough to wear a
mask while
visiting the
clinic.

Biohazard Exposure Plan
• Healthcare workers are at risk for
exposure to infectious diseases that
can be spread by blood and body
fluids.
• Blood borne pathogens include:
– HIV
– Hepatitis B
– Hepatitis C

• Disease can also be spread by
contact with body fluids, or
cough/droplets.

Volunteers are
encouraged to be
vaccinated for
Hepatitis B. There
is no vaccine
available to
protect against
Hepatitis C or HIV.
Caution and
proper
precautions
should be
followed to keep
yourself safe.

No Food or Drink in Clinical Areas
• Food and Drink are limited to
common areas, the volunteer
lounge and the waiting room.
These areas are designated as
clean.
• Personal protective equipment
should not be worn in clean areas.
• Food and Drink should not be taken
into exam areas, the triage room or
where laboratory testing is
performed.

Ingesting food
or drinks that
have been
contaminated
with blood or
body fluid is one
way to spread
blood borne
pathogens.
For this reason,
areas that are
exposed to
blood and other
body fluids are
off limits to food
and drink.

Personal Protective Equipment
• Personal Protective Equipment or
PPE is available to clinic
volunteers, and should be used.
• PPE Inlcudes
– Gloves
– Impervious clothing (used for spill
clean up, and other tasks when
necessary.)

Universal
precautions
includes the use
of PPE.
It is important
to remember
that you can not
tell an infected
individual by
looking at them,
their health,
how nice they
appear or dress.
They can infect
others, even if
they feel fine.

Tuberculosis Control Plan
• The incidence of TB is very small
in McMinnville, OR.
• Volunteers are screened for TB.
• Patients that present with a
known case of TB should be
referred to the County Health
Clinic.

While the
incidence of TB
is very low in
McMinnville,
healthcare
workers should
be aware and
take
precautions.
We are not
equipped with
personal
protective
equipment to
care for active
TB patients.

Disposing of Medical Waste
• This is the Biohazard symbol.
• Waste containers that may
contain an infectious risk are
labeled with this symbol, and
typically have red or orange
garbage bags.
• Items that are contaminated with
blood or body fluids should be
discarded in the Biohazard trash.

Bandages,
gloves and
paper towels
can be disposed
of in regular
trash
containers.
As a general
rule, if you can
squeeze blood
or fluid from it,
it should go in
the biohazard
garbage bags.

Needle and Sharps Safety
• Sharps are anything that pierces
skin. Needles, lancets, broken
glass, can all be considered sharps.
• Any needle, lancet or other item
that comes in contact with a patient
blood and fluid can transmit
infectious disease.
• Needles, Lancets, Bandages, etc.
are all single use items, used for
one patient only.

Healthcare
workers must
realize that
exposure to a
needle or sharp
that has been
previously used
on a patient can
transmit
infectious
disease. Do not
reuse needles or
syringes.

Injection Safety
• Use aseptic technique when preparing and
administering medications.
• Needles and syringes are single use. Never
administer medicine to multiple patients
using the same syringe, even in the needle
has been changed.
• Dedicate multidose vials to a single
patient. If multidose vials will be used for
more than one patient, they should be
restricted to centralized medication areas
and should not enter the immediate
patient treatment area or exam room.

This is a short
list of injection
safety practices.
An exhaustive
list is included in
the Exposure
Control Policy.

Disposing of Sharps
• Sharps include needles, syringes,
broken glass, etc.
• Sharps must always be discarded
in a puncture proof container.
• NEVER recap or bend needles.
• Do not reach into Sharps
containers.
• Do not overfill

Puncture proof
Sharps containers
are located in the
lab area, and in
each exam room.
Anything that can
puncture the skin
should be
discarded in a
sharp’s container.
Never over fill or
stuff items into a
Sharps container.
Once full, snap
the lid into place.

Disposing of Medical Waste
• Biohazard waste and sharps
containers cannot be placed in
regular trash or dumpsters.
• Western Oregon Waste (WOW)
has been contracted to dispose
of medical waste.

What Happens if I am Exposed?
• Immediately cleanse and or
irrigate the area of exposure
• Contact their immediate
supervisor or the clinic
coordinator
• Receive a confidential medical
evaluation

Your first
reaction is often
panic, and then
embarrassment.
If you are
exposed or
receive a needle
stick injury,
please follow
these steps.
Records of
needle stick or
sharps exposure
are maintained
and reviewed by
the clinic.

Chemical Hygiene Plan
• Most healthcare facilities contain
hazardous chemicals.
• Chemical exposure can occur through
inhalation, ingestion or skin absorption.
• As a volunteer organization,
McMinnville Free Clinic is not governed
by OSHA. However, we believe that
volunteers have a “Right to Know”
about hazardous chemicals that they
may encounter in the clinic.
• As possible, we follow OSHA guidelines.

Many chemicals,
including
common
cleaners,
bleach,
laboratory
supplies, etc.
are found in
healthcare
facilities. Your
safety is
important. You
need to know
how to handle
chemicals safely.

Chemical Hygiene Plan
• MSDS
– Material Safety Data Sheets
– Contain information on chemical
hazards, including acute, reproductive
or respiratory toxins.
– Contain first aid instructions if you
have been exposed to a chemical.

• A complete list of hazardous
chemicals used at McMinnville Free
Clinic and their MSDS are located in
the MSDS Binder.

Material safety
data sheets
contain
information
needed to deal
with chemical
exposure. If an
outside
responder
(Paramedics)
come to help
with a chemical
spill, they will
ask for the
MSDS, so have it
available.

Spill Kits
• To contain or clean up significant
spills, use the spill kit.
– Chemical Spill Kit
– Blood Spill Kit

• When using absorbent material
(kitty litter), make a dam around
the spill to contain it, and
then work towards the
center to clean it up.

The spill kit
contains
instructions and
everything you
need to clean
up a spill.

Labeling Hazardous Chemicals
• NFPA Diamond
FLAMMABLE

The NFPA
Diamond is used
to classify the
danger of
hazardous
chemicals. It
uses a color
coded system to
identify the type
of risk, and a
numerical
system 0-4 to
grade the risk
level. 4
represents the
greatest risk.

Labeling Hazardous Chemicals
• Global Harmonization System (GHS)

GHS is an
international
chemical
labeling
standard,
expected to be
implemented in
the United
States by 2015.
Originating in
Europe, some
manufacturers
already use it.

Labeling Hazardous Chemicals
• All chemicals at the McMinnville
Free Clinic should remain in their
original manufacturer packaging.
• Original packaging contains clear
labeling, and should not be
relabeled.
• If the original packaging becomes
damaged, dispose of the
chemical according to the MSDS.

If chemicals are
transferred to a
secondary
container, the
new container
must contain all
hazard and
safety labeling.
Our policy is to
leave chemicals
in their original
containers until
used.

Expiration Dates
• If opening a chemical changes
the expiration date, the new
expiration date should be
recorded on the opened package.

Some chemicals
expire within 7
days, 14 days, or
30 days of being
opened. If this
is the case, the
bottle should be
labeled with the
new expiration
date to prevent
use beyond it’s
expiration.

Fire Safety
• In the event of a fire, follow these
simple rules:
– Rescue
– Alarm
– Contain the Fire
– Extinguish the Fire
– Relocate or evacuate

In the event of a
fire, it’s important
that clinic
volunteers remain
calm and help
patients and
other staff to
safety.

Fire Safety
• Fire pull stations are located
throughout the building. Simply
pull to sound the fire alarm
• Fire alarms will sound, and lights
will flash.
• Help patients and volunteers to
leave the building safely and
calmly.

Fire Safety
• Exits are marked with signs.
• Follow the nearest signs to
evacuate the building.
• Use stairs instead of the
elevator.
• Remember to stay low to the
ground, if smoke is present.

Fire Extinguishers
• Class ABC extinguishers can be
used on any type of fire.
• To activate an extinguisher:
– Pull the pin
– Aim at the base of the fire
– Squeeze the trigger
– Sweep side to side

Fire extinguishers
are located in
cabinets in the
hallway and in
other common
areas of the
church.
Fire extinguishers
have a limited
supply. Don’t be a
hero. If you can
not extinguish the
fire, contain it by
closing doors
behind you and
evacuate.

Dangerous and Disruptive Individuals
• In the event that there is an
individual or patient felt to pose a
danger to others or self:
– If unmanageable, call 911
– Assessed by the clinic coordinator to
see if care can be safely provided.

• Any volunteer who feels their safety
is in jeopardy should avoid being
alone with the disruptive individual.

Above all else,
your safety, and
the safety of
other patients is
critical.
Persons who are
violent,
intoxicated, or
otherwise pose
a threat should
be evaluated by
the clinic
coordinator.

