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Welcome to the Job Shadowing Program & Online Orientation for 
BROWN COUNTY GENERAL HOSPITAL  

 
Job Shadowing is an experience offered to students who have a definite interest in a career in the health care 
industry. It allows the student the opportunity to explore his/her interest in a working environment within 
Brown County General Hospital.  
 
During the job shadowing experience, students are paired with a Health Care Professional (Nurse, Radiology 
Tech, Pharmacist, Respiratory Therapist, Laboratory Technician, etc.). The student is assigned to observe the 
professional as they continue to do their job. The job shadowing can last anywhere between 4 and 8 hours. 
Participants must be at least 16 years of age to participate. 
 
During the GCHC/BCGH online process, students should read the following job shadowing literature, gather 
required personal records, and fill out the attached forms. Once completed, the student should fax or mail all 
forms to the Greater Cincinnati Health Council Workforce Center.  When all forms are received at the GCHC, 
we will call the student to schedule the telephone orientation which will last approximately 10 minutes.  At the 
end of their telephone orientation, the student will be given the BCGH contact information and will then be 
ready to schedule their job shadowing experience with the hospital.   
 
To job shadow, participants will need the following: 

·  A current immunization record (which includes 2 doses MMR)  
·  Two TB tests within the last 12 months (A two-step TB test is required, which is actually 2 separate TB 

tests & 2 results).  Note:  if you have had one TB test in the past 12 months, only one more TB test is 
required.  

·  A completed participant form  
·  A completed emergency medical authorization and consent form  
·  A completed, signed & dated HIPPA test  
·  A completed BCGH student clinical registration  
·  A signed confidentiality agreement & student handbook receipt  
·  Completion of the GCHC/Brown County General Hospital Job Shadowing online process (which includes 

the telephone orientation through GCHC).  You will be called to schedule this telephone orientation. 
  

Fax or mail completed forms and copies of your immunization records & TB test results to: 
 

                  GREATER CINCINNATI HEALTH COUNCIL 
Attn. Workforce Center 
2100 SHERMAN AVENUE  SUITE 100 
CINCINNATI OH  45212 
 
Phone 513/531-0200                                                                                FAX   513/531-0278 
 

~~For questions or to request additional information about the program, 
 please contact:  Greater Cincinnati Health Council, Workforce Center    Sharon Trainer 513-878-2856~~
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Please read the following pages 2-8 -- ABOUT PATIENT CONFIDENTIALITY (HIPAA)  
                *HIPAA quiz to be completed when you download the required forms*  
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Please read the following PowerPoint presentation & Hand washing page (pages 9 – 12) 
 
 

JOB SHADOW POWERPOINT 
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� A collaborative effort 
among hospitals and 
health systems to 
promote health 
careers to students 
and adults.
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� A realistic experience in the work day of your 
career choice

� An opportunity to expand your knowledge 
about a chosen field

� An opportunity to ask questions related to 
educational requirements and different career 
options within your chosen field
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� A general job shadowing orientation
� HIPAA and confidentiality education
� General safety procedures
� Your hospital coordinator’s name and number 

to contact for scheduling your shadowing 
experience

� Our expectations of you in the job shadowing 
program
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� You are sick or have 
a fever, cough, cold, 
virus, or known 
infection of any kind. 
Please cancel your 
experience and 
reschedule with your 
coordinator.
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� Please follow the guidelines in the job 
shadowing handbook given to you at this 
course.

� Notify the facility as soon as possible.
� Failure to notify your coordinator of an 

absence will result in the inability to job 
shadow at another time.
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Job Shadowing Program 
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� Don’t dress to extremes. 
Use common sense.

� No excessive cologne, 
perfume or scented 
lotions. This can bother 
some patients.

� No dangling jewelry. This 
can be a safety issue.

� No jeans or sweatpants.

� No bare midriffs.
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� Hair must be away from 

the face.
� Wear clean tennis 

shoes or other 
comfortable, closed-
toed shoes (no open-
toed shoes).

� All tattoos are to be 
covered (band-aids can 
be used).

� Do not wear clothes 
that are baggy or drag 
the floor.

� Be neat and clean. 
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� You are a guest!

� Please act courteously 
and respectfully at all 
times.

� Display active listening 
skills and a positive 
attitude.  Ask 
questions.

� Please thank your 
preceptor!
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Your health care professional will ask you to 
leave the facility and, if you are a student, 

your school will be notified. 

You will not be permitted to job shadow again.
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� You are not permitted 
to smoke during your 
shadowing experience.
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� Don’t bring anything you do not need.
� Please lock purses or backpacks in the trunk of your 

vehicle.
� Please don’t bring large amounts of money.
� NO CELL PHONES OR PAGERS PLEASE! (Can 

interfere with monitoring systems.)

� DO BRING:  ALL PAPERWORK & NAME BADGE

PLEASE remember to wear your 
badge at all times! 
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� Please refer to the information from the red 
book you read during orientation. 

� There is a short quiz following review of the 
red book – be familiar with the information.

� Please sign the hospital confidentiality 
agreement!

� Remember: Never discuss patients!
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� Emergency codes are 
used throughout the 
facility to alert the staff. 

� Codes exist for fire, 
tornado, disaster, 
abduction, biochemical 
exposures.

� Follow the lead of your 
preceptor in an 
emergency situation.
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� Please stay with your 
preceptor at all times 
and obey any specific 
instructions he/she 
might give you during 
your shadowing 
experience. 
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� Remember, your health 
care professional will 
ask the patient for 
permission before you 
enter the room.

� This is observation time 
only.  All you have to 
do is watch and learn!
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� Make sure you wash 
your hands between 
patient rooms.

� Handwashing form is 
in your packet!

� You are not to go into 
any room where 
infection control 
precautions/isolation 
procedures are in 
process. 

� Best to wear machine 
washable clothing & 
wash after wearing.

ENJOY 
YOUR 

DAY!!                         
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� E-mail us and let us know if you enjoyed the 
experience or if you have improvement 
suggestions! 
strainer@gchc.org or mduffey@gchc.org

� If you have any concerns, please call Mary 
Duffey (513/878-2862) at the Health Council. 

� You may repeat this experience within 12 
months without repeating the orientation.

 
 

~Hoping this experience 
excites you 

about a career in health care 
and helps you make your 

career decision~ 
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HAND WASHING 
 

HAND WASHING IS THE SINGLE MOST EFFECTIVE WAY TO  
PREVENT THE TRANSMISSION OF DISEASE AND TO AVOID GETTING SICK. 

 
 

 
 
 
 
 
 
 
 

Although you will not have direct patient contact, it is still 
very important to practice good hand washing while you are 
in the hospitals….and at home & in public! 
 
You can spread germs directly to other personnel, other patients, 
or onto surfaces that other people touch! 

 
In addition to colds, the spreading of some serious diseases can easily be prevented 
if people make a habit of washing their hands effectively. 

 
 

Health care professionals should wash their hands: 

    
                     -Between patients 
           -Before and after you eat 
           -After using the restroom 
        -After contact with body fluids 
        -After removing gloves 
         -Anytime hands are dirty 
 

 
Proper hand washing technique: 

-Wet your hands with warm, running water 
-Apply soap & lather well 

 -Rub vigorously, to dislodge germs, for at least 15 to 20   seconds (remember 
between fingers & fingernails) 

                 -Rinse well—wash the germs down the sink! 
-Turn off the water with a paper towel 
-Dry your hands with a disposable or clean towel  

 
 
 
The most important intervention to keep from getting sick and to protect the patients is to Wash Your Hands! 
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Dear Student: 
 
We would like to welcome you to the Brown County Regional HealthCARE. We hope your experience here 
meets your expectations, and that you find our staff helpful and cooperative. 
 
We share two common goals in our program. First, we seek to provide excellence in health care for the patients 
we serve.  Second, we strive to provide the best possible educational experience for you. 
 
It is with these goals in mind that we ask you to read over this handbook carefully, and take its message 
seriously.  It is written to familiarize you with our policies and procedures.  Please feel free to ask our 
instructors or staff any questions you may have. 
 
Again, welcome to Brown County Regional HealthCARE.  Helping others with their health and 
wellness needs provides a variety of career opportunities. We hope your experience with us will 
be enjoyable, and that the experience you gain will help you as you make decisions about your 
future.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 14

 
 
 
 
 
 
 
 
 
 
 

 
442255  HHOOMMEE  SSTT..  

GGEEOORRGGEETTOOWWNN,,  OOHH  4455112211  
((993377))  337788--77771133  ((EEDDUUCCAATTIIOONN  DDIIRREECCTTOORR))  

  
  
  
  

  

SSTTUUDDEENNTT  HHAANNDDBBOOOOKK   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Education Manager:  Dennis Lewis, NREMT-P, EMS-I 
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Please remember that students who are affiliated with Brown County Regional HealthCARE are expected to 
follow the hospital’s rules, regulations, and policies.   
 
 
 
 
ACCIDENTS / OCCURRENCES 

All accidents, however minor, must be reported immediately to your instructor/preceptor.  There is a formal 
incident reporting mechanism designed to help you do this, and your instructor/preceptor should be well 
acquainted with it.  It is your responsibility to complete this incident report for each accident.  If you become ill 
or are injured during your time here, you may report to the emergency department for treatment.  Brown County 
Regional HealthCARE is not responsible for paying for emergency treatment. 
 
  
CAFETERIA 

You are welcome to eat in the hospital cafeteria. You student badge entitles you to the employee discount. The 
cafeteria is open for lunch from 11:00 a.m. to 1:00 p.m. This facility is open at other times for coffee, soft 
drinks, and snacks, but cannot be used as a “study hall” for long periods of time during the day.  Remember this 
area cannot be used to discuss any information regarding patients. 
 
 
CLASSROOMS 

If classrooms are needed, it is with the understanding that chairs, tables, and equipment will be returned to their 
proper places at the end of the period.  Professional conduct should extend to the classroom areas as well as 
patient care areas. Contact the education department for special needs. 
 
 
CONFIDENTIAL INFORMATION 

While working in the hospital you may come in contact with confidential information pertaining to patient 
illness, injury, or treatment.  It is your responsibility to maintain the confidentiality of this information.  Should 
you be questioned by anyone concerning patient or hospital information, tactfully explain that you are not 
authorized to discuss the matter.  Refer any further questions to your preceptor or instructor.  You will be asked 
to sign a form that explains that you have been educated on the HIPAA regulations and laws. Violation of this 
policy will subject the student to immediate and permanent dismissal from the program. 
 
 
DISASTER PLAN 

The hospital has a formal disaster plan, explaining each employee and department’s duties during a disaster.  A 
copy of the plan is available in the education department and in each department.  You are encouraged to 
become familiar with your responsibilities during an emergency at the hospital. Off-site facilities may have a 
similar plan that will be discussed if applicable. 
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DRESS CODE 

Students need to project a professional image by presenting themselves clean and neatly groomed.  Students are 
required to wear attire that is neat and clean. Shirts must remain tucked in and must have a collar. Slacks must 
not be frayed or torn. Clinical uniforms required by your school are acceptable. The wearing of public safety 
department uniforms (e.g. fire or EMS departments) is discouraged. The midriff shall remain covered at all 
times. Visible, facial body piercing jewelry is not to be worn. Specific direction regarding visible tattoos may be 
given by the education department. 
 
Your attire should be appropriate for the occasion and tasks being performed.  It should not distract from an 
atmosphere of learning. 
 
 
SMOKING 

Brown County Regional HealthCARE is a smoke-free facility and in keeping with that policy, no smoking is 
permitted inside the hospital or anywhere on the grounds. This applies to property owned or leased by the 
hospital. 
 
 
FIRE PLAN 

Along with the disaster plan, your instructor will review the hospital’s fire plan.  Learn where the smoke 
detectors, fire alarms, and fire extinguishers are located in the department(s) where you are working and 
become familiar with the exit plans for each location.  The basic components of the hospital’s fire plan stress 
the following points: 
1. Don’t panic. 
2. Keep visitors and patients in their rooms unless advised otherwise by hospital staff. 
3. Leave lights on. 
4. Remember RACE. 
         Rescue the patient 
         Alarm 
         Contain the fire 
         Extinguish the fire or Evacuate 
 
 
HOUSEKEEPING 

Every student is responsible for doing their part to keep the facility neat and clean; free of clutter, litter and 
germs. 
 
All desk/work areas will be kept clear of any trash and no food or drinks will be permitted in clinical areas. A 
sharps container will be provided when sharp instruments and needles are used. 
 
 
PARKING 

Students are to park in the employee parking lot, located off Banting Drive, in front of the large, blue water 
tower.  Please keep in mind that parking space is limited, and adhering to the parking policies will create fewer 
problems for employees, patients, and visitors. 
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PERSONAL CONDUCT 

While you are here, you will be representing Brown County Regional HealthCARE as well as your school, 
company or department.  Patients, visitors, and the general public form their impressions of these institutions 
from the people associated with the facility.  Patients and visitors are often upset and need special consideration 
and understanding.   Students must always conduct themselves in a professional manner, and help to provide a 
pleasant atmosphere and general feeling of confidence for all patients and visitors. 
 
 
DRUG –FREE / ACLOHOL-FREE ENVIRONEMENT 

The use of intoxicating beverages or abuse of drugs while participating in any form of a training program of 
Brown County Regional HealthCARE is strictly prohibited and violation of this policy will subject the student 
to immediate and permanent dismissal from the program. 
 
 
SEXUAL HARASSMENT 

Sexual harassment, including creating a hostile work or learning area will not be tolerated.  All training 
programs will adhere to the hospital’s sexual harassment policies. 
 
 
PERSONAL PROPERTY 

This hospital is not responsible for lost or stolen articles.  Please limit the amount of money and other valuables 
you bring with you, and ensure that these items are either with you or properly secured at all times.   
 
 
PERSONAL PHONE CALLS 

Students may use the phones located throughout the hospital for outgoing phone calls.  Though it is impossible 
to eliminate all emergency telephone calls, please limit the use of the telephone to important matters that cannot 
be handled otherwise.  Unless it is an emergency, telephone calls should be limited to break time. Cell phones 
must be set to vibrate only or turned off while working in your assigned area. 
 
 
PAGERS 

Personal pagers must be kept on a silent mode. 
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IMPORTANT TELEPHONE NUMBERS &  EMERGENCY PAGING CODES 

 
Main hospital number  (937) 378-7500 

Emergency Room (937) 378-7794 

BCRHC Education Department (Dennis Lewis)  (937) 378-7713 

NOTE: While in the hospital, you need dial only the last four numbers to reach the stations listed above. 

To call the switchboard from within BCRHC Dial “0” 
 
Hospital Paging Codes: 

Code Red  Fire 

Code Adam  Infant / Child Abduction 

Code Black  Bomb / Bomb Threat 

Code Gray  Severe Weather 

Code Orange  Hazardous Material Spill / Release 

Code Blue  Medical Emergency-Adult 

Code Pink  Pediatric Emergency 

Code Yellow  Disaster 

Code Violet  Violent Patient / Combative 

Code Silver  Person with Weapon / Hostage 

Code Brown  Missing Adult Patient 

Emergency overhead page: dial 6800 

 
Students are an important part of Brown County Regional HealthCARE.  Remember that the patient is the most 
important person in the hospital.  We hope you enjoy your learning experience with us. 

 
* THIS CONCLUDES THE READING PORTION OF THE ONLINE PROCESS * 

 
** PLEASE DOWNLOAD & COMPLETE THE  BCGH JOB SHADOWING FORMS  ** 

 
*** FAX OR E-MAIL ALL FORMS & RECORDS TO: *** 

GREATER CINCINNATI HEALTH COUNCIL 
Workforce Center 
ATTN. SHARON 

 
Fax 513.531.0278 
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