[image: image1.png]Safety Management Services, Inc.

2101 S. Arlington Heights Rd., Suite 135  Toll Free 877-577-6550 | Fax 847-577-6653
Arlington Heights, IL 60005-4173 info@safemgt.com | www.safemgt.com





How to use the Materials contained in this 

Manual, the Manual’s License & Disclaimers

Safety Management Services (SMS), Inc.’s Physical Environment Manual contains:

· Each program section reflects a Joint Commission® ‘Standard’ or the processes required by The Joint Commission’s standards for the Physical Environment (Environment of Care (EC.01.01.01 – EC.04.01.05); Emergency Management (EM.01.01.01 – EM.04.01.01); and Life Safety (LS.01.01.01 – LS.03.01.70).

· At the end of most tabbed sections, the participant will find a number of printed documents relating to the respective section – these items are sample tools, policies, procedures & data collection tools for your use within your facility (please see copyright restrictions listed below).  

· These sample materials may also be found in electronic form (typically .doc & .xls files) on the accompanying CD-R – SMS, Inc.’s 2021 PE Manual.

Navigating the Files in this Manual:

1. The files are labeled and indexed for your reference and ease of application.  Each document is identified in three ways:

Environment of Care®
Managing Risk


=
MR

Security & Safety


=
SS

Hazardous Materials & Waste
=
HM

Fire Risks



=
FS

Fire Drills



=
FS

Fire Equipment


=
FS

Medical Equipment


=
ME

Medical Equipment Testing

=
ME

Utility Systems


=
UT

Emergency Electric Systems

=
UT

Utility Testing



=
UT

Emergency Power


=
UT

Medical Gas



=
UT

Appropriate Environment

=
AE

Managing Construction

=
MC

Roles & Responsibilities

=
RR

Collection & Monitoring

=
CM

Analyze 



=
AN

Improvement



=
IM

Emergency Management

Planning Activities


=
PA

Emergency Operations Plan

=
EP

Communication Management

=
CM

Resources & Assets


=
RA

Security & Safety


=
SS

Staff Management


=
SM

Utilities




=
UT

Patient Management


=
PM

Volunteer LIP



=
VL

Other Volunteers


=
OV

Annual Review


=
AR

Testing & Exercise


=
TE
Integrated EM Program

=
IE
Life Safety

Statement of Conditions™

=
SC

Interim Life Safety Measures

=
IL

HCO General Building Req.

=
BF

HCO Means of Egress

=
ME

HCO Protection


=
FS

HCO Fire Alarm


=
FA

HCO Extinguishment


=
FE

HCO Special Provisions

=
SP

HCO Building Services

=
BS

HCO Operating Features

=
DH

AHCO Gen Building Req.

=
BF

AHCO Means of Egress

=
ME

AHCO Protection


=
FS

AHCO Fire Alarm


=
FA

AHCO Extinguishment

=
FE

AHCO Special Provisions

=
SP

AHCO Building Services

=
BS


AHCO Operating Features

=
DH

2.
2020 Joint Commission® “Standard”
Example: 

EC.01.01.01 – Managing Risk

EM.01.01.01 – Planning Activities

LS.01.01.01 – Statement of Conditions

3.
Element of Performance
SMS, Inc. follows The Joint Commission’s numbering scheme to identify each “Element of Performance”.  For example, in the area of Environment of Care EC.01.01.01 – Managing Risks, The Joint Commission lists 8 Elements of Performance (EP’s) – EC.01.01.01EP1 – EC.01.01.01EP8).  This manual has a “Tab” for each Element of Performance, and at least one sample document designated with an alphanumeric designation (for a complete explanation of how The Joint Commission defines its standards for 2020, please reference the most current CAMH).  

Therefore, the file in this manual identified as “MR-EC.01.01.01EP1” is representative of:

MR -


Managing Risks

MR-EC.01.01.01
Appointment for Safety Officer

MR-EC.01.01.01EP1
“Appointment Letter for Safety Officer”
(Please Note:  in many cases there will be one or more examples for a given element – in that case we may add alpha designations “a-b-c,” etc. as a suffix to the standard number for the purpose of identifying multiple examples.  This nomenclature is for organizational purposes only and is SMS, Inc.’s designation, not The Joint Commission’s.  This designation is used so that the reader may easily identify the file on the accompanying PE Manual CD-R)

There are several different colors that you will find in the documents. This is a legend of the colors and their meaning:

· The New text, mostly based on standard changes, is highlighted in yellow and black lettering. Ex. Medical equipment with activities and associated frequencies
· The deletion, it is highlighted in hot pink ex. EC.02.04.03EP19-20 17-19
· The informational or a place to explain information but not needed for the policy or tool. It is highlighted in light blue with red lettering. These need to be deleted. Ex: <<Note: There must be at least one, such as staff knowledge, staff performance, or equipment performance.  The organization’s risk assessment may be a good source for identifying a meaningful 
· These need to be changed or made specific to your facility, such as a title or Facility Name or Committee name, they are in red lettering with arrows at the end. The lettering needs to be changed to black and the arrows removed. Ex. <<Governing Body>>.
· Please also review the crosswalk to identify changes
Included in the files on this CD-R is a complete, printed Table of Contents for the entire manual.  There are individual Tab Builders for each section. The user may find it helpful to print out each Tab Builder for each section, as reference tools when navigating this manual and the standards they are based on.  

System Requirements for use of SMS, Inc.’s EC Toolbox CD-ROM

This CD-R may be read by virtually any PC set up with Microsoft(
 (MS) Windows® & MS Office® software.  All files are “unzipped” (non-compressed) and do not require re-formatting.  The user of this manual will need a CD-ROM player that reads at a speed of 32x or higher.

Anti-Virus Protection

The enclosed CD-ROM was created in an AVG Internet Security Network Edition (v.9.0.730) and should be free of any known computer viruses at the time it is shipped to you.
  It is the responsibility of the user to run any appropriate anti-virus programs on the designated host system to ensure protection against computer viruses.

Accessing the Data

To read the files on the accompanying CD-R, we would recommend using Microsoft’s “Windows Explorer,” which can be accessed on your computer by selecting:

1. Select by left-clicking “Start/Programs/Accessories/Windows Explorer” or

2. Right Click on “Start” and left click on “Explore”

Once in Windows Explorer, the user can manipulate (i. e., copy files) and view the files of interest. If you are unfamiliar with using MS Office software, we strongly recommend you check with your facility’s Information Management (IM or MIS) department for support.

Using, Copying & Sharing the Data Contained within this Manual

SMS, Inc. encourages the participant to use the resources provided within the cover of this manual for the purpose of making your respective healthcare compliant with The Joint Commission’s standards, and to maintain that compliance & readiness for survey on an ongoing basis.  Permission to copy, share & otherwise distribute the aforementioned materials within the participant’s “home” facility is granted.  If the participant wishes to share these materials with directly affiliated (by ownership &/or contract), “networked” or otherwise related healthcare facilities, please contact the Marketing Department at SMS, Inc. for written permission.

PLEASE NOTE:  Sharing the aforementioned material with other facilities, institutions or associations are expressly prohibited.  The user may not, under any circumstances, offer these materials out to others for the purpose of commercial gain without the express prior written approval of SMS, Inc.

License

Safety Management Services, Inc. (SMS, Inc.) hereby grants to the person (“Customer”) who has purchased this license and diskette(s) or CD-ROM to use the same (the contents of which, together with all modifications and accompanying documentation are referred to herein as the “Software”), a limited, non-exclusive license to use the Software on the terms and conditions set forth.  This license is solely for the use of the Software by the Customer for a single user.  The Customer may physically transfer the Software to another computer by having the diskette or CD-ROM read into such computer, provided that more than one user may not use the Software.  When more than one user installs the Software on a Local Area Network (LAN) or any type of shared device with simultaneous access, one paid-up license is required for each potential user of the software, regardless of the simultaneous users at any given time. Subject to forgoing limitations, the Customer is entitled to copy the Software into any machine readable or printed form for back-up or modification purposes in support of the use of the Software by a single user by the Customer.

Copyright

The software is copyrighted, and Safety Management Services, Inc. therein reserves all rights.

Warranty

The software is provided “as is” without warranty of any kind, either expressed or implied, including, but limited to the implied warranties or merchantability and fitness for a particular purpose.  The customer agrees to indemnify, defend, and hold harmless, Safety Management Services, Inc., Safety Management Services Inc.’s agents, Safety Management Services Inc.’s Officers, and Safety Management Services Inc.’s employees for any errors, omissions, faults, or flaws related to the licensing and use of the software.

Acknowledgment

The customer acknowledges that the Customer has read this agreement, understands and agrees to be bound by its terms and conditions, which agreement will be acknowledged in writing upon the request of Safety Management Services, Inc.

General Provisions 

The Customer shall have no right to sub-license any of the rights of this Agreement for any reason.  In the event of the breach by the Customer of this Agreement, the Customer shall be liable for all damages to Safety Management Services, Inc., and this Agreement shall be terminated. This agreement can only be modified in writing between the Customer and Safety Management Services, Inc.  If any provision of the Agreement shall be deemed to be invalid, illegal, or unenforceable, the validity, legality, and enforceability of the remaining portions of this Agreement shall not be affected or impaired thereby.  The laws of the State of Illinois shall govern this Agreement.

� MS, MS Office, MS Word, & MS Excel are registered trademarks of the Microsoft Corporation, Seattle, WA, � HYPERLINK "http://www.microsoft.com/" �http://www.microsoft.com/� 


� “AVG” is a registered trademark of AVG Technologies CZ, � HYPERLINK "http://www.avg.com" \o "http://www.avg.com/" �http://www.avg.com�
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