
A/V Failure Procedure

Ver. 1           2017

Is the A/V Failure A B-Line 
Component?

Contact DNG
See A7.17

Contact B-Line Medical 
See A7.16

Describe the situation

No Yes

Describe the situation

Adjust the Course or 
session Accordingly

Adjust the Course or 
session Accordingly

Notify the Director of Operations

What is it affecting?
Is it only affecting Sim Center?



Blood Exposure Procedure

Ver. 1           2017



Curriculum Development 
Procedure

Ver. 2           2017



Needs analysis
Research including scholarly 
review, conferences/liaision 

with Quality/Safety/Infection 
Control/Departments

Developing Educational 
Rationale;

Writing learning Objectives;
Drafting Learner Profile;

Drafting Course Description;
Selecting Evaluation Strategy;

Develop Curriculum
Building Lesson Plan
Building Scenarios
Building Job Aids

Building Evaluation Tests
Building Satisfaction Surveys

Conducting Pilot Testing

Implement training program;
Evaluate initial cohort for any 
system anomalies; wide scale 

implementation of training 
program

Reporting
Overall System review of 

curriculum

Organization
Issue/challenge/problem
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Subject Matter Expert 
(faculty)/organizational Input 
to review proposed objectives 

to meet goal

Simulation Staff Oganization

Subject Matter Expert 
(faculty)/organizational Input 

to review curriculum to 
ensure congruency with 
medical flow and or local 

policy

After pilot testing the sim staff 
will go to organization with 
pilot testing result and offer 
tweaks that will have added 

benefit. 

If needed, sim staff will go back 
and redo pilot testing and 

tweak curriculum

Scenarios are final programmed into 
computer

Supplies and equipment is ordered as 
necessary

Get funding cite from organization

Organization advised of optimal 
evaluation methodSim Staff recommend based 

on best practices and med 
education principles

Score test/performance/ Program 
evaluation,  data analysis

Data fragments converted to 
useful information

Query organization concerning 
statistical change post -

implementation

Scenarios are test programmed 
into computer

Organization will report 
information IAW local/state/

Fed policy

Typical Course/Program/Curriculum Development

Develop Instructor Guide w/ teaching points

Coordinate Scheduling 
(mobile sim/in situ)

Organization or multiple 
organizations

Makes determination if 
simulation is the best modality



Data and Reporting 
Procedure

Ver. 1           2017

Monthly Quarterly Yearly

Director of Operations 
updates monthly stats 

ITCI Survey Statistics

MS Sim Course Survey Results

Director of Operations 
updates ACS AEI stats 

Annual Report

Historical Hours Update

Departmental Invoice

Nursing Invoice

Resp. Therapy Invoice

Simulation Specialist provide 
Program Office with monthly 

census



Equipment and Supply 
Procedure

Ver. 1           2017

Supply

Identified supply item needed

Seek out supply item through 
UCI approved vendor

Send request to the program 
office with as much detail as 

possible

Program office will submit an 
ROF

Is it clinical?

Yes No

Yes No

Does Central 
Distro have it?

Send request to the program 
office with as much detail as 

possible

Program office will submit 
order through Central Distro

Program Office will submit 
ROF



Equipment

Identify Equipment item 
needed

Research Product

Program office will submit an 
ROF

Urgent Need?

Budgeted?

Obtain Quote
Possible 3 quotes needed 
from different vendors



HeartCode© Request 
Procedure

Ver. 2           2017

Was payment received

Student information is 
loaded/updated in the 

system

Simulation Center will try 
and make contact with 

the requestor

The simulation Center will 
cease trying to make 

contact after 3 
unsuccessful attempts

Student is assigned by 
Program Office

The student is emailed 
with directions and log on 

information

Simulation staff has 3 working days 
to look over request

Simulation Staff will 
verify payment

Customer/client fills out 
a new request on the 

Medsim website, and pay 
required fee

Once the student accesses the 
course, the license is used, there will 
be no refund

NoYes



HeartCode© Skills Portion 
Request Procedure

Ver. 2            2017

The simulation staff will 
schedule skills portion

The student arrives to complete 
skills assessment

The student will receive the 
AHA card in the mail in 

approximately 2-3 weeks

Per AHA Program 
Administration Manual, the 
center has 20 business days 
post-finishing the course to 
get the card to the individual.

No card will be given the day 
of class

Once the student completes 
part 1, the student will email 
the Program Office at 949-

824-8835

Program Office will verify 
completion of online portion

Complete?

Program office will notify the 
student to complete the online 

portion

Yes No



Instructor No Show 
Procedure

Ver. 1           2017

Program Office to call 
instructor and/or POC

Notify the Medical 
Director and Director of 

Operations

Notify the department

Dr. Ricks if Available

Simulation Fellow if 
Available

Notification

Technician run BLS/
ACLS Sim

Tech run/feedback

Task Training

Action/Decision
1

2

4

5

Instructor Does 
Not Show



Medical Emergency 
Procedure

Ver. 1           2017

CALL 9-1-1 if the condition is LIFE THREATENING or 
REQUIRES IMMEDIATE

MEDICAL ATTENTION BEYOND FIRST AID

From a cell phone call 9-1-1 or 949-824-5223 (UCI Police 
Department)

For Infectious Agent Exposure call 714-456-7890 request 
the Infectious Disease Fellow On-Call

If poisoning is suspected, contact the Poison Control 
Center at 1-800-222-1222



Media Relations/Request for 
Information Procedure

Ver. 1           2017

Is the Request in 
Writing?

Request the request for 
information in writing

Direct the requestor to the 
the Medical Director/Director 

of Operations 

The directors will notify the 
Chief Administrative Officer

Campus Resources
Dean’s Office Resources
UCI Strategic Communications

No Yes

Request from Individual 
or entity



New Course Request 
Procedure

Ver. 1           2017

Request is vetted with 
Simulation Center staff

Course Approved Course Not Approved

Customer provides more 
information and 

resubmits

Submit Scenarios

Schedule Pilot

Simulation staff has 7 working days 
to look over request

Customer/client fills out 
a new course request

Schedule Course Dates

Session

Course Number 
Assigned by Staff

Minimum 2 weeks (10 
working days) between 
scenario submission 
and pilot

1 Month



New Scenario Procedure

Ver. 2            2017

Media?

Customer/client fills submits a 
new scenario with/without media

NoYes

Greater than 5 working 
days out from session?

No

Yes

Simulation staff cannot 
guarantee that the 

media will be available 

Programming?

NoYes

Did the author/
instructor meet 

deadline?

NoYes

Programming may 
not be available

10 working 
days prior to 
session

Session

Recommend pilot session



Personal Exposure/
contamination Procedure

Ver. 1           2017

Remove exposed/
contaminated individual(s) 
from the area, if it is safe to 

do so

For Medical Attention
9-1-1

During working Hours
EH&S 949-824-6200

After Hours
9-1-1

Remove any contaminated 
clothing and place in bag

Administer First Aid as 
Appropriate

Standby to provide 
information or assistance to 

emergency response 
personnel

For Spill
See Spill Procedure



Review and update the job 
description

References and Background

Completing the Recruitment

Advertising Plan

Develop a timeline for 
recruitment

Interview Planning/Screening

Interviews

Need for 
Recruitment 

Identified

Qualifications

Requirements

Internal Services

External Services

Social Media

Structure/composition of interview
Standardized questions

Testing <NOT DONE AT UCI>

Send JD and recruitment 
request to CAO for HR to input 
in Applicant Tracking System

Approval and Access from HR 
to Applicant Tracking system 

with Recruitment number

External 
Process to 
simulation 
center
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Initial Screening based on 
Qualifications and 

Requirements

Job Related only
Open-ended and Behavior-based Questions

Calling references can be done by dept. or HR
Background check done by LiveScan

Verbal Job offer 
Offer Letter w/ Start Date

See New Hire Procedure

Recruitment Process

Ver. 1           2017

HR Closes out Recruitment



Scenario Development 
Procedure

Ver. 1           2017

All applicable 
sections filled 

out?

Programming?

Is the scenario in a 
format we accept?

Customer/client fills submits a 
new scenario with/without media

NoYes

Program Office will coordinate 
with the customer/client to 
transfer to proper format

Media?

Labs?

Recommend a pilot

Simulation Specialists/
Program Office work with 
Customer/client to complete 
the Requirements of scenario

NoYes

Program Office work with 
Customer/client to complete 
the Requirements of scenario

See Scheduling Procedure



Scheduling Priority 
Procedure

Ver. 2           2017

Core Undergraduate Medical 
Education

MS 1 & MS 2

Core Undergraduate Medical 
Education

MS 3  & MS 4

Residencies Nursing

Outreach
Tours

Others



Session Scheduling Request 
Procedure

Ver. 2           2017

Request is vetted with 
Simulation Center staff

Session Approved Session Not Approved

Requestor is given options 
of other available times 

and dates that may meet 
their requirements

Session scheduled on the 
calendar with as much 

information as possible, 
including POC

Simulation Specialist will 
contact Instructor no later 

than 1 week prior

Simulation staff has 3 working days 
to look over request

Customer/client fills out a 
new scheduling request



Simulator Procedures

Ver. 2           2017

See Simulator Tech 
Continuity Binder



Spill Procedure

Ver. 1           2017

STOP THE SPILL WARN OTHERS
ISOLATE THE 

AREA
MINIMIZE 
EXPOSURE

Avoid Spreading 
contamination by restricting 

access

During Working Hours
EH&S 949-824-6200

After Hours
9-1-1

Medical Assistance Needed
9-1-1

Do not attempt to clean up or 
decon without proper PPE

Decon are under EH&S 
supervision



Tour Request Procedure

Ver. 1           2017

Request is vetted with 
Simulation Center staff

Tour Approved Tour Not Approved

Simulation staff has 3 working days 
to look over request

Customer/client fills out a 
new scheduling request

Tour placed on schedule

Faculty Needed?

Sim Center 
Invoice?

Program Office will relay the 
reason why the request was 
denied

-Scheduling issue
-Faculty issue



Travel Reimbursement 
Procedure

Ver. 2           2017

Scan all documents/
receipts

Turn in to MedEd 
Financial Analyst for 

processing

Gather all Receipts and 
materials

Add Additional data 
or explanation

FA - Enter travel 
voucher in KFS

Await confirmation 
that the voucher 
was submitted
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