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Welcome 

Maple Grove Hospital welcomes students from a wide variety of schools and disciplines 

for educational/clinical experience. Our goal is to provide a culture of learning wherein 

each student can meet his/her educational objectives. We value the opportunity to 

mentor students and our partnership with schools to produce the next generation of 

professionals. 

This manual will support school faculty and MGH Team members who will be working 

with students in a hands-on, direct educational/clinical experience at Maple Grove 

Hospital 

 

School: _______________ 

Faculty: _______________ 

Unit: __________________ 
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1.  EDUCATIONAL/CLINICAL AFFILIATION AGREEMENT (CONTRACT) 

 

A Master Affiliation Agreement is required for all student hands-on, direct 

educational/clinical experiences. It states that North Memorial Health Care and the 

school mutually agree to guidelines of the experience. 

 YES, Maple Grove Hospital Education Department has confirmed that a current 

agreement is in place and includes Maple Grove Hospital as a site for the clinical 

experience.  

 NO, there is not a current agreement. Contact the Education Coordinator at Maple 

Grove Hospital. 

 

Note: Students on-site without a signed agreement must be placed in a hands-off, 

observation only observational experience. See “Observational Experience.” 

 

Amendments/Addendums to Affiliation Agreements 

Amendments and Addendums to Affiliation Agreements must be processed through 

Professional Practice, Development and Education at North Memorial.  
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2. PROGRAM LETTER OF AGREEMENT 
 

A Program Letter of Agreement (PLS) is required between the school and Maple 
Grove Hospital. This agreement covers a maximum of 1 year. This process ensures 
that Maple Grove Hospital and the school has approved students at MGH 
specifically. (Affiliation agreements do not specify that students have been accepted 
into a student program at Maple Grove Hospital as the agreement is broader and 
covers all of North Memorial Health Care affiliates.) 
 

 Yes, Maple Grove Hospital Education Department has confirmed there is a 
signed PLA covering the time period that the student(s) will be in the facility, signed 
by MGH CNO. 
 

 No, there is not a current PLA in place. Please contact the MGH Education 
Department 
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3. BACKGROUND CLEARANCE 

Maple Grove Hospital requires that students have obtained a State and National 
background clearance that includes an OIG Report and are eligible to have direct 
contact with customers/patients.  

It is the responsibility of the school to ensure that the required background checks are 
complete prior to arrival at Maple Grove Hospital. The school will not assign a student or 
faculty member if his/her background study documents ineligibility to have direct contact 
with patients under applicable law or regulation. 

Fingerprints and a photograph are required to obtain the Minnesota background 
clearance.  

 Yes, a State and National background check is complete. 

 No, a background check has not been completed OR the background check resulted 
in concerns – contact Maple Grove Hospital Education Department. 
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4. HEALTH REQUIRMENTS 

Immunizations: 

It is the responsibility of the school to ensure that students and faculty are in compliance 

with Maple Grove Hospital’s immunization requirements: 

• Rubella and rubeola immunity 

• Negative tuberculin (Mantoux) within the last 12 months or if history of positive 

Mantoux, a negative chest x-ray with in the last 12 months (Should a student 

convert to a positive Mantoux during the clinical experience, the 

college/university must immediately report test result to Maple Grove Hospital’s 

Team Member Health center) 

• Inoculation for tetanus within the last 10 years 

• Annual influenza vaccine administered during the CDC identified flu season 

which runs October 1- March 31 (written declination signed by a medical doctor 

accepted only in cases of medical contraindications) 

• Completed Hepatitis B series (or written declination) 

• History of chicken pox (varicella) after the student’s first birthday 

 

School must be able to provide evidence of student and faculty immunizations if 

required by an internal or external audit. 
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5. DOCUMENTATION REQUIREMENTS 

Students and faculty must review the following documents prior to EACH clinical 

experience. Documents are available through The Clinical Coordination Partnership 

(TCCP) https://clinicalcoordination.org/clinical-prep/maple-grove-hospital-student-prep/ 

 

Packet 1:  

• Assessment and Documentation Policy 

• Student Nurse Shift Guidelines 

• Scope of Practice for Student Nurse Policy 

• Student Nurse Job Description 

• Assessment and Documentation Guidelines for the student clinical department(s) 

o MSCC ICC Assessment and Documentation Guidelines 

o Postpartum Assessment and Documentation Guidelines 

o ECC Assessment and Documentation Guidelines 

o Labor Assessment and Documentation Guidelines 

o NICU assessment and Documentation Guidelines 

Packet 2:  

• Health Information Confidentiality and Security Policy 

• Health Information Access and Disclosure Policies 

• Computer Network and Internet Usage Policy 

• Abbreviations in the Medical Record Policy 

• Abbreviations in the Medical Record Attachment 

 

Packet 3: 

• Required Learning Packet for the current year 

 

ATTESTATIONS 

The following attestations must be signed and returned to the MGH Education Office 

at least 3 weeks prior to the start of the clinical experience: 

 

 Student Work Acknowledgement form (attests to completion of Packet 1) 

 Policy Acknowledgement (attests to completion of Packet 2) 

 Required Learning Receipt (attest to completion of the Required Learning for 

the current year) 

 

 

 

 

 

 

https://clinicalcoordination.org/clinical-prep/maple-grove-hospital-student-prep/
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Scope of Practice/Job Description Acknowledgement Form  

I have read the Student Nurse Position Description and the Scope of Practice for Student Nurse Policy. 

I have also reviewed the Student Nurse Shift Guideline, and the Assessment and Documentation Policy 

with the attachment for the appropriate unit (“F” for Postpartum and “C” for MSCC/ICC). I understand 

that this standard list is generalized for my role and that there may be variations based on patient, staff 

and unit needs. 

My signature indicates that I can meet the functional demands of the job and that I understand and will 

practice within the Student Scope of Practice for Student Nurses. 

 Student Name: _______________________________________S#:  _______________ 

 Student Signature: ____________________________________Date: ______________ 

 

 I am not in a faculty led clinical group. By checking this box and signing on the above lines, I indicate 

that I have read the documents listed, but understand that the scope may vary due to the nature of 

being directly supervised by an RN preceptor at all times. 



Maple Grove Hospital 

 

pg. 11 
Faculty-Led Clinicals at Maple Grove Hospital 

Policy Acknowledgement Form 

I have read the following Policies and agree to abide by the guidelines: 

• Computer Network and Internet Usage Policy 

• Health Information Access and Disclosure Policy 

• Health Information Confidentiality and Security Policy 

• Abbreviations in the Medical Record Policy and attachment 

 

 Student Name: _______________________________________S#:  _______________ 

 Student Signature: ____________________________________Date: ______________ 
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RECEIPT FOR REQUIRED LEARNING PACKET 2019 

Regarding information in the Required Learning Packet, I:  

• Understand the information  

• Am responsible for working safely, and  

• Know who to contact to obtain more information or to report unsafe conditions  

 
In addition, I understand that these policies and procedures are continually evaluated and may be 
amended, modified or terminated at any time.  

Please sign and date this receipt and return it to Maple Grove Education 
Department or fax to 763-581-1405 

Signature:        Date:      

Print Name:        

S# : __________________________________________  
 
School Name: __________________________________ 
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6. CLINICAL LEADERSHIP POLICY 
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7. SCOPE OF PRACTICE 

Please review the Scope of Practice for Student Nurse Policy. 
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8. EPIC ACCESS 

The School is responsible for setting up EPIC access for the students and Omnicell 

access for the instructors. There will be a “Student Requester” trained at each school by 

North Memorial IT who is responsible for using Service-Now to enter the students and 

faculty. If the school does not have the EPIC training materials, an EPIC 

assessment/test, answer key, and the IT acknowledgement and consent form, contact 

MGH Education office. 

• Service-Now at North Memorial is used to request Epic access for students and 

faculty coming to Maple Grove Hospital for a clinical experience 

• Individuals at each school have been set up with codes to access Service-Now 

• If there has been a staff change and a new individual needs to be set up with 

access, contact MGH Education office at 763-581-1816. 

• You can log into Service-Now directly at https://northmemorial.service-

now.com/.navpage.do 

o Log in with your IT identity (user name) and password 

o Click on “Information Technology 

o Click on “Make a Request” (shopping cart) 

o Click on “Affiliate & Student Access” 

o Click on “New Student (Undergrad, Graduate or Advanced Practice” 

o Complete the form. If you are ordering multiple items, once you complete 

the form for the next item, you must either “Order Now” or “Add to cart” to 

add the item. “Order Now” will add the item and leave the form. “Add to 

cart” will add the item and you will stay in the current form. This is used 

when you have several of the same item to order with different information 

in the fields 

o Selecting “Submit Order” completes the request. 

• For assistance, the North Memorial IT Service Desk can be reached at 763-581-

2580 

 

 

 The Student Requester is _________________________________________ 

 The “student requester” submits a Service-Now request to North Memorial IT. 

 The IT Acknowlegement and Consent form, with the student’s test score and 

signature, faxed to North Memorial Health’s IT department 

 The student has been assigned an S# and has been given the number prior to the 

start of the clinical experience 

 

https://northmemorial.service-now.com/.navpage.do
https://northmemorial.service-now.com/.navpage.do
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9. STUDENT INFORMATION 

The following student information must be provided to the MGH Education Office at 

least 3 weeks prior to the student arrival 

 Student Name 

 Faculty/Instructor Name 

 Contact person at the school who can answer questions/ provide clarification 

 School name 

 Start and end date of rotation 

 Unit for clinical rotation 

 Graduation date for each student 

 

 

10. CONTACT THE MGH NURSE MANAGER 

for the unit of the rotation. The Manager will select and RN mentor for the student(s) to 

follow on the day of the clinical shift. It is important to contact the manager a few weeks 

prior to the start of the clinical experience to ensure all details/questions are addressed.  

 

 The Unit Manager  ________________________________________ was 

contacted on (date) ________________ 

 

 

 

11. FIRST DAY OF STUDENT CLINICALS 

 

Date: __________________________ 

 

Start Time: _____________________ 

 

End Time: ______________________ 

 

Unit: ___________________________ 

 

Student Nurse Standardized Work 
Medical-Surgical / Postpartum 
Effective Date:  
Version 1 

 

Student Nurse Day Shift Guidelines 
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This is a general guide to how the day shift should flow as it pertains to the student 
nurse scope of practice. 
0700-0730 • Observe Unit Huddle 

• Observe report from off-going RN (at the bedside, include EPIC) 

• Begin filling in care board during handoff 

• Touch base with mentor RN (introduction, prior experience, how to get 
a hold of you, what care you are responsible for) 

0730-0800 • Complete report from EPIC 

• Review orders and labs 

• Begin patient assessments and documentation 

• Pass medications 

• Assist patients with ADLs 

0800-0900 • Review scheduled appointments 

• Continue assessments, medications, and patient cares 

• Answer call lights (throughout shift) 

0900-1100 • Continue EPIC documentation 

• Reposition patients (as needed) 

• Discuss with RN patient care rounds/discharge plans 

• Prepare patients for discharge including completing AVS and education 

1100-1200 • Assist patients with ordering meals 

• Vital signs 

• Medication administration 

• Document patient education 

1200-1300 • Patient rounding (i.e. patient cares, offer supplies) 

1300-1400 • Pair with NA to complete I&O, ADLs, and patient needs 

1400-1500 • Verify documentation complete 

• Write progress notes 

1500-1530 • Observe report to on-coming RN 
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12. PARKING 

Parking is available in the MGH lot closest to the Home Depot. Please refrain from 

parking in the visitor lots 
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13. BADGES 

Packets with the appropriate number of “MGH MSCC/ICC Student” or pink lined “MGH 

FBC Student” Badges will be available at the 1st floor Security desk.  

 

Onsite faculty must check out the badges from the Security desk, leaving their Driver’s 

license, and return the badges at the end of each shift to retrieve their license. 

 

Students must wear their school badge and the MGH Student Badge at all times while 

in the facility. 

14. HUDDLE/LOCKER SPACE 

Rooms have been reserved for pre and post shift meetings.  

Locker Room for all students: 4200 Locker Room/Break Room 

_____________________conference room is reserved from 0600-0700 and 1400-1500 

for all days accept: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

 

15. UNIT ORIENTATION CHECKLISTS 

Unit Orientation Checklists must be completed before the student is on the unit. Faculty reviews the 

content with the student, initials under “RN Mentor” and signs under “Onsite Faculty). Student must 

also intial and sign the document. Return the document to the MGH Education Department (LL -10) at 

the end of the first day. 
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16.  TIP SHEET for RN Clinical Faculty and Clinical Mentors 

 
 

EPIC ACCESS Faculty: 

In Service-now, when making a request under “Affiliate and Student Access – New Student,” under “Student 

Type,” there is a field, “Nursing Instructor.” Selecting Nursing Instructor will set up the instructor with a S# and 

with Omnicell access. 

EPIC ACCESS Students: 

When a student logs into North Memorial Health Epic for the first time, the student will need a S# which is the 

Epic User ID#. Nursing programs request Epic access for students through Service-now. The nursing program 

provides the S# to the student prior to the start date. If a student does not know the S# upon arrival, the student 

should contact the school. 

Directions for Student’s first login to Epic at Maple Grove Hospital: 

When a student logs into Epic for the first time, they will need to use their S# (Epic User ID#) which serves as the 

default password. 

LOG INTO THE PORTAL: 

Password Reset (4 colored squares) 

1. Enter User Name (S# = Epic User ID) example: s1234 
2. Password = ID# + lastname + first letter of first name (in lower case). If this does not work, call IT service 

desk at ext 12580 or 763-581-2580. 
3. You will be asked to answer the 3 security questions and click “Submit” 
4. Click the password reset option on the left 
5. The old password is the same as step #3 above. The new password needs to be at least 6 characters 

and contain a number 
6. Once you have successfully changed your password, you can open EPIC 

 

UNIT SAFETY CHECKLIST FOR STUDENTS AND ON-SITE FACULTY 

Faculty must review the Unit Safety Checklist for Students and on-site Faculty with the student. Both student and 

faculty sign and send to Beth Germick in Education through interoffice mail or drop off (L-10). 

 

NOTE: If a student has already signed, review the checklist, have the student sign again, and Faculty must sign. 

We do not accept checklists without the Faculty signature. 

 

Scope of Practice- Student Standard Work:  

The Student Scope of Practice Policy and Student standard Work document show the skills students can perform 

with direct and indirect supervision.  

 

BADGES 

Faculty must check out the packet of badges for the students from the Main Security Desk before each shift and 

return all badges following each shift. Meet students in the lobby to distribute badges 
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17. CONTACTS AT MGH 
 


