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	Purpose


Thank you for volunteering with HEART.  This document is intended to assist volunteers with the proper procedures related to volunteering at John F Kennedy Medical Center in Monrovia, Liberia. 

It is designed to answer many of your questions about policies and procedures of JFKMC, what you can expect from JFKMC, and what they expect of you.
We ask that you read this document carefully, and refer to it as needed. If you have any questions regarding this document, do not hesitate to contact HEARTT volunteer at volunteercoordinator@hearttfoundation.org.

	Section 1                                                                                    Clinical Policy


1.1
Clinical Duties

Residents will be responsible for patient care duties from 8am-5pm, Mon-Fri, in their respective field of training.

Residents will round on Saturday morning and be released from hospital duties after Saturday morning rounds for the weekend.

Residents will have primary responsibility for patient care. All complex cases, deaths and adverse outcomes must be discussed with the head of the department.

Residents will take weekly call as outlined in section 1.3. In the event of triple coverage in the Emergency Department, 1 resident will join the internal medicine team in a weekly rotation.
1.2
Didactic Requirements

Residents will attend Morning Report and Sign Out at 8am Mon-Fri on the Medical Ward.

Residents will attend Grand Rounds every Monday at scheduled time.

Residents will participate in Thursday morning case presentation and discussion. They are expected to present at least one case. (selected from clinical exposure).
1.3
Call Schedule

Residents will join house staff call schedule as 2nd physician on call.

Residents will have attending backup during call and will supervise PA and intern service.

Residents call schedule will not exceed 2x weekly call.

1.4
Resident Supervision and Oversight

Residents will oversee and supervise mid-level providers, medical students and intern trainees.

Residents will operate under the supervision and mentorship of the departmental attending consultant at all times.

Modification and deviation from physician orders should be discussed with ordering physician.
All adverse outcomes and complications must be presented to the Department Head within 12 hours.

1.5
Evaluation Procedures

Residents will submit the HEARTT-JFK Graduate Medical Education Form to their Department Head and/or the Chief Medical Officer for completion 1 week prior to departure from Liberia.

Evaluation forms will be returned to HEARTT quarterly for review and feedback.

Residents will complete JFK-Liberia site specific evaluations upon return home.

Residents will complete phone interview feedback with Monitoring and Evaluation Officer within 14 days of return.

	Section 2                                                                              In Country Policy


2.1 
Credentialing and Accreditation

All HEARTT volunteers must submit HEARTT volunteer forms, Liberian Medical Board registration form, and the credentialing documents found below to the HEARTT volunteer coordinator 30 days prior to arrival in to the country.  Forms should be sent to volunteercoordinator@hearttfoundation.org
The HEARTT volunteer forms can be found at www.hearttfoundation.org. Volunteers will also submit hard copies of the credentialing documents listed below to HEARTT’s office at JFKMC upon arrival. 
Liberian Medical Board Registration Form for Non-Liberians

Two Passport Photos

Copy of Medical Diploma

Copy of Current Medical License (if licensed)

Evidence of Evacuation Insurance

Evidence of Current Non-Criminal Record

Letter of good standing (if resident)

Recent Copy of Curriculum Vitae or Resume

2.2
Research and Data Collection

All clinical and observational research / data gathering must be approved by the JFKMC Administration.
All clinical and observational research / data gathering must have state side (north) and local IRB approval.
Residents wishing to join on-going research / data gathering projects should express interest at least 3 months prior to departure, to join ongoing initiatives.
All data sets and output are property of JFKMC and must be presented and reviewed with JFKMC leadership.
2.3
Safety and Security 
Duties of JFKMC

JFKMC will provide safe housing and a secure living space with 24 hr on site security.
JFKMC can only ensure the safety of participants while on the JFKMC campus or when traveling with a hospital assigned driver.
2.4
Recommendations

Do not go to the beach after sundown unless it is at a private facility.
Do not go out after sundown by foot.
Do not go out after sundown alone.
Do not travel outside of Monrovia at night. Travel to other cities should be done during the daylight so that you arrive at your destination before sundown.
All personnel should notify JFKMC leadership of their travel itinerary when traveling outside Monrovia.
2.5
Transportation

Airport transportation

Participants must inform the HEARTT volunteer coordinator and the JFKMC administration of their detailed arrival itinerary at least 2 weeks prior to arrival to arrange for airport pickup.
Participants will be greeted by a JFKMC / HEARTT driver at the airport.
All personnel will provide JFKMC with their departure information at least 2 weeks in advance.
Local transportation 

Transportation for official purposes can be arranged with JFKMC and hospital vehicles are available as needed.  This should be cleared with responsible parties at the hospital.
For leisure and non-official transport, personnel may use JFKMC vehicles if available.  

During times when JFKMC vehicles are not available, the hospital will provide personnel with a list of pre-screened reputable taxi drivers who are available for hire.
2.6
Housing and Accommodation

Housing

Personnel will be housed in the JFKMC “doctor’s dorms”. 

Dormitories are equipped with:

Electricity

Air-conditioning

Running water

Internet and satellite television service

Personnel will be provided with:

Cleaning and laundry service
Kitchen and a common lounge area for communal use

Personnel will receive 2 meals daily while on duty. 

	Section 3                                                          State Side Institutional Policy


3.1
Resident Standards

Residents must be senior level residents in their 3rd or 4th year of training.
Residents must be in good standing with no disciplinary concerns.
Priority will be given to residents with prior global health experience and/or training in public health.
3.2
Pre-departure Preparation

All personnel should attend the pre-departure preparatory work shop, held annually in July.
Those personnel who cannot attend the work shop should notify HEARTT leadership and arrange alternative orientation schemes.
All personnel will complete the required readings and training materials prior to arriving in country.
3.3
Duration of Study

A minimum of 6 weeks is required for all resident level personnel.
A minimum of 2 weeks is required for all faculty personnel.
3.4
Evaluation and debriefing

All residents must submit an ACGME resident evaluation form to their departmental liaison in country for completion 1 week prior to departure.
Evaluations will be confidential and will be used for program monitoring 

All personnel must complete state side debriefing within 2 weeks of return.
	Section 4                                                 Emergency and Evacuation Policy


4.1
Health Related Emergencies

All significant health emergencies should be promptly reported to the General Administrator of JFKMC and the HEARTT Chief Medical Officer.
Minor health related emergencies that can be cared for in country will be managed free of charge at JFKMC.
All personnel are required to carry personal evacuation insurance for major medical emergencies.
Medical evacuation will be coordinated by JFKMC in direct liaison with the individual’s evacuation insurance carrier.
4.2
Political Emergencies

All personnel should register with the United States Embassy (or the Embassy of their country of citizenship) at least one week prior to arrival (online at http://monrovia.usembassy.gov).
Evacuation for minor civil and political disturbances will be coordinated by HEARTT and may be covered by the person’s evacuation insurance.
In the event of major political or civic unrest, government and/or UNMIL based assistance will be required.
4.3
Personal Emergencies

Personal emergencies requiring premature departure (family death, illness, etc) should be promptly communicated with JFKMC and HEARTT leadership.
Personnel are required to fund and coordinate their departure as needed, assistance will be provided to help coordinate a rapid departure.
4.4
Legal Issues and Infractions

All legal infractions should be promptly reported to JFKMC leadership.

JFKMC and HEARTT leadership will coordinate any support required for civic infractions, fines, imprisonment or other legal matters.
	Section 5                                     Policy Adherence and Disciplinary Action


5.1
Local Disciplinary Action

All minor disciplinary actions are to be handled by JFKMC leadership and should be rectified between involved parties.
Disciplinary action is at the discretion of JFKMC leadership International Disciplinary Action.
JFKMC may restrict an individual’s practice in country.
All major disciplinary actions will be communicated to HEARTT leadership.
Personnel may be asked to leave the institution and will be asked to return to their country of origin.
	Section 6                                            Policy on Ethics and Professionalism


6.1 
The highest standards of ethical and professional conduct are expected at all times.  

Physicians who are unable to adhere to this standard will not continue to work at JFK Medical Center. 

Concerns should be brought to the General Administrator or chief medical officer as soon as possible.

Concerns about professional misconduct are given serious consideration and cases will be reviewed by the HEARTT leadership on an individual basis.
	HEARTT volunteer John F Kennedy Medical Center 

Policy and Procedure Acknowledgement Form


This is to acknowledge that I have read and understand the policies and procedures of John F Kennedy Medical Center in Monrovia, Libeira. I understand as a HEARTT volunteer, failure to comply while volunteering at John F Kennedy Medical Center may result in termination of my services.

By signing below, I agree to abide by HEARTT and JFKMC policies and procedures.

Volunteer Name (Please Print) _____________________________________

Volunteer Signature _____________________________________________
Date ________________________________
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