	Administrative Checklist

	Directions: Based on observations in the unit/wing identify areas that may need a closer look

	FACTOR
	Needs a Closer Look
	COMMENTS

	
	NO
	YES
	

	1. Systematic resident assessment
	
	
	

	2. Formal policy or criteria for: 

a. Getting help or using assist devices

b. Early reporting of problems 

c. Guiding instead of stopping falls
	
	
	

	3. Equipment maintenance:

a. Standardized tags

b. Short turnaround time-most of time

c. Effective tracking systems
	
	
	

	4. Equipment purchasing/distribution:

a. Flexible contracts

b. Systematic end-user reviews

c. Sufficient quantities ordered

d. Adequate storage
	
	
	

	5. Communication with employees by:

a. Meetings (staff)

b. Bulletin boards or memos

c. In-service or training sessions

d. Other means (please specify) 
	
	
	

	6. Job expectations clearly communicated


	
	
	

	7. Training:

a. All employees trained

b. Hands-on practice

c. Opportunity for feedback

d. Content is comprehensive (e.g., equipment, policies, etc.)

e. Demonstrated in competency –Systematically reinforced 

f. Other (please specify)
	
	
	

	8. Where possible, physically hard work tasks distributed equally among employees or shifts
	
	
	

	9. Where possible, scheduling avoids employees performing unaccustomed physical work
	
	
	

	10. Other (e.g., effective early reporting)


	
	
	



Sources: VA, 2005, Lynda Enos, MS, RN, CPE, 2005








