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President, Board of Directors
Policy:
It is the policy of the ETSU Physicians and Associates to maintain a secure environment, and to provide a clean, well-maintained, professional work sites.  The office manager/laboratory director or designated individual is responsible for ensuring the maintenance of their facility and equipment.

Procedure:
1. Security at Practice Sites:

a. It is the responsibility of the office manager/laboratory director or designated individual to maintain the confidentiality of patient records (see related policy), and to secure medications and hazardous materials.  

b. Most Practice sites have electronic security systems. The office manager/laboratory director or designated individual is responsible for ensuring that these systems are working correctly.  

c. The Practice coordinator is responsible for maintaining the keys to the facility (see ADM 025, Key Distribution).  A key log will be kept at each practice site, listing each key holder and a signature verifying receipt of the key.  All keys issued must be returned to the Practice coordinator upon termination of employment.  The office supervisor or laboratory director of each practice site is responsible for maintaining the distribution of keys and the key log for their individual site.

d. All ID badges must be returned upon termination of employment.  

2. Cleaning and Maintenance of Practice Sites:

a. The office manager/laboratory director is responsible for contracting for janitorial services five days a week and additionally as needed.  If the facility is owned by ETSU, it is the responsibility of ETSU Physical Plant to contract for these services.

b. The office manager/laboratory director is responsible for contracting with grounds maintenance services.  If the facility is owned by ETSU, it is the responsibility of ETSU Physical Plant to contract for these services.

c. The office manager/ laboratory director is responsible for maintaining equipment safety, performance and accuracy.  Staff members will be thoroughly trained in the proper use and maintenance of diagnostic and patient care equipment.  A qualified contractor as required by CLIA and/or other accrediting agency conducts annual inspections. The office manager/laboratory director or designated individual is responsible for the daily quality control procedures to ensure that life support equipment is functioning properly.  
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