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To: 
Center Administrators 
Education Coordinators

Medical Directors

From: 
Carolé Mensing

Re:
Orientation:  New Educator, Provider 

Date: 
June 16th, 2009
The dates for the next Joslin Affiliate Orientation Program have been set for:  dinner, Sunday evening at 6 pm, September 13th, Monday, September 14 and Tuesday, September 15, 2009.  Please note that the first day, September 14th, is for both educators, and providers (physicians, nurse practitioners and physician assistants).  The second day, September 15th, is specifically designed for educators, however, providers, nurse practitioners participating in education, are also welcome to attend.  (FYI-Center Administrators will be scheduled to attend an orientation on a different date this fall.)  You are reminded that new educators are required to attend this orientation if the educator works more than 24 hours per week.

For providers, if there is an interest to extend your stay and observe a specialty clinic practice area, you are invited to contact Carole’ (carole.mensing@joslin,harvard.edu) by August 28th, so the appropriate arrangements can be made.  Again, Nurse Practitioners are invited to attend both days, as the first day focuses on clinical information, and the second day focuses on educational and implementation skills.  

It is the responsibility of the Center Administrator to identify staff to attend orientation, follow up to assure that staff make timely reservations and fax their registration sheet.  A letter of confirmation, agenda, and travel logistics will be emailed to those registered.  
Please complete the registration form (attached) and confirm attendee names, discipline, contact email/ phone number and affiliate location by August 31st, and fax in care of:  Hilary Skibinski, at (617-226-5859). 
If you have any questions, please contact Hilary Skibinski (617-226-5927 or hilary.skibinski@joslin.harvard.edu) or carole.mensing@joslin.harvard.edu.
Orientation Plan:
September 13th, Sunday: 6:00 PM-8:30 PM – The Inn at Longwood Medical, The Fenway Room

All attendees are required to attend a group dinner for educators, providers, administrators and Joslin Diabetes Center Staff, on Sunday at 6 PM at The Inn at Longwood Medical, 617-532-6214.
Please plan your Sunday flight arrival into Boston accordingly.
September 14th, Monday: 8:00 AM-4:30 PM – One Joslin Place
A tour of Joslin Diabetes Center is offered and begins at 7:15 AM at the main Joslin Diabetes Center, One Joslin Place, 1st floor lobby, followed by a light breakfast at 8:00 AM, and greetings by Joslin leadership in the board room, on 7th floor, room 710.  The remainder of the day will be spent on 7th floor.
All attendees, including educators and providers attending the orientation should plan to attend the entire program, from 8:00 AM until 4:30 PM. (Return trip flight arrangements should be made for a time 6:00 PM or later- we are 20 minutes from Boston Logan Airport.)

September 15th, Tuesday: 7:30 AM-4:00 PM – One Joslin Place AND 20 Overland Street
The second day of orientation will be at the main Joslin Diabetes Center, One Joslin Place for the morning and then relocate to Joslin’s satellite office located at 20 Overland Street, 4th floor, Strategic Initiatives/Affiliated Programs, for the afternoon.
Travel:


Traveling to Boston’s Logan Airport, generally takes 20-30 minutes.  It is suggested that passengers arrive at the airport about 1 to 1 1/2 hours prior to flight departure time. Please make travel arrangements that will allow time to complete the entire orientation program (plan for your return flight to be 6 PM and later).  

Hotel:
A block of rooms has been reserved for “Joslin Orientation” at Courtyard Marriott, 40 Webster Street, Brookline, MA www.brooklinecourtyard.com.  For reservations please call 866-296-2296 and reference the Joslin Orientation Program.  The rate is $169/night plus taxes.  The block of rooms will only be available at this rate until 8/14/09.  If making a reservation after this date, the rate will most likely be higher.  A complimentary shuttle service is available to and from One Joslin Place (also known as the Longwood Medical Area) from the Marriott.  The hotel is a comfortable 20-30 minute walk to the Joslin Buildings - bring appropriate walking shoes and a pedometer.
Expenses:

We want to remind you that travel and lodging expenses for orientation are to be covered by the Affiliate and not by Joslin Boston. The cost of a taxi from the airport to the Brookline Marriott Courtyard is approximately $30.
Meals:
*Complimentary breakfast and lunch will be served each day during orientation. A planned Dinner* will be served Sunday evening only. 
*All attendees are required to attend a group dinner for educators, providers and Joslin Diabetes Center Staff, on Sunday at 6 PM at The Inn at Longwood Medical, 617-532-6214.
Please plan your Sunday flight arrival into Boston accordingly.
*Please notify us in advance if someone has a dietary preference, i.e. vegetarian, food allergy, etc. and we will do our best to accommodate that preference.

Educator prework- to help prepare for and enhance the Orientation experience: 

Educator orientation assignments:

Read through the Educator Orientation Manual and participate in the three-day exercise “Living with Diabetes” (first section “General Orientation” in the Educator Orientation Manual).

· Bring a copy of your completed Personal Improvement Assessment and Plan (Enhancing your Skills - copy attached for your convenience)

· Review the Case Studies (Section F)

· Identify resources such as the Educational curriculums, patient handouts, Joslin Clinical Guidelines

· Bring your unique cases, affiliate educational tools to share with the group on Tuesday afternoon

Physicians, Nurse Practitioners, and Educators pre-orientation preparation:
· Review the Joslin Clinical Guidelines and clinical policies in the Policies and Procedure Manual or the guidelines are available from the web site: http://www.joslin.org/managing_your_diabetes_joslin_clinical_guidelines.asp
· Review your recent monthly productivity reports

The final agenda for orientation with directions, maps and additional information will be forwarded just prior to the meeting.  If you have any questions about orientation, please feel free to contact:

- Carolé Mensing, (617-226-5864 or carole.mensing@joslin.harvard.edu) 

We are looking forward to seeing you at orientation!  

FYI-  Here are a couple of Tour/ Transportation Resources: 
http://www.thrall.net/maps/mbta.html (Subway maps); 
http://www.mbta.com/schedules_and_maps/system_map/
http://www.bostoncitywalks.com/ (Freedom Trail)
http://www.bostontours.us/tours/
http://www.cityviewtrolleys.com/
Personal Improvement Plan (PIP) for Educators:

Enhancing Your Skills
It is important that in addition to all the CQI you do for your diabetes program, that you have the opportunity for you to review your own diabetes education style preferences, teaching methods and counseling skills.  The following is a stepped approach for new or experienced diabetes educators. This process offers the educator a thoughtful way to review skills and think about developing an improvement plan (PIP) as needed.

There are four steps in this Process.  They are:

Step 1- Assess:

Complete a baseline skills assessment documentation tool within 3 months of starting to teach, both individuals and classes.  Joslin Affiliated Programs does not dictate how this is done (self-evaluation, peer-to-peer review or completed by a supervisor), as long as it is done!  Use the attached two forms to document the baseline skills: 

    A- Counseling Techniques of Diabetes Education ; 

    B-Teaching Skills/Styles Inventory Group ; 

Step 2- Plan:

Based on a review of the baseline skills assessment, develop a written Personal Improvement Plan (PIP).  Identify areas to keep, and  1 – 3 specific areas for improvement.  Determine if additional training is needed to help support your improvement plan, and how to access that training.  Schedule this time, and complete it.

Step 3- Implement the plan:

Practice your new skills.   Set a time to start this plan, and a time to check in to see achievements, progress, lapses  

Step 4- Reevaluate:

Take time to review your initial skills assessment, Complete another skills assessment tool if needed and  determine if the areas you targeted were changed  Determine if new areas of focus, adjustment and improvement will be targeted.  

Plan to repeat a self-evaluation every 1 – 2 years.

A- Counseling Techniques 
Instructions: 

Use this checklist as a guide when observing and evaluating an educator’s counseling skills.  Each diabetes educator should be observed by a peer at least once a year.  Circle a rating, 1 – 5 (1 = poor, 3 = fair, 5 = excellent.)  

	Skill
	Specific elements to observe
	Rating

	1.  Establishes a trust level (rapport)
	· Is organized and prepared

· Introduces self to client

· Explains purpose, length of visit, fees

· Asks client their goals and purpose
	1     2     3     4     5

	2. Communication skills
	· Listens attentively

· Asks for clarification

· Questions effectively

· Talks succinctly

· Uses voices, tone, body language well

· Communicates with other team members when needed
	1     2     3     4     5

	3. Data gathering skills
	· Obtains accurate information

· Asks for clarification when needed
	1     2     3     4     5

	4. Intervention and guiding skills
	· Controls direction of the session

· Gets client back on track

· Handles outside distractions well

· Helps client set realistic goals
	1     2     3     4     5

	5. Teaching skills
	· Provides accurate information

· Uses common words and phrases

· Teaches essentials; not too much detail

· Uses teaching tools appropriately

· Uses interactive format
	1     2     3     4     5

	6. Client centered skills
	· Assess client’s emotional and intellectual position accurately and continually throughout the interview
	1     2     3     4     5

	7. Closing session
	· Signals end of session

· Summarizes session

· Makes agreement about follow-up

· Makes referral as appropriate
	1     2     3     4     5

	8. Documentation
	· Completes documentation clearly and efficiently

· Documents measurable goals and behavioral objectives

· Documents follow-up recommendations
	1     2     3     4     5


Comments:

B- Teaching Skills/Style Inventory- Group

Use this checklist as a guide when conducting an assessment of group teaching skills/ style                          { Rating key:   1= met all noted elements; 2 = needs some improvement (specify)}
	Objective:  Demonstrates skills essential to effective class communications

	Skill
	Specific elements to observe
	Rating  /  comments

1                 2             

	Preparation
	· Arranges room conducive to interaction (if able)

· Gathers materials; organize for logical flow

· Reviews available info on participants

· Name of class, educator and contact info visible


	      1                 2

	Vocal and listening
	· Demonstrates a relaxed, friendly, confident style

· Minimizes reliance on notes/ slides, etc

· Uses humor when appropriate;  Smiles!

· Effective voice volume and tone

· Listens well; summarizes and applies

· Connects with audience using eye contact; saying names 

· Uses techniques to manage diverse audience styles from the quiet listener to the avid talker  

· Avoids distracting motions or phases (pacing, wringing hands or too many “umms” or “ahhs”)
	   1                 2

   1                 2

   1                 2

   1                 2

   1                 2  

   1                 2

   1                 2

   1                 2

   

	AV Aids and Handouts, other gadgets, displays, resources
	· Appropriate use of AV aids to reinforce material

· Clear, simple messages 

· Design encourages interaction

Handouts

· Handouts are referred to during class

· Activities to personalize content

· Clear, simple messages

Other gadgets, displays, resources:

            -Clear messages

-Engagement of all participants

-Encourages discussion, physical participation
	  1                 2

  1                 2

1                 2

	Class flow
	· Maintains appropriate pace of class

· Uses evaluations from class to make improvements

· Starts and ends on time

· Mindful of class dynamics; adjusts as needed


	  1                 2



	Documentation
	· Completes documentation clearly and efficiently

· Documents measurable goals and behavioral objectives

· Documents follow-up recommendations
	   1                 2


Rating key:   1= met all noted elements; 2 = needs some improvement (specify)
	Objective:  Leads the group through the four parts of an effective class

	Part
	Specific elements to observe
	Rating  /  comments

1                 2             

	1) Engage and personalize
	· Introductions: self/group (as appropriate)

· Ask for participant expectations / goals

· Assess knowledge, interest, need for class

· Review objectives of class (with an emphasis on what pt will be able to DO , not just know; and incorporating pt needs)

· Review “ground rules” (time, structure)


	      1                 2

	2) Inform
	· Deliver accurate information 

· Ensure both learner objectives and class objectives are met (with priority to learner)


	      1                 2

	3) Interact
	· Incorporate one or more activities into class for the purpose of practicing a behavior and applying it to home/real world setting


	      1                 2

	4) Evaluation / Goal setting
	· Evaluate group understanding of topic / competence with objectives

· Discuss application of learning to home setting

· Guide learner to define own action plan/goals (clear, measurable, achievable)

· Summarizes key points and action steps (including follow-up plans)


	      1                 2


Comments:
















