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TIMELINE PLANNING CHECK LIST
Health-Careers Exploration Summer Institute

	CHECK OFF WHEN COMPLETED
	Steps to achieve HESI

	
	1. Develop Health Pathways at respective high schools

a. Health Pathway students will be highly educated in the science of the medical field.

b. You want your student’s to be qualified and trained in a manner that is respectful of the healthcare facilities time and dedication.

c. Students who are unprepared place a burden on the facility and the instructor.

	
	2. Form a Health Pathway Collaboration Team – NorCal Science Teacher Collaborative

a. Hold 2-3 meetings a year.

b. Run labs together.

c. Guest speakers.

d. Establishing a good connection with these teachers ensures that you will get top of the line students to apply.

	
	3. Prepare HESI Presentation Binder.  This will be presented to the potential healthcare facility.  Items included in the ½” binder:

(Source: 1- Onboarding ToolKit (1- Initial Planning & Proposals)

a. Advertisement Flyer

b. HESI Overview Proposal 

c. Student Outcomes

d. Proposed Calendar

e. Preceptor Information Sheets

f. Student Application Forms

g. Teacher Recommendation Forms

h. Proposed Rotation Schedule

i. Final Presentation Samples

	
	4. Request a meeting with your Community College Nursing director and CTE Director.

a. Present your proposal and your binder.

b. Get buy in from the college of record.

c. Community college faculty of record for work experience credit.

	
	5. Request a meeting with your CCPT Leadership Team 

a. Present your proposal and your binder.

b. Get buy in from the grant leadership team.

	
	6. Request a meeting with potential healthcare facility.  

a. Present your proposal and your binder.  

b. Make sure to invite the Director of Education, Education Coordinator, HR and Recruiting staff.

c. Inquire about available rotations and times.


ONCE YOU HAVE APPROVAL AND THE HEALTHCARE FACILITY IS ONBOARD:
	CHECK OFF WHEN COMPLETED
	To-Do List

(4-6 months before) 

	
	1. Establish the dates of the program

a. Make sure it does not conflict with any major holidays or other student activities.

b. Make sure you have enough time to plan and complete the onboarding process.

	
	2. Confirm with Community College requirements for college credit

a. ex: Butte College

i. Application to Butte College for Student ID number.

ii. Students required to be enrolled in ALH 99 (work experience). 

iii. Concurrent Enrollment forms – signed by student and H.S.

iv. Determine HESI Program total hours and then the corresponding work experience credits (determined by college/per hour).

v. Payment schedule.

vi. Submission of grades.

	
	3. Advertise with the created flyer (Source: 1- Onboarding ToolKit (1- Initial Planning & Proposals(a. HESI Flyer) to the local Health Pathways involved in order to begin the student application submittal process

a. Student’s e-mailed HESI Instructor and in turn the instructor e-mailed the student the following information:

i. Application Checklist

ii. Student Application Form 
iii. Teacher Verification Form
(Source: 1- Onboarding ToolKit ( 2- Student Selection)

	
	4. Request a meeting with the recruiting department of the healthcare facility.  

a. Information obtained from recruiting department:

i. Facility onboarding process.

ii. Required documentation.

iii. Training Modules.

iv. Scheduling with Employee Health to review and/or administer:

1. Immunization requirements.

2. TB Tests.

v. Facility tour.
vi. Name Badges: facility and College or High School.

	
	5. Expenses to consider: see sample budget
(Source: 5-  Expenses (HESI Expenses)
a. Facilitator Salary and travel (interviews, rotations, etc.).

b. Student enrollment fees – sponsorship.

c. Scrubs/shoes for students.

d. Student lunches, networking lunch at hospital.

e. Supplies – see example.
f. Catering/venue for final presentations.


	CHECK OFF WHEN COMPLETED
	To-Do List

(2-3 months before) 

	
	1. Student Selection Process

a. Read through student application and teacher recommendation forms.

b. Use the Student Application Scoring Rubric to help determine who is selected.
 (Source: 1- Onboarding ToolKit (2- Student Selection( 
6. Student Application Scoring Rubric)
c. Determine interview dates 
d. Send out Interview Letters to those student’s whom you will be interviewing.
(Source: 1- Onboarding ToolKit (2- Student Selection(
3. Interview Letter)
e. No Interview Letters to those student’s whom you will not be interviewing.
(Source: 1- Onboarding ToolKit (2- Student Selection(
 4. No Interview Letter)
f. Students will need to bring their attendance record, transcript and application to the interview.

	
	2. Student Interviews

a. Choose a date and time for your student interviews.

b. Make a master schedule.
(Source: 1- Onboarding ToolKit (2- Student Selection( 

7. HESI Interview Schedule)
c. Make copies of the Interview Questions for each student and each interviewer.
(Source: 1- Onboarding ToolKit (2- Student Selection( 

5. Interview Questions)
d. Inform students that you will notify via e-mail them by a certain day so that they can be checking his/her e-mails.

	
	3. Parent Meeting

a. Set up a parent meeting to discuss the program and requirements for the onboarding process.

b. Invite the recruiting personnel from the healthcare facility to present and answer any questions.
c. Prepare PowerPoint presentation

(Source: 1- Onboarding ToolKit (3- Parent Meeting Student Documents(parent meeting)
d. Prepare parent meeting sign in sheet

(Source: 1- Onboarding ToolKit (3- Parent Meeting Student Documents(parent meeting sign in sheet)
e. Prepare and print HESI Rotation Ranking Sheet for students to complete and turn in to you at the end of parent night
(Source: 1- Onboarding ToolKit (3- Parent Meeting Student Documents(HESI Rotation Ranking Sheet)
f. Prepare and print Uniform Directions for parents/students

(source: 6- Uniforms(Uniform Directions)

g. Create a timeline for submission of paperwork and necessary immunizations.
(Source: 1- Onboarding ToolKit (3- Parent Meeting Student Documents(HESI Document Requirements)

i. Paperwork for the healthcare facility.
ii. Paperwork for the college (Concurrent Enrollment Forms, College Application, etc).
(Source: 1- Onboarding ToolKit (4- Concurrent Enrollment & Sponsorship)

	
	4. Communication

a. Check in with your HESI students 1-2 times a week to check on their progress toward fulfilling the requirements.
b. Encourage them to ask questions and submit their immunization information early so that you can look it over in order to catch any errors or missteps.

	
	5. Contact hospital and set up tour for students (usually Day 3 of last day of lecture in the afternoon)

	
	6. Coordinate hospital lunch vouchers

	
	7. Arrange catering for Day 1, 2, and 3 of lecture AND final presentation prep day

	
	8. Arrange a room or meeting space for daily debriefs

   Debrief Time After Rotations

a. Students utilize this time to communicate their highs and lows of the day.  It allows for emotional support if needed and students really enjoy hearing about each other’s experiences.

b. Make sure students are well aware of HIPAA laws and violations.  
c. Students also use this time to do their homework for the following day.

	
	9. Uniforms

a) Contact a uniform shop to select uniforms and create PO
b) Create list of names for uniform shop
(source: 3- Rotations(Uniform checklist)

	
	10. Reserve a room for the final presentations

-Final Presentation Event

a. Secure your venue as soon as you know the dates of your program

b. Advertise Early

c. Secure a caterer for the event

d. Make Copies of the Program and Student Bios

e. Thank you gifts for supportive personnel

f. Videotape the presentations
g. Make sure you have a working computer, sound system, projector and flash drive to present the student’s PowerPoint presentations.


	CHECK OFF WHEN COMPLETED
	To-Do List

(1 month before) 

	
	1. Classroom materials

A. The first 3-5 days will be in the classroom.  This time is set aside for the following:

i. Expose the students to the various medical rotations and departments they will be job shadowing.  

ii. Learn new medical terminology.

iii. Build comradery among the students and instructors.  Make use of many of the team building activities that help build communication.  

iv. Stress the importance of the use of personal protective equipment (PPE) and good hand hygiene and that students can NOT touch any bodily fluids!
v. Take pictures for final presentations of students working together and learning.

	
	2. Create HESI Calendar
           (Source: 2- Classroom and Student Work ( Instructor (HESI  Calendar)

	
	3. Create Classroom Agenda
(Source: 2- Classroom and Student Work ( Instructor (HESI Classroom  Agenda)

	
	4. Create Homework Calendar
(Source: 2- Classroom and Student Work ( Instructor (HESI Homework Calendar)

	
	5. Create Student Roster
(Source: 2- Classroom and Student Work ( Instructor (Student Roster)

	
	6. Go through Day 1, Day 2, Day 3 materials and make any needed modifications to lessons

	
	7. Check in with HESI students on their progress toward fulfilling the requirements

	
	8. Create rotation schedule

(source: 3- Rotations( HESI Rotation Schedule)
-Rotations

a. Students will go to many various rotations around the health care facility.  Make sure you set up a hospital tour.  You can also write out directions to each rotation and have student’s go on a scavenger hunt to find them, or have one student lead the others to an assigned location.

b. Start times vary.  Make sure an instructor is there to take students to each rotation, especially on the first day.

c. They will get lost and will need assistance.

d. It is necessary to have an instructor onsite at all times.  Make sure the student knows where the instructor will be located.  This ensures that they have a safe place to go if they do get lost or if they become emotional in a rotation and need to leave the room.  
e. Make sure you stress that is ok to leave and find the instructor.  However, they must communicate with their preceptor before leaving his/her rotation.
f. Meet with hospital to confirm rotation schedule


	CHECK OFF WHEN COMPLETED
	To-Do List

(1-2 weeks before) 

	
	Confirm hospital tour date 

	
	Confirm catering for selected dates

	
	Pick up hospital lunch vouchers

	
	Meet with hospital to approve rotation schedule 

	
	Contact media and marketing


	CHECK OFF WHEN COMPLETED
	To-Do List

(WEEK 1) 

	
	PRINTING Week One:

1. Order desired paper & color ink cartridges to be used

2. Obtain all necessary *logos directly from participating schools, hospital, grants, partners, etc. (if they are an electronic copy of a copy they may print fuzzy).

3. Take Photos:

a. Take a minimum of FOUR group pics: 2 with just students, 2 including instructor(s) (be creative! Different locations/settings including the medical facility sign in the background and/or in front of the hospital helicopter, outdoor next to a tree, etc.)  for the various documents

b. Take individual Pictures of HESI students from the waist up, for Student Bio Brochure
(source: 4- Final Presentations( Student Bios)
4. Prep and email “Save the Date” flyer announcing dinner presentation
(source: 4- Final Presentations( Save the Date  for Final Presentations)
(SEE HESI Final Presentation Documents Printing DOCUMENT)

	
	Select venue and catering for Final Presentations

	
	Select guest speakers for Final Presentations


	CHECK OFF WHEN COMPLETED
	To-Do List

(WEEK 2) 

	
	PRINTING Week Two: 

1. Insert 1 group cover photo, all individual student pics, & *logos into the Student Bio Brochure
(source: 4- Final Presentations( Student Bios)
a. Thursday: Encourage instructor to have students develop bio text over the weekend and email to you no later than Monday morning of week three!

2. Insert group photo onto Thank You Cards & print
(source: 4- Final Presentations( Thank you Notes)
3. Insert group photos, into Dinner Presentation Program 
(source: 4- Final Presentations( Final Presentation Program)

a. Coordinate with instructor: speaker, names, titles, timeline for agenda

b. Confirm with instructor names of people to thank involved with coordinating the program on page 2 (opposite agenda page)

c. Confirm with instructor Program Partners to list on back page

(SEE HESI Final Presentation Documents Printing DOCUMENT)

	
	Final Presentation Preparation

a. Once rotations have concluded, students will spend 2 days in the classroom creating their final PowerPoint presentations and practicing them in front of the group.  Please see Final Presentation Template. (source: 4- Final Presentations( Final Presentation Samples)
b. Practice, Practice, Practice.  This not only ensures timing and fluidity, but it also gives the instructor a chance to assess if any HIPAA laws are being violated in the presentation.

c. Students will also need to write a bio of themselves and their experience in the program.  This will be handed out along with the program the night of Final Presentations.  See Student Bios. 

(source: 4- Final Presentations( Student Bios)
d. Instructors should create the Final Presentation Program Flyer.
            (source: 4- Final Presentations( Final Presentation Program)
e. Create Certificates of Completion.
 (source: 4- Final Presentations( Cert of Completion HESI)
f. Instructors should also invite a guest speaker for the event
· Suggestions:  CEO of the Healthcare Facility, President of the community college, Dean of CTE, HWI Sector Navigator.

	
	Thank You’s

a. Students brought items to put into goodie bags for each department.

b. Created a Thank You card with a picture of the group and had each student sign each of the cards.
             (source: 4- Final Presentations( Thank you Notes)

c. Students hand delivered to each department the final week of class.

· We also included a Final Presentation Advertisement Flyer to invite the health care facility staff to our final presentations.

	
	Go over sample student Bio during debrief- it is due by the end of week 2

	
	Arrange interview date for media and marketing to interview and photograph students at debriefs. Most news channels cannot be present at the dinner due to timing, so arranging a time for them to interview students is best. 

	
	Confirm venue and catering for final presentation

	
	Confirm guest speakers


	CHECK OFF WHEN COMPLETED
	To-Do List

(WEEK 3) 

	
	PRINTING Week Three:

1. Monday, give Thank you cards to students to sign; deliver to each department with cookie tray, etc.

2. Monday, get each text document, with student name attached for correct matching with photo, of student biographies for Student Bio Brochure
a.  Proof read and edit for grammar and content, insert text and match w/correct photo

b. Submit back to instructor for final approval requesting 24hr return to you

c. Once received back from instructor, print, fold, bundle for dinner delivery

3. Create Certificates of Completion, print & give time for instructor to sign each before dinner

4. Print Dinner Program, fold, bundle for dinner delivery
(SEE HESI Final Presentation Documents Printing DOCUMENT)

	
	Have students complete Post-Survey

(Source: 2- Classroom and Student Work (Final Day 2 (Post-Internship Survey)

	
	Confirm venue and catering (if not done week prior)

	
	Confirm guest speakers (if not done week prior)

	
	Gather all printing (brochures, bios, etc)


	CHECK OFF WHEN COMPLETED
	To-Do List

(Day before final presentations) 

	
	Have students practice final presentations

	
	Gather all final presentations and create one powerpoint with all of them in one on a flash drive

	
	Email self final presentations powerpoint as a back up

	
	Pack up all printing

	
	Make sure all thank yous and gifts are ready


	CHECK OFF WHEN COMPLETED
	To-Do List

(Final Presentations) 

	
	Have students arrive 30 minutes early for final presentations to hand out programs and greet guests

	
	Instructor-arrive 1 hour prior 

	
	Instructor-set up powerpoint presentations

	
	Instructor-set up centerpieces (optional)-see centerpiece photo

(source: 4- Final Presentations( centerpiece photo sample)

	
	Take pictures


	CHECK OFF WHEN COMPLETED
	To-Do List

(AFTER) 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



