Affiliating School Student, Faculty, and Coordinator
Welcome to Kaiser Permanente West Los Angeles
Instruction Guide for Student Groups (Cohort), Instructors, & Individual Student Preceptorships
1) The clinical coordinators/ instructors are to complete the HEALTH CONNECT (CPM/KPHC) ACCESS SPREADSHEET for the students/instructor and send via email to the Academic Liaison (AL) at least 4 weeks prior to starting clinical. 
2) It is recommended 4 weeks prior to starting clinicals that the clinical coordinators/ instructors e-mail a copy of the HEALTH AND SAFETY VERIFICATION FORM with all the students and instructors to Employee Health Services Chiffon.X.Lassiter@kp.org and cc’ a copy to the AL. Once cleared, Employee health will send an email to confirm and the Instructor/ Preceptorship student will be able to pick up the ID Badge form from EHS. Employee Health Services is located in the main hospital, basement floor. EHS phone number is 323 857-3346. Health record copies do not need to be provided. However, ensure that data is accurate and made available if requested. 
The AL must sign the ID Badge form attained from Employee Health prior to going to Security for the photo ID. The security department is located on the first floor of our Cadillac parking structure. Photo IDs are taken between 7am- 9am and 1p-3p, Monday through Friday only.
3) Clinical Instructors and Students are to read all of the materials on the Kaiser Student/Faculty Orientation website: https://kpnursing.org/_SCAL/professionaldevelopment/orientation/index.html as well as the content on the Medical Center- Specific Information site for the Inpatient/Hospital setting: https://kpnursing.org/_SCAL/professionaldevelopment/orientation/WLA/inpatient.html.
Students/Instructors need to complete the STUDENT PACKET SUBMISSION CHECKLIST and scan in the completed forms, one PDF for each student and/or Instructor to the AL at least one week prior to start of clinical rotation/preceptorship. An exception to this scan rule request is the Part IV: SKILLS VALIDATION FORMS/ SCAVENGER HUNT. The students/instructor should print out the Scavenger form and all the applicable skills validation forms to your assigned area. The students can be validated on the first day of clinicals by the Instructors. Instructors should sign off on the forms as the validators and submit to the AL after the day has concluded. Instructors must contact AL to arrange any room reservations and equipment usage for this day if needed. 
Use the current Student Packet Submission checklist found on the website or emailed to you by AL as a guide/ front cover to complete the required documents. Note that slight changes may occur each semester. This checklist is required to be completed once a year with exception of any new requirements. Please verify completion and submit in the checklist order, incomplete submissions may cause a delay in the approved clinical rotation. For cohorts and student groups/ Instructors, use Student Group/Instructor Packet Submission Form. For 1:1 student preceptorship, use the Student Packet Submission- Individual Student Preceptorship Form.
4) Please park on the 5th Floor of the Cadillac Parking Structure.
5) All New Clinical Instructors must attend a 3-day New Nursing Orientation. Please contact the AL for further arrangements.
Thank you for choosing Kaiser Permanente West Los Angeles for your clinical placements.
Anna Lissa F. Tiomico, RN, MSN      Email: Anna.L.Faraon-Tiomico@kp.org
