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WELCOME TO OHIO STATE WEXNER MEDICAL CENTER
Starting today, you’re part of a leading academic health center driven to improve lives in
Ohio and across the world. We’re thrilled to have you join us. As you learn what it means to
be part of Ohio State and your team, this guide will provide additional information about your
benefits, resources and responsibilities. Use the Workday Onboarding Portal to complete the
onboarding tasks assigned to you.

We realize this is an unusual time, and you may have questions about
the university’s response to the COVID-19 pandemic. Please visit
wexnermedical.osu.edu/features/covid-resources for the most up-todate information. You’ll be required to take the “Together as Buckeyes”
curriculum in BuckeyeLearn within your first week of employment.

OUR MISSION
To improve health in Ohio and across the world
through innovation in research, education and
patient care.

OUR VISION
By pushing the boundaries of discovery and
knowledge, we will solve significant problems
and deliver unparalleled care.

OUR VALUES
Our culture is driven by our values. Watch the
videos linked below to learn how we embody
the Buckeye Spirit in everything we do.

INCLUSIVENESS
DETERMINATION
EMPATHY
SINCERITY
OWNERSHIP
INNOVATION
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CONVERSATIONS
Regular ongoing conversations with your manager at Ohio State are crucial to keeping you
informed and on track while developing your career journey. Your initial conversations should
include:
• confirmation of your start date and time; where you’ll report on the first day and to whom;
what you should bring on your first day; where to park; and how to dress
• your job description, including roles, responsibilities and expectations
• your technology needs and requirements
• any needs prior to your first day
• key partners and people you should meet with to understand how you’ll work together
• required training and access
• your probationary period (if applicable)
• your first week’s schedule

DIGITAL IDENTITY
Log in to my.osu.edu to set up your Ohio State
digital identity, including your email address and
BuckeyePass authentication. By establishing your
digital identity, you will have access to your Workday Inbox and many university websites.
As an employee of Ohio State Wexner Medical Center, you have both an Ohio State email
address and a medical center email address. At the medical center, it’s a best practice to
forward your Ohio State email address to your medical center email address. Here’s how:
1. Log in to my.osu.edu
2. Click “Change Email Delivery”
3. Click the button next to “Deliver my e-mail to”
4. Enter your medical center email in the boxes
5. Click Submit
BuckeyeLearn is our online learning management system. Once you log in using your
Ohio State name.# and password, you can navigate to your transcript to see all of your
required trainings. While you’re there, feel free to explore all the ways you can advance your
professional development.
Technical assistance is available by contacting the IT Service Desk at 614-293-4357 or through
self-service.
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BENEFITS
As part of your total rewards package, Ohio State is proud to provide access to high-quality
benefits that support your health and financial goals. This benefits overview website will help
you navigate benefits and your related enrollment deadlines. Your Workday Onboarding Portal
tasks include Benefits enrollment.

Important: You can select benefits up to two weeks before your start
date. However, your benefits, if you choose to enroll in Ohio State’s plan,
do not begin until your first day. Be aware of the benefits deadlines and
benefits resources available so you can make informed decisions.

Please be aware there’s a 30-day deadline to enroll in many of your benefits, and you’ll need
to make decisions about mandatory retirement plans in your first 120 days of hire or eligibility.
Watch videos about the robust package of total rewards that are part of working at
Ohio State, including health and retirement benefits that require active enrollment
within a certain time frame.
Sign up for the monthly Health and Wellness Benefits Webinar and the Retirement Choices
Webinar to learn about Ohio State’s benefits.
Explore Your Plan for Health (YP4H), Ohio State’s employee wellness
program that provides tools and resources for living a healthy life. YP4H
gives participants an opportunity to earn rewards, including medical plan
premium credit, Health Reimbursement Account (HRA) credits and
PulseCash. You earn these rewards with healthy behaviors, such as completing a health
assessment with biometrics, tracking physical activity and participating in wellness programs.
Watch this video from University Chief Wellness Officer Bern Melnyk, PhD, about wellness
opportunities at Ohio State.
Take advantage of our partnership with Bright Horizons, access to which
is paid for by Ohio State Wexner Medical Center. Balancing work and
family has always been challenging, but this year has been exceptionally
difficult. In order to do your best at work, you need to feel supported in other parts of your
life. As part of our Buckeye family, we understand the new demands and challenges of finding
trustworthy support services you need when you need them. Because of that, all employees
at the Wexner Medical Center have access to Bright Horizons – whether it’s helping your
children learn in an entirely new way, finding childcare, supporting older family members,
caring for pets, or finding a reliable house cleaner.
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Benefits enrollment is only one of the onboarding items assigned to you in Workday. You will
receive an email letting you know when you can access your Onboarding Portal. You can then
complete important onboarding items assigned to you including:
• Provide or update personal information
• Set up direct deposit. Note: Direct deposit is the only option at the university. If you don’t
sign up for direct deposit, you are automatically assigned a pay card.
• Set up tax withholdings
• View and access required trainings
• Complete other items assigned to you. Items assigned vary depending on if you are a
new hire, rehire or transfer.
Explore our Get Involved video to learn about other advantages for employees.
Visit the Payroll Services website for details about direct deposit, paycheck, tax information
and more.
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GETTING AROUND CAMPUS
Visit the CampusParc website to learn how to obtain your parking pass.
Take a virtual tour of campus or try out our interactive campus map.
Learn more about the Campus Area Bus Service (CABS), a free transit service provided by
The Ohio State University Transportation and Traffic Management.
Due to COVID-19, additional safety measures have been put in place for employees, including
mandatory masking while riding the Med Center Express. Staff should pick up new masks
from their unit or a screening station before 11 p.m. If your shift ends after 11 p.m., please obtain
a mask from your unit. Non-clinical staff should reuse the mask until it is soiled. If you need
a mask to ride the Med Center Express prior to your first shift, please ask the driver for one
when you enter the bus.
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PROFESSIONAL DEVELOPMENT
Familiarize yourself with Gateway to Learning, a robust website that outlines
opportunities for learning and development. Training is one way to engage in
learning opportunities, and other professional development opportunities include
mentoring, on-the-job experiences, job shadowing and networking.
• Engage in workshops or browse the many resources on Gateway to Learning, including
articles, videos, books, TED Talks and online tools.
• Review Manage Your Performance resources including the Individual Development Plan,
and talk with your manager about the plan and learning through experience, exposure
and education.
• Watch this Ohio State learning journey video.
• View the “Take 5 for Compliance and Integrity: Topics You Should Know” series.
The Office of University Compliance and Integrity works to promote a culture that
encourages ethical conduct and compliance. A series of five-minute videos on the
topics of concern reporting, conflicts of interest, public records, workplace hazards,
and export controls are available.
• Ohio State Wexner Medical Center staff have access to Mind Tools, a learning library of
more than 2,000 articles, videos and workbooks that teach skills in key areas such as
leadership, team management, communication, decision making, problem-solving, project
management and strategic thinking. Log in to BuckeyeLearn and scroll to the middle
of the page to find a link directly to the Mind Tools home page under the OSUWMC
Resources section.
You can explore BuckeyeLearn for trainings that align with your personal and professional
goals and interests, and your manager may also assign training to you. Your manager will
share with you which training is required and which training is optional. You can search titles
or keywords inside BuckeyeLearn.
Resources for New Managers
• Starting Strong (instructor-led course)
• Workplace Violence for Supervisors (online course)
• Building Multigenerational Teams (online course)
• Supervising Student Employees (instructor-led course)
• Wexner Medical Center Leadership Development Resources (access through MyTools)

60

Wexner Medical Center employees must complete all required courses within the first
60 days of hire.
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SAFETY AND SECURITY
At Ohio State Wexner Medical Center, we’re dedicated to providing a safe and healthy
environment for our patients, staff, visitors and contractors. We remain responsive and
proactive to all situations in the management of this complex institution.
In the event of an emergency, all employees are considered essential. This means that
regardless of your job title or regularly assigned duties, you may be called upon to perform
other duties as assigned and possibly moved to another department, depending upon the
emergency.
The Ohio State Department of Public Safety includes police (OSUPD), emergency
management, central campus security services, communications and security technology, and
medical center security, all helping to keep buckeyes safe.
OSUPD’s non-emergency phone number is 614-292-2121.
Note: View the Department of Public Safety’s Surviving an Active Aggressor video.

Ohio State Policy #02-15
All individuals must wear valid ID while on duty or on the premises while
conducting official business.
• IDs must be worn above the waist.
• Do NOT stick pins through your ID.
• IDs are medical center property.
Badge readers control access to certain areas. These doors should remain
closed at all times. Restricting access after-hours and certain times of day
increases overall security of the facility.
9
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EMERGENCY RESPONSE CODES
CODE YELLOW
CODE RED

Disaster, internal or external, that will impact the health system in
some manner.
Fire.
In a Code Red:
• Rescue – remove anyone in immediate danger
• Alarm – pull fire alarm to alert authorities
• Confine – close windows and/or doors
• Extinguish – if possible
To properly operate a fire extinguisher:
• Pull pin from handle of fire extinguisher
• Aim nozzle at base of fire
• Squeeze handle in smooth motion
• Sweep extinguisher back and forth at base of fire

CODE GREY

Severe weather or tornado.
Level 2 – a severe weather announcement has been issued for
Franklin County.
Level 1 – a tornado warning has been declared for Franklin County.

CODE BLACK

Bomb threat. All employees must be aware of unusual or suspicious
items or persons.

CODE SILVER

Armed aggressor. Announced when there is a risk of violence from
an armed aggressor in one of our facilities.
• Remove patients, staff and visitors from open areas such as halls
or corridors.
• Turn off lights and close the doors.
• Turn cell phones, pagers and mobile devices to vibrate.

CODE ADAM

Missing infant or child.
• The child may be a patient or visitor.
• Be alert and report suspicious activity to Security immediately.
10
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SUSPICIOUS PERSONS
You are the first line of defense—the eyes and ears watching out for the safety of Ohio State.
By being aware of people who should not be in your area, you may be preventing thefts and/
or violence in your workplace. If you see someone who does not have a legitimate reason to
be here or displays suspicious behavior, call Security at (614) 293-8500.
Security will:
• attempt to identify the person
• offer assistance if needed
• call Ohio State Police if the subject refuses to comply
Emergency Procedures
• Call 911
• Ohio State Police non-emergency: (614) 292-2121
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ENVIRONMENTAL SAFETY
• Supplemental oxygen poses serious safety risks when used while smoking.
• Although oxygen itself is not flammable, it creates an environment in which fires can
easily ignite and burn quickly.
• This creates the danger of serious burns on the head and face if smoking materials
are brought toward the mouth and burns on the remainder of the body if clothing
ignites.
• Smoking while on supplemental oxygen is STRICTLY PROHIBITED.
• Leave a 3-foot clearance around fire pull stations, fire extinguishers, electric panels and
medical gas shutoffs.
• Never block corridor doors or mechanical electrical room doors.
• Secure oxygen cylinders appropriately.
• Store materials appropriately.
• Secure all sharps and medications.
• Report any physical issues with the facility or utility failures to Facilities Services.
• Use proper outlet strips instead of extension cords.
• Check clinical equipment for inventory and preventive maintenance tags.
• Report any equipment failure or issues to Clinical Engineering.

If you are injured on the job:
• Report the injury/illness to your supervisor.
• Seek treatment from Employee Health Services.
• Complete an Employee Accident Report.

12
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COMPLIANCE AND INTEGRITY
The medical center must operate within the framework of numerous laws and regulations.
Compliance and Integrity is the process we use to ensure we are acting legally and ethically.
Each staff and faculty member has responsibilities to the Integrity program. The infographic
above explains your responsibilities under our Compliance and Integrity Program.
Ask yourself the following questions before undertaking any activity:
• Are we serving our mission?
• Are we legally permitted to do the activity?
• Is it ethical to do the activity?
• Does the activity align with our vision, values?
Remember, we are judged by our actions!
To learn more about the Compliance and Integrity Program, please review The Standards of
Employee Conduct which addresses the following: False Claims Act, HIPAA, Ohio Ethics
Law, Whistleblower Policy and more.

13
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HIPAA: Privacy and security
HIPAA (Health Insurance Portability and Accountability Act) is the federal law that requires
organizations that provide health care services, such as Ohio State Wexner Medical Center, to
follow certain rules when we use and release patient information and keep patient information
private, confidential, safe and secure.
PHI (Protected Health Information) is individually identifiable health information that is
transmitted or maintained in any form (paper, electronic, oral).

Privacy
All employees at Ohio State Wexner Medical Center are responsible for protecting PHI that
is created, maintained, filed, used, or shared and is written, spoken, or electronic. Familiarize
yourself with our Patient Information and HIPAA Policy.
Protect PHI by:
• Accessing only the information needed to perform your job duties (minimum necessary).
• NOT accessing the medical records of patients out of curiosity (no snooping).
• Disposing of all paper in secure shred bins.
• Employing reasonable safeguards—speaking quietly in public areas, locking file cabinets, etc.

Security
All employees at Ohio State Wexner Medical Center are responsible for keeping systems
and information secure by following Ohio State and medical center security policies and best
practices. Not understanding these rules can lead to data breaches, ransomware attacks, lost
productivity and fines.
• Familiarize yourself with the Ohio State Wexner Medical Center Information Security
Policy and the Ohio State Institutional Data Policy.
• Keep your IDs and passwords safe. Never share a password or use another person’s ID
and password to log in to Ohio State Wexner Medical Center systems.
• Protect yourself from computer viruses and malware by learning to spot phishing. Always
report phishing to spam@osumc.edu.
• Use your medical center email for work purposes and use the secure mail feature if you
need to send restricted information or PHI outside of the Ohio State Wexner Medical
Center email system.
• Use Ohio State Wexner Medical Center approved devices, software and applications. Do
not use unauthorized computer equipment or programs.
• If you have questions about Ohio State Wexner Medical Center Information Security
policies or best practices, contact itriskandcompliance@osumc.edu.
14
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If you see something, say something!
• Call the Compliance Office: (614) 293-7802 or HIPAA Helpline: (614) 293-4477
• Call the medical center IT Help Desk: (614) 293-HELP
• Contact a privacy or security officer directly: Privacy and Security Officer Contacts
• Visit the Ohio State and Wexner Medical Center Anonymous Reporting Line or call
(866) 294-9350

OHIO STATE APP
Put campus in your pocket with the Ohio State app. Get easy access to
everything Ohio State offers including real-time bus locator, news, events,
athletics and more. Download it now.

HEALTHBEAT HUB APP
The HealthBeat HUB delivers modern, concise
communication to the Ohio State health science
colleges and Wexner Medical Center. Faculty and
staff can download a free mobile app to access
relevant news for faculty and staff from anywhere
on their personal device. Join the “Welcome
to the Team” channel where you’ll find new
employee information you need to succeed.

To install:
Faculty and staff with a medical center username
and password, including the College of Medicine:
1. Text HUB to 900900 for link to download app
2. Download 1st Up from Google Play or Apple Store
3. Do NOT enter an email. Select “Have an organization code?” Type in ohiostate
4. Faculty and staff with a medical center username and password should select HealthBeat HUB
5. Select “Sign In”
6. Enter your medical center ID@osumc.edu (e.g., Brut01@osumc.edu)
7. Enter your current medical center password
8. Select “OK” for push notifications
9. Select “Allow” notifications
Questions? Email HealthBeatHUB@osumc.edu.
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CUSTOMER SERVICE: FIRST IMPRESSIONS AND PATIENT
EXPERIENCE
You’ve heard it before: you never get a second chance to make a great first impression.
That’s especially true when you’re dealing with a customer—and even if you don’t realize it,
we all have customers. At Ohio State Wexner Medical Center, our customers range from job
candidates to coworkers to patients and visitors.
When you’re dealing with your customers and colleagues, think about the impression you’re
making—and make an effort to be friendly, polite and kind.

Friendly
• Greet people when you see them! Follow the 5 and 10 rule: If someone’s within 10 feet of
you, acknowledge them with your eyes, a nod or a wave; when they’re within 5 feet, say
something. (Hello is always a good start.)
• Friendly means looking the part—a smile goes a long way!
• Talk with people. Establish a connection. The most magical sound in the universe is our
own name, so use other people’s names to acknowledge them.
• Be your genuine self. Let people know who you are. Let yourself shine.

Polite
Say “please” and “thank you” and respond with “you’re welcome” or “my pleasure.”

Kind
Kindness is an action that fulfills our value of empathy. As an example, when a patient is
unhappy because they feel they’re waiting too long for a clinical provider, a kind response could
be: “Waiting can be frustrating and I appreciate your patience. I know your time is valuable. The
doctor is taking the time she needs for her current patient, as she will do for you.”
Listen as Richard Potts, director of Patient Experience, shares ways you can build better
relationships with your colleagues.

16

NEW EMPLOYEE ESSENTIALS
Welcome to The Ohio State University Wexner Medical Center

BUSINESS UNIT ORIENTATION
Business units across the medical center may have specific resources or orientation sessions.
See below for information that might apply to you.

Ohio State’s Comprehensive Cancer Center – James Cancer Hospital and
Solove Research Institute
• OSUCCC – James Welcome Video
• Why Patients Choose the James
• Cancer Survivor: Carol Parkison
• Introduction to Relationship-Based Care
• Pelotonia: Team Buckeye
• OSUCCC – James Patient Services

University Hospital, Ross Heart Hospital and Neurological Institute
• Orientation

East Hospital
• Virtual orientation
• Watch for an email regarding East-specific orientation information.

Ambulatory
• You will receive additional information regarding the next ambulatory orientation.
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DIVERSITY, EQUITY AND INCLUSION
Ohio State strives to be a model for inclusive excellence. We value diversity—the range
of differences that make each of us unique. We foster inclusion—an environment in which
everyone feels engaged, respected, valued and connected, and in which people feel
comfortable bringing their unique ideas, backgrounds and perspectives to their work in
support of Ohio State’s mission.
Visit our Diversity and Inclusion website and take our Diversity Basics and the
Understanding and Interrupting Implicit Bias online courses in BuckeyeLearn.

EMPLOYEE RESOURCE GROUPS
Employee Resource Groups are voluntary, employee-led groups that foster a diverse, inclusive
workplace aligned with our mission, values and goals. Current groups include:
• Black Faculty and Staff Employee Resource Group
• Hispanic Latino Employee Resource Group
• Lesbian, Gay, Bisexual and Transgender Employee Resource Group
• Women of Color Employee Resource Group
• Young Professionals Resource Group
• Diversity, Equity and Inclusion Resources
18

NEW EMPLOYEE ESSENTIALS
Welcome to The Ohio State University Wexner Medical Center

UNIVERSITY STAFF ADVISORY COMMITTEE
The University Staff Advisory Committee is an advisory body to university leadership.
Composed of members from across the university and medical center, its mission is to maintain
an active and participatory line of communication with the university community and to provide
a forum through which university staff can raise, discuss and make recommendations to support
the university’s mission. Staff are encouraged to reach out or submit feedback to the committee,
which will address recommendations and provide follow-up.

POLICIES
It’s the responsibility of all employees to identify and familiarize themselves with all applicable
university and unit policies. Listed below are a few key university and medical center policies
you should review during the early days of your employment. Please note, each policy
indicates if the particular policy applies to faculty, staff and/or student employees.

Work Environment
• Tobacco Free Environment
• Alcohol and Other Drugs
• Drug-Free Workplace
• Sexual Misconduct
• Affirmative Action, Equal
Employment Opportunity &
Non-Discrimination/Harassment
• Workplace Violence
• Attendance
• Dress Code

Technology and Information Security
• Responsible Use of University
Computing and Network Resources
• Institutional Data

Special Situations: Do these
apply to you?
• Probationary Period (for CCS and
bargaining unit staff)
• Activities and Programs with Minor
Participants (for those who interact with
minors)
• Privacy and Release of Student
Education Records (for those who
handle student education records)
• Student Employment (for student
employees and those who supervise
student employees)
• Intellectual Property (for those who
create intellectual property)
View a complete list of medical center
policies on PolicyTech.

• Patient Information and HIPAA
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We’re thrilled to have you here and want to help you succeed as you
begin your professional journey with Ohio State. Please reach out to
your manager or recruiter if you have any questions.

WELCOME TO THE OHIO STATE UNIVERSITY
WEXNER MEDICAL CENTER!
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CHECKLIST
☐ Workday Onboarding Portal – Complete assigned items
☐ COVID-19 Information
☐ Digital Identity:
☐
☐
☐
☐
☐
☐

My.osu.edu
Email address
BuckeyePass
Workday
CarmenZoom
IT Service Desk at 614-688-4357 or self-service

☐ BuckeyeBox – store and share files
☐ BuckeyeLearn – Ohio State’s learning management system
☐ Benefits
☐
☐
☐
☐
☐

Benefits Overview
Watch videos
Health and Wellness Benefits webinar
Retirement Choices webinar
Your Plan for Health

☐ Payroll Services – paycheck details
☐ Getting Around Campus
☐
☐
☐
☐

CampusParc
Campus Area Bus Service
Virtual tour
Interactive campus map

☐ Professional Development
☐ Gateway to Learning
☐ Take 5 for Compliance and Integrity: Topics You Should Know

NEW EMPLOYEE ESSENTIALS
Welcome to the Ohio State University Wexner Medical Center

☐ BuckeyeLearn – check with your manager on required courses and
due dates.
☐ Login to BuckeyeLearn to review and complete required eLearning courses.

☐ Resources for New Managers
☐
☐
☐
☐

Starting Strong (instructor-led course)
Workplace Violence for Supervisors (online course)
Building Multigenerational Teams (online course)
Supervising Student Employees (instructor-led course)

☐ Safety and Security
☐ Department of Public Safety
☐ Surviving an Active Aggressor video

☐ Ohio State App – download now
☐ HealthBeat HUB App - Text HUB to 900900 for link to download app
☐ Business Unit Orientation
OSUCCC – James
☐
☐
☐
☐
☐
☐
☐

OSUCCC – James Welcome Video
Why Patients Choose the James
Cancer Survivor: Carol Parkison
Introduction to Relationship-Based Care
Pelotonia: Team Buckeye
OSUCCC – James Patient Services
Additional James Resources (awaiting link)

University Hospital, Ross Heart Hospital and Neurological Institute
☐ Orientation

East Hospital
☐ Orientation
☐ Watch for an email regarding East Specific Orientation information

NEW EMPLOYEE ESSENTIALS
Welcome to the Ohio State University Wexner Medical Center

☐ Diversity, Equity and Inclusion
☐ Diversity, Equity and Inclusion website
☐ Diversity Basics course
☐ Kirwan Institute and Implicit Bias course

☐ University Staff Advisory Committee
☐ Employee Resource Groups
☐
☐
☐
☐
☐
☐

Black Faculty and Staff Employee Resource Group
Hispanic Latino Employee Resource Group
Lesbian, Gay, Bisexual and Transgender Employee Resource Group
Women of Color Employee Resource Group
Young Professionals Resource Group
New Veterans Employee Resource Group

☐ Policies
☐
☐
☐
☐
☐
☐
☐
☐

Tobacco Free Ohio State
Alcohol and Other Drugs
Drug-Free Workplace
Sexual Misconduct
Affirmative Action, Equal Employment Opportunity & Non-Discrimination/Harassment
Workplace Violence
Attendance
Dress Code

☐ Technology and Information Security
☐ Responsible Use of University Computing and Network Resources
☐ Institutional Data
☐ Patient Information and HIPAA

☐ Special Situations: Do these apply to you?
☐ Probationary Period (for CCS and bargaining unit staff)
☐ Activities and Programs with Minor Participants (for those who interact with minors)
☐ Privacy and Release of Student Education Records (for those who handle student
education records)
☐ Student Employment (for student employees and those who supervise student
employees)
☐ Intellectual Property (for those who create intellectual property)
View a complete list of medical center policies on PolicyTech.

