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The Florida Department of Health, Division of Emergency Medical Services, Office of Trauma identifies specific criteria for site surveyors’ selection.

This criterion includes the following:
Physician-Specific Criteria:

· Appropriately licensed in their specific discipline;
· Appropriately credentialed by education, board certification, research, and publications.

Nurse-Specific Criteria:

· Registered nurse;
· Trauma coordinator, trauma program manager with clinical experience, or trauma 

clinical specialist with trauma program management experience;

· Minimum 3-5 years trauma experience;

· Clinical experience in ED or ICU is preferred.

Dear Surveyor:

The Florida Department of Health, Division of Emergency Medical Operations, is in the process of organizing trauma center site surveys.  Are you interested in participating as a site surveyor in Florida?  Would you like to be considered for any site surveys listed in this letter?

Since the site survey process was established, Florida has granted approval to 22 trauma centers.  The state approves trauma centers for a seven-year period.  During that time interval, periodic re-evaluations are conducted to evaluate the trauma center's compliance with the trauma center approval standards.

Effective March 15, 1998, revisions were made to Chapter 64E-2.027, Florida Administrative Code, to establish a renewal process for approved trauma centers that includes a site survey of each approved trauma center prior to department approval or denial.  For each of these site surveys, we will utilize a process that includes the following:

1.
An initial orientation for surveyors at 5:00 p.m. on Sunday afternoon prior to the visit.

2.
On Monday, each site survey will consist of in-hospital dialogue with hospital personnel, combined with audits of trauma patient's charts.  The Florida state verification standards are to be used to rate the hospital's performance.

3.
In conclusion, an evening conference is scheduled at the hotel immediately following each site survey to discuss hospital-specific issues and to complete the site survey report.

The total payment for each surveyor is Level I, $5,000.00; Level II, $4,000.00 and Pediatric $4,000.00.  Each surveyor is responsible for costs incurred during the visit.  Upon completion of the site survey, the appropriate paperwork will be processed to ensure payment.  This process takes approximately six to eight weeks following the survey.

All out-of-state site surveyors and our staff must stay at the same hotel.  Our office will make reservations for each surveyor.  Upon departure, however, you will be responsible for your bill.  Surveyors are responsible for travel to the hotel on Sunday afternoon.  We will provide all transportation after arrival at the hotel, but surveyors are responsible for their travel back to the airport on their departure date.  Due to the potential of a lengthy evening conference following each survey, it is necessary that we ask surveyors not to schedule airline departure until the morning after the facility is surveyed.
As an example, a list of the upcoming surveys is as follows:  
	HOSPITAL
	LEVEL
	INITIAL
APPROVAL
DATE
	CITY

	Bayfront Medical Center
	Level II
	July 1, 0000
	St. Petersburg

	Delray Medical Center
	Level II
	July 1, 0000
	Delray Beach

	Halifax Medical Center
	Level II
	July 1, 0000
	Daytona Beach


As the survey teams are selected, we will attempt to establish each team with a balance between surveyors with previous experience in Florida trauma center site surveys and those new to our system.  We strive for geographic diversity in the teams, with participants from different areas in the United States.  We prefer not to send the same surveyors back to a facility they surveyed in a prior site visit, but in some cases surveyor availability may override other factors.  As you will see from the attached response form, we have scheduled one day for each survey of a Level II facility, one day for each survey of a stand-alone Pediatric Trauma Referral Center and one and one-half days for each survey of a Level I facility.

If you are interested in being considered for any of these surveys, please let us know by return letter or by email.  Also, please include a current copy of your curriculum vitae.  You may email this information to Bernadette Behmke at Bernadette_behmke@doh.state.fl.us.
We will notify you of the team selections by xxxx.  If you are not available, or are not selected for these visits, we hope you will be willing to share your knowledge and expertise as a team member on future site surveys in Florida.

Should you have any questions concerning site visits, please call Bernadette Behmke at (850) 245-4440, extension 2756 or me at extension 2760.  We appreciate your commitment to and support for improving the trauma system in Florida.


Sincerely,








Director, Office of Trauma

Dear Surveyor:

The Florida Department of Health, Division of Emergency Medical Operations, Office of Trauma appreciates your interest in our trauma center site survey process.  I would like to thank you for sending us your curriculum vitae.

Since the site survey process was established, Florida has granted approval to 22 trauma centers.  The state approves trauma centers for a seven-year period.  During that time interval, periodic re-evaluations are conducted to evaluate the trauma center's compliance with the trauma center approval standards.

As the survey teams are selected, we attempt to establish each team with a balance between surveyors with previous experience in Florida trauma center site surveys and those new to our system.  We strive for geographic diversity in the teams, with participants from different areas in the United States.  

We will contact you six to nine months in advance prior to the date and location of the scheduled survey.  You will have the opportunity to volunteer, as a site surveyor, at that time.  A confirmation letter will be sent, if you are selected.

Should you have any questions concerning site visits, please call Bernadette Behmke, at (850) 245-4440 extension 2756.  We appreciate your commitment to and support for improving the trauma system in Florida.


Sincerely,








Director, Office of Trauma
Dear Surveyor:

Congratulations!  You have been selected to serve as a site surveyor for facility in Florida.  The survey dates are xxxx.  Please read and sign the enclosed agreement and mail it back to me by xxxx.  More information will arrive in a few weeks.

My staff and I look forward to working with you.  If for some reason you cannot participate in this survey, please call Bernadette Behmke, or email at Bernadette_behmke@doh.state.fl.us, as soon as possible, or call at (850) 245-4440, Ext. 2756.


Sincerely,








Director, Office of Trauma

This information may be communicated to the surveyor by U.S mail or via email

Method of Payment

The state of Florida has implementing a new web-based procurement system called "MyFloridaMarketPlace." This system is designed to streamline interactions between vendors and state government entities that purchase goods and services. To ensure payment for your services as a site surveyor in Florida, please follow the instructions to register as a vendor with the State of Florida. Web link: https://vendor.myfloridamarketplace.com
If a surveyor’s personal information changes, it is the responsibility of the surveyor to make the changes in https://vendor.myfloridamarketplace.com.

Please let the Office of Trauma know when you have successfully completed the registration.

Agreement between the Department of Health and the Surveyor

Addendum to Purchase Order
per section 395.4025(5), Florida Statutes

This is an agreement between the State of Florida, Department of Health, Division of Emergency Medical Operations, Office of Trauma, (department) and the undersigned for the purposes of describing the duties of a site surveyor.  As a site surveyor I understand that I will be acting as an agent for the department for the survey of Florida Trauma Centers as described in section 395.4025(5), Florida Statutes.  As an agent for the department I agree to the following conditions:

Professional Qualifications

1.
Appropriately licensed in their specific discipline.

2.
Appropriately credentialed by education, board certification, research, and publications.

General Conditions

1.
Maintain the confidentiality of all written and oral communications that take place with the trauma center and the department.

2.
Be responsible for payment of all expenses associated with the site survey(s).  I understand that the department will make reservations for lodging and I will pay my bill at departure.  All site survey team members will stay at the same hotel (information on lodging will follow as soon as possible).  I am responsible for payment for my meals.  I am responsible for payment in advance, during the orientation meeting the evening before the site survey(s), or the morning of the survey, for lunch that will be catered by the hospital.  I am responsible for notifying the trauma site survey coordinator in advance if I don’t intent to receive lunch from the hospital.  I am responsible for all other incidental expenses that I incur.

3.
Arrange my own travel to the site survey locale and pay my own flight costs.  I understand that I may tell the airline that I am traveling on business for the State of Florida, which may entitle me to a reduced fare.  Transportation to and from the trauma center and restaurants will be provided by department staff once I arrive at the hotel.  I am responsible for my own transportation to and from the airport.

4.
Arrange my flight schedule to ensure that I will arrive in City, Florida, in time to attend the orientation session beginning at 5:00 p.m. on Sunday xxxx.  I understand that departing flight arrangements cannot be made for flights prior 6:00 p.m. xxxx.   

5.
Travel with the survey team to the designated hospital to perform the site survey at the scheduled 
time.

Survey Specific Conditions

1.
Participate in all aspects of the site survey process beginning on Sunday xxxx, 2007, and ending xxxx, which include but are not limited to:


a.
An orientation session to be held Sunday xxxx, in city, Florida, beginning at 5:00 p.m. (hotel meeting room information to be provided as soon as possible.); 


b.
The site survey on Monday xxxx, at xxxx Hospital, in city, Florida according to department procedures and processes; and, 


c.
The team meeting immediately following the site surveys to participate in team summation of findings and to complete the site survey report and post-survey questionnaire.  These meetings on Tuesday and Thursday will continue until all reports and discussions are completed to the satisfaction of all team members and department staff.

2.
Submit a completed medical record review sheet for each record reviewed and a site survey report at the conclusion of the team meeting with each page completed and signed, providing clear and accurate documentation of my findings.  I understand that the department will provide the medical record review forms, the survey report, and the standards for me to utilize in conducting my review of the facility.

3.
Meet with my counterpart, prior to the exit conference from each hospital, to discuss my particular findings and how this information will be presented during the conference.  This scheduled meeting allows for clarification of any remaining questions prior to departure from the facility.

4.
Conduct the exit conference at the conclusion of the site survey, if I am appointed by the department to serve as team leader.  The team leader will present a summary of the team's findings, both positive and negative.  Following this presentation the members of the audience will be allowed to ask questions of each surveyor.  There will be no discussion with hospital personnel concerning recommendations for approval as a trauma center.

5.
Return the application summaries, medical record review reports, site survey reports, trauma quality management documentation, post-survey questionnaires, and any other hospital-specific information to the department representative, before my departure at the completion of the site surveys.

6.
Complete the Department of Health, Office of Trauma, Trauma center Site Survey Evaluation for Surveyors form and return it to the department representative before my departure at the completion of the site survey.

Financial Conditions

1.
The department will compensate each surveyor, through a purchase order process, a total of $xxxx for completing two site surveys as scheduled.  If the site survey cannot be completed as scheduled, I agree to the following compensation:


a.
$1,000.00 for each surveyor who travels to Florida and the site survey(s) is canceled by 

the department prior to the actual visit to the trauma center;


b.
No compensation for any site surveyor who travels to Florida but is unable to 
begin the site survey process for reasons other than illness of a site surveyor or 
cancellation of the site survey by the department; and,


c.
No compensation for any site surveyor who has agreed to participate but does not travel to Florida for any reason, and is therefore unable to participate in the site survey.

2.
I understand that the department will reimburse me, as described above, within 6 to 8 weeks following completion of the site surveys.  

3.
I understand that the department will have to cancel the site survey(s) if any of the four reviewers are unable to complete any portion of the site survey process.  A survey will have to be rescheduled within the time frames established in Florida statutes and rules.

4.
I will be available to provide consultation and other services relating to the site survey(s) by telephone or personal appearance, if necessary.  If this is required, compensation will be accomplished through a separate agreement.

	Name:  (print name).
	Social Security Number

or

FEID Number 
Number used when you registered in MyFloridaMarketPlace


	Date

	Signature
	
	


General Instructions and Information

The purpose of the site survey visit is to determine a hospital’s compliance with the Florida Department of Health, Pamphlet 150-9, Trauma Center Standards, which are based on the American College of Surgeons guidelines for trauma center accreditation.

Compliance with the Standards is demonstrated by:

· Appropriate and timely clinical management of the trauma patient as documented in the medical record.

· The trauma center’s performance improvement system and its integration into the hospital wide performance improvement program.

· Policies, procedures, protocols and guidelines for the clinical and fiscal administration of the trauma program.

· Education and training of the trauma center staff.

· Integration of the standards into the operation of the trauma program.

Measurement of compliance is based on:

· Appropriate and timely clinical management of the trauma patient.

· The trauma performance improvement program identified, analyzes, and documents information into the hospital trauma registry and incorporates that data into the hospital wide performance improvement program.
· Documentation of policies, procedures, protocols, and guidelines.

· The incorporation of the Pamphlet 150-9, Trauma Center Standards into the operation of the hospital’s trauma program.

Laws of Florida
Florida currently has 22 verified trauma centers. Florida's trauma centers are verified by the Office of Trauma in accordance with: 

·  Section 395.4025, Part II, Florida Statutes 
· Chapter 401, Florida Statutes
· Rules 64J-2.011 - 2.017, F.A.C. 
· Department of Health Pamphlet 150-9, Trauma Center Standards
We encourage you to take some time prior to the survey to read and become familiar with this information to assist you in preparation for the on-site survey.  (Please click on each hyperlink.)  
Automitated Pre Survey Questionnaire  

As of September 2010, the pre-survey questionnaire is in the process of being automated.  After the successful complision of the testing and the automated version is ready to be used by the 22 trauma centers, instructions on how to navagiate the document will be outlined on this page. 
Site Survey Team Responsibilities 

1.
OVERVIEW:
This provides details on the survey team’s responsibility and the credibility of the survey process depending on the consistency, thoroughness, accuracy and objectivity of the survey team. 

2.
AUTHORITY:

a.
Section 395.401, Florida Statutes (F.S.)
b.
Section 395.4025, Part II, Florida Statutes
c.
Rules 64J-2.011 - 2.017, F.A.C. 
d.
Department of Health Pamphlet 150-9, Trauma Center Standards
s

3.
PROCESS:


a.
Each survey team member’s responsibilities during the site visit will be as follows:

1. Comply with all conditions of the “Addendum to Purchase Order, per section 395.4025(5), Florida Statutes, which is the agreement between the State of Florida, Department of Health, Division of Emergency Medical Operations, Office of Trauma and the surveyor for the purposes of describing the duties of a site surveyor.  
2. Maintain the confidentiality of all written and oral communications concerning the trauma center and the Department of Health, Division of Emergency Medical Operations, Office of Trauma.
3. Do not discuss any information related to the hospital being reviewed with anyone other than the survey team and Department of Health staff.
4. Avoid making unnecessary comments and rendering personal opinions.
5. Be friendly and courteous.

6. Attend the orientation session per the contract.

7. Arrive at the aforementioned hospital to perform the site survey at the designated time.

8. Avoid discussion of appropriateness or intent of individual standards or interpretations.

9. Ask questions, but avoid unnecessary comments.

10. Take the hospital tour to get an overview of the trauma center’s organization and function.

11. Talk with hospital staff and respond to question within reason and given time restraints.

12. Write or print legibly, making sure each item of each instrument receives a response.  The deficiency report the Department of Health provides to the trauma center is dependent on the legibility of each surveyors’ “Site Survey Report” and each "Medical Record Review Instrument”.

13. Do not ask hospital staff, “what can I do for you?” or “What do you want me to include in my report?”
14. Do not linger on the tour.


b.
Pre-Survey Questionnaire:  A pre-survey questionnaire is submitted by each trauma 
center.  It provides updated information on the hospital’s trauma program and included changes 
that have occurred since the hospital submitted an application to become a trauma center.  The 
pre-survey questionnaire received from the hospital is mailed to each surveyor 3-5 weeks prior to 
the day of the survey, Pre-Survey Questionnaire Letter to Surveyors.  We encourage surveyors 
to take time to read the pre-survey questionnaire and become familiar with the information prior 
to going on-site. A portion of the Site Survey Report can be completed prior to the site survey 
by reading through the hospital's pre-survey questionnaire.


The complete application will be available at each site on the day of the site survey. (The pre-survey questionnaire is in the process of being automated, we anticipate the testing phase will be completed by December 2011.)

c.
Orientation Agenda:  Please note any questions or items you may want to 


include during the orientation session the night before going on-site.


d.
Day Agenda Level II and Pediatric (One Day)


Day Agenda Level I (1½ Days)

e.
Department of Health Pamphlet 150-9, Trauma Center Standards.

f.
Site Survey Reports:  This instrument; Site Survey Report Level I; Site Survey Report Level II; Site Survey Report Pediatric; is written from the above standards and in some areas is a condensation of the standards.  Please refer to the complete standard when there is a question. The site survey instrument must be completed and signed before departure from each site survey.  Notations in the “acceptable with corrections” and “unacceptable” blocks must be supported with documentation by the surveyor.  Comments in general are strongly encouraged.  Objective comments that are clear, concise, thorough, and based on facts identifiable in the medical record and hospital documents are necessary.  The Department of Health, Office of Trauma staff relies on the site surveyors’ reports to provide accurate, descriptive information back to the trauma center through the deficiency report.  It is the responsibility of the surveyor, using information obtained during the site survey, to indicate if the trauma center is in compliance with the standards.  If the trauma center does not meet the standards, the surveyor must identify the reason(s) in the comment section of the Site Survey Report.  The rating scale for the Site Survey Report consists of:


N/A
Not Applicable



A
Evidence of Substantial Compliance with the Standards



C
Evidence of some degree of compliance with the standard such that the facility is 



willing and able to come into substantial compliance within 6 months



U
No evidence that the facility meets the standard and is either unwilling or unable 



to come into substantial compliance


g.
Medical Record Review Instrument:  This instrument is to be used for the review of each selected patient medical record. It is divided into five sections: trauma surgeon, neurosurgeon, orthopedic surgeon, emergency department physician and trauma nurse.  There is an area in each instrument specific to the evaluation of the care of pediatric and/or burn patients when applicable.  Each 
applicable area must be completed and initialed before departure from each site survey.  The rating scale for the medical record review consists of:


NA 
Not Applicable



ND  
Not Documented (Comments are Required)


A     
Acceptable, Meets the Standard



C      
Acceptable with Corrections (Comments are Required)



U      
Unacceptable, Does not Meet the Standards (Comments are Required)

 
Objective comments that are clear, concise, thorough, and based on facts identifiable in the 
medical record and hospital documents are necessary.


h.
Quality Management Review Sheet:  This instrument is to be used to monitor the four 
state-required indicators and the selected trauma center 6 indicators, (this information will be 
provided to the surveyor the morning of the survey by trauma center staff), which can be found at 
the back of the Trauma Quality Management Worksheet form, for compliance with Standard 
XVIII, B2 (a). It is divided into five sections:  Quality of Care Issues, Review, Action Plan, 

Outcomes/Resolution/Discussion and Follow-Up and Comments.  Each section has to be 
completed, checked off on by the surveyor as “appropriate” or “not appropriate” and 
initialed.


i.
During the hospital tour, it is the prerogative of the surveyor to review the medical record 
of any patient currently in any area of the trauma center.  The surveyor may also ask to see any 
documentation he/she feel pertinent to assessing 
the effectiveness of the trauma center.


j.
Key hospital personnel have been requested to be available throughout the day 


to answer any of your questions.  The trauma program manager will be present in the work area 
for the entire day.  Key physicians and administrative personnel 
are available as needed.


k.
At the conclusion of the site survey, no discussion of the overall findings or 


recommendations with the hospital staff.  The exit conference is intended to present only 
preliminary findings after review of the medical records and other documentation during the day.  
The facility has also been notified that an overall determination will not be discussed during the 
exit conference.

4.
The trauma surgeon will serve as the site survey team leader.  The team leader will be 

responsible for keeping the site survey and the survey team on target and on schedule. The 
team leader will present a summary of the team’s findings during the exit conference at the 
hospital.

5.
Return the application summary, medical record review instruments, site survey 
instruments, 
trauma quality management documentation, post-survey questionnaire, and other hospital-
specific information to a department representative before departure at the completion of 
each 
site survey.

6.
Attend team meetings at the hotel immediately following each site survey to participate 
in team  
summation of findings and to complete the site survey report and post-survey questionnaire.  
Also to provide a written report on the Strengths, Weaknesses, Opportunities, and Treats 
(SWOT) of the program.  This report may be provided during this meeting, or may be emailed 
to the Management Operations Consultant II position in 
the Office of Trauma, within one week 
after the survey.

7.
Submit a completed site survey instrument with each page completed and initialed and each 
recommendation page completed and signed. Clearly written/printed and accurate 
documentation of each finding is crucial to the decisions to be made on the trauma center’s 
approval status.
8.
Complete the Department of Health, Office of Trauma, Trauma center Site Survey Evaluation for Surveyors form and return it to the department representative before my departure at the completion of the site survey.

All Team Members

Complete a thorough review based on your area of clinical expertise following the Department of Health Pamphlet 150-9, Trauma Center Standards.

Comment on the status of significant deficiencies/issues identified from the previous site survey and make summary comments on the overall trauma program, performance improvement program and strengths and opportunities for improvement.

Complete a thorough medical record and performance improvement review.

Trauma Surgeon

Participate in the physician group meeting;

Review the trauma performance improvement program and its integration with the hospital wide PI program;

Participate in the end of the day leadership meetings. 
Neurosurgeon, Orthopedic Surgeon, Emergency Physician

Participate in the physician group meetings;

Focus on specialty issues;

Participate in the performance improvement review of the overall trauma program;

Participate in the end of the day leadership meetings.

Nurse
Participate in and facilitate the nursing group meetings;

Participate in the focused performance improvement review of the trauma program relevant to nursing;
Participate in the end of the day leadership meetings.
Accreditation Process

Pre-Survey

Each trauma center scheduled for a site survey is required to complete the pre-survey questionnaire (PSQ).  The Office of Trauma is working towards automating this document; it is anticipated that by the end of 2011, this will no longer be a paper document.  

Office of Trauma staff completes a preliminary review of the PSQ and notifies the trauma center of any clarifications.  The trauma center is required to make the necessary clarifications within a 2-3 week period.  The PSQ is then forwarded to the out-of-state survey team for their review prior to going on-site.  

During the orientation meeting the evening prior to the on-site visit, the survey team and Office of Trauma staff discuss the trauma center’s PSQ and if further clarification is necessary, the surveyor is responsible for further clarification on the day of the survey.  Other issues discussed during this meeting are:  
deficiencies from the previous site survey

agenda for the survey day; 
team members’ roles and responsibilities; 
site survey report; 
medical record review report; 
quality management review form; 
standards for trauma center verification; 
hospital medical record format and forms, and 
the selection of cases for the medical record review.  
Note:  All survey team members are required to attend; dress is casual!

Each surveyor will sign an invoice provided by the site survey coordinator for payment of services rendered.  Each surveyor and Office of Trauma staff will pay the site surveyor coordinator the cost for the lunch provided by the hospital on the day of the survey.
All travel arrangements are made by the surveyor.  It is important that surveyors are present for the entire day(s) schedule and do not leave the hospital early.  

On-Site

The survey team will follow the outline of the day agenda.  A team meeting is held at the hotel immediately after the site survey to complete the site survey report and post-survey questionnaire.  Each surveyor submits a completed medical record review sheet for each record reviewed and the site survey report; each page has to be completed and signed, providing clear and accurate documentation of any findings.  Each surveyor is expected to complete the Office of Trauma’s, Trauma Center Site Survey Evaluation for Surveyors’ form and return it with all other paperwork to the site survey coordinator.
Post-Survey

The site survey coordinator compiles the deficiency report, which has to be provided to the hospital’s CEO, the trauma medical director and the trauma program manager within 30 working days from the date of the survey.  Included in this report are the deficiencies found during the medical records review and any other significant issues identified by the survey team.  Also, opportunities for improvement, areas of strength, weaknesses and treats.  The Office of Trauma staff will work with the trauma program staff up to six months to complete action plans outlined in the hospital’s response to the deficiency report.   
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