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[bookmark: _Toc179282847]Introduction
[bookmark: _Toc179282848]Purpose
The McQueary College of Health and Human Services (MCHHS) Simulation Center Administration Policy and Procedure Manual provides guidelines to ensure the effective and efficient administration of the simulation center.
[bookmark: _Toc179282849]Scope 
This manual applies to all administrative staff, faculty, and participants involved in the operation and use of the MCHHS simulation center.
[bookmark: _Toc179282850]Leadership and Governance
[bookmark: _Toc179282851]Organizational Structure
Dean of MCHHS 
Director of Information Technology and Operations	
Simulation Coordinator
Simulation Technicians and Support Staff
[bookmark: _Toc179282852]Dean of MCHHS 
· The Dean of MCHHS holds the highest level of authority within the MCHHS Simulation Center.
· Oversees the strategic direction, overall management, and integration of the simulation center within the McQueary College of Health and Human Services and Missouri State University as a whole.
Responsibilities include: 
· Representing the simulation center in institutional planning and external partnerships.
· Approving the annual budget and resource allocation.
· Overseeing compliance with regulatory and accreditation requirements.
[bookmark: _Toc179282853]Director of Information Technology and Operations
· Reports directly to the Dean of MCHHS.
· Implements the strategic vision of the Dean.
· Acts as the primary liaison between the Simulation Center Coordinator and the Dean.
Responsibilities include:
· Managing the simulation center’s budget and financial planning.
· Supervising and supporting the simulation coordinator and technical personnel. 
· Evaluating and selecting vendors and products for simulation equipment, software, and supplies.
· Ensuring the effective use and maintenance of simulation equipment and facilities. 

[bookmark: _Toc179282854]Simulation Coordinator
· Reports to the Director of MCHHS Simulation Center
· Coordinates the planning of simulation center activities, including scheduling, resource allocation, and participant management. 
· Ensures the smooth operation of all simulation processes.
Responsibilities include:
· Providing orientation and training for staff, participants, and faculty using the simulation center.
· Scheduling simulation sessions and managing communications across all programs that use the simulation center. 
· Supporting simulation sessions, including setup, and technical assistance.
· Maintaining inventory records and procurement of supplies.
· Collecting and managing data related to simulation usage activities for reporting.
· Collecting and analyzing performance data to develop continuous improvement efforts.
[bookmark: _Toc179282855]Simulation Technician
· Reports to the Simulation Coordinator and indirectly to the Director.
· Plays a key role in managing the technical and operational aspects of a simulation center.
Responsibilities include:
· Prepare, evaluate, and maintain simulation equipment, manikins, and assist with AV systems for all sessions. 
· Manage and track simulation supplies and equipment inventory.
· Setup, operation, and troubleshooting simulation equipment and software.
· Assist in the programming, testing, and execution of simulation scenarios.
· Ensure that all safety protocols are followed to maintain compliance with relevant simulation standards.
· Helping to facilitate daily simulation events by supporting simulation sessions with technical expertise and problem-solving.
[bookmark: _Toc179282856]Simulation Technicians and Support Staff
· Reports to the Simulation Coordinator and works with the Lead Simulation Technician.
· Support staff play a crucial role in ensuring the smooth operation of simulation activities and the overall effectiveness of the training environment.
Responsibilities include:
· Technical support for setup, maintenance, troubleshooting, and equipment management.
· Operational support for running simulation activities.
· Accurately portraying patient cases and providing non-biased feedback.
· Help maintain safety protocols and compliance with simulation standards.

[bookmark: _Toc179282857]General Information
[bookmark: _Toc179282858]Mission Statement 
To provide simulated healthcare experiences in a safe environment that fosters experiential learning and teamwork to help develop students into safe and competent clinical professionals.
[bookmark: _Toc179282859]Vision 
 The MCHHS Simulation Center will develop skilled clinicians that lead the future of healthcare.
[bookmark: _Toc179282860]Location
· Physical location 
·  O’Reilly Clinical Health Science Center, Room 212
640 East Cherry Street
Springfield, Missouri 65897

· Mailing address 
· 901 South National Avenue
Springfield, Missouri 65897
[bookmark: _Toc179282861]Hours of Operation  
MCHHS Simulation Center normally operates 0800-1700 Monday through Friday. After-hours and weekend activities require preapproval by the Simulation Coordinator, prior to scheduling. 
[bookmark: _Toc179282862]After-hours Access 
 After-hours use of the center is limited to individuals and groups participating in an approved activity and with proper orientation by MCHHS simulation staff.
[bookmark: _Toc179282863]Code of Conduct
All instructors, simulation staff, and students are expected to support the mission of MSU and MCHHS. All participants should exercise the highest level of professionalism, integrity, and respect. For additional information please review the Missouri State University Handbook.
[bookmark: _Toc179282864]Confidentiality  
· Participant Privacy
· All information related to the performance, behavior, and outcomes of participants during simulation sessions is considered confidential and must not be disclosed outside the context of debriefing or authorized academic review.
· Content Security
· The details of simulation scenarios are considered proprietary and must not be shared with unauthorized individuals or used outside of the Simulation Center.
· All simulations will be recorded for internal documentation and educational purposes only. Videos will not be posted on any website or social media. HIPAA and FERPA compliant.
· Data Protection
· Any recordings, data, or materials generated from simulation activities must be stored securely. 
[bookmark: _Toc179282865]Required Disclaimers
· Personal Property
· The MCHHS Simulation Center is not responsible for any loss or damage to private property brought into the facility.
[bookmark: _Toc179282866]Dress Code
· Students and faculty are expected to always present a professional appearance. Refer to MSU dress code policies and procedures.
· Simulation staff are expected to be in approved uniform.
· If working as a technician, an employee needs to wear grey scrubs, identification badge, and closed toe shoes.
· If working as SP, employee will need to dress appropriately for the scenario.
· Nursing students are expected to wear approved nursing scrubs and appropriate protective attire for their role. 
[bookmark: _Toc179282867]Safety and Security
Safety Policy 
Physical Safety
· Pre-Simulation Briefing
·  Participants should receive a pre-briefing which will include emergency exit locations, use of personal safety equipment, and awareness of correct disposal process for hazardous items.
· Equipment Safety
· A trained simulation technician will complete regular inspection and maintenance of simulation equipment to ensure proper functioning.
· Equipment and supplies should not be removed from the simulation environment and should never be used for patient care.

· Health Precautions
· The MCHHS Simulation Center is not a latex free facility. If you have a latex allergy, use protective measures, and notify staff.
· Ensure all hazardous products and materials are disposed of following established safety protocols to prevent contamination and maintain a safe working environment.
Psychological Safety
· Participants will have the opportunity to pre-brief and debrief in simulation. This process will ensure participants understand expectations and can process their experiences in a safe space.
Security Policy 
· Access Control
· Restricted Access: Only authorized personnel should have access to the simulation center. 
· Visitor Protocol: Visitors to the MCHHS Simulation Center should be accompanied by a designated simulation staff member to ensure they do not inadvertently interfere with simulations.
· Data Security
· All sensitive curriculum and student information will be password protected and stored securely.
· Simulation Integrity
· To maintain a controlled environment, no unauthorized changes to scenarios will be permitted.


[bookmark: _Toc179282868]Operational Procedures
[bookmark: _Toc179282869]Scheduling and Reservations
· Reservation process
· All reservations for simulation center use must be initiated through the simulation coordinator.
· Please reach out at least 5 weeks before the start of the projected simulation for planning and staffing purposes.
· Approval process 
· If the date and appropriate resources requested are available as deemed by the MCHHS simulation staff, a tentative hold on the requested dates will be placed on the schedule for 30 days.
· The simulation center will ask for more information and set up meetings required to facilitate the request.
· Programs interested in adding new sessions must submit scenario-specific information via the simulation intake form, which can be provided by the Simulation Coordinator or accessed on the MCHHS website.
· Notifications
· Changes must be submitted at least ten business days prior to a high-fidelity event and 30 days prior to a Standardized Patient activity. Changes that do not meet the defined deadline may be approved by the Simulation Coordinator on a case-by-case basis.
· Last-minute additions will be evaluated individually, considering the availability of time, staff, equipment, and existing scheduling constraints.
· Priority of use
· Nursing schedule will be added 60 days before start of semester and following that all other program additions will be on a first come first serve basis.
[bookmark: _Toc179282870]Scenarios
· Scenario Development
· Objective Setting- Clearly define the learning objectives and outcomes for each scenario based on curriculum requirements or identified training needs.
· Standardized Template-The program should use a standardized scenario template.
· Content Creation- Scenarios should be evidence-based, realistic, and align with the objectives. Details should include expected time limits, patient conditions, environment settings, and expected actions.
· Review Process- Scenarios must be reviewed by subject matter experts to ensure accuracy and relevance to the clinical practice.
· Scenario Structure
· Introduction- Include a clear briefing for participants that outlines the scenario objectives, roles and expected outcomes.
· Scripted Events- Define critical events, patient responses, and cues that guide the flow of the scenario.
· Time Management- Establish clear time limits for the scenario’s beginning, key events, and conclusion.
· Authorship
· Authorship Identification- Document all contributors to the scenario, including primary authors, reviewers, and editors.
· Credit and Acknowledgement- Ensure that all contributors are appropriately credited in the scenario report.
· Utilization of Scenarios
· Intended Use- Each scenario should have a statement of intended use and a list of who is authorized to use/edit the scenario once developed.
· Customization- Scenarios may be tailored to specific programs or educational needs, with modifications documented and approved by the original authors or designated authorities.
· Scenario Library- All simulation scenarios will be kept in a centralized simulation repository that can be accessed and utilized by authorized personnel.
· Clinical Quality Assurance
· Peer Review- A peer review process must be completed for all scenarios to ensure clinical accuracy and educational effectiveness.
· Continuous Improvement- Scenarios should be regularly updated based on participant feedback, new clinical guidelines, and advancements in simulation technology.
· Outcome Measurement- Track and analyze outcomes related to the use of scenarios to measure their impact on participant learning and clinical competency.
· Debriefing
· Structured Debriefing- Conduct structured debriefing sessions immediately following each event, focusing on participant performance, decision-making, and adherence to clinical guidelines.
· Facilitator Role- Ensure that debriefing is led by trained facilitators who can guide reflective discussion and provide constructive feedback.
[bookmark: _Toc179282871]Facilitator Information
· Orientation and Onboarding
· All new faculty and staff participating in simulation will need to attend a simulation orientation.
· The onboarding process will include:
· A guided tour of the simulation center.
· Direct training for equipment and software.
· Introduction to the technical support team.
· Curriculum overview.
· Simulation best practices.
· Opportunities for shadowing sessions.
· Attendance
· All participants, including instructors, must sign in upon arrival.
[bookmark: _Toc179282872]Utilization of simulation staff
· Trained personnel
· All simulation sessions should take place under a trained technician's supervision. Only individuals with proper training will be authorized to operate simulation equipment. 
· Coordination
· Simulation staff should be involved in the planning stages of all scenarios to provide input on logistics, scheduling, scenario setup, patient availability, and equipment needs.
[bookmark: _Toc179282873]Recording of scheduled events
· All simulation events will be recorded.
· All individuals participating in simulation must have a signed likeness release form on file.
[bookmark: _Toc179282874]Equipment and supply requests
· All requests must be approved prior to simulation using Simulation Intake Form. 
[bookmark: _Toc179282875]Course Preparation
· Preparedness
· The MCHHS Simulation Coordinator will schedule an orientation with new instructors before their session.
· Please arrive prepared. To review scenarios prior to simulation, check with your department’s designated simulation contact.
· Instructors – All sessions must have appropriately trained instructors present. During the planning phase, ensure that all assessments and quality assurance measures are clearly identified. 
[bookmark: _Toc179282876]Cancellation Policy
· To cancel a simulation session please notify the Simulation Coordinator at least 48 hours in advance of the scheduled event. Cancellations are only confirmed once you have received a response from the simulation center staff.
[bookmark: _Toc179282877]Severe Weather Policy 
· See Missouri State University Policy
[bookmark: _Toc179282878]Observation for Non-Participants
· Pre-Approval Required
· All non-participant observers must receive prior approval from the Simulation Coordinator or designated authority.
· Confidentiality Agreement
· Observers must sign a confidentiality agreement before being allowed to observe, ensuring that any information about participants, scenarios, or outcomes remains confidential.
· No Interference
· Observers must not interfere with the simulation process and always maintain a professional demeanor. Observations should be conducted silently from designated observation areas. 
· Termination of Observation
· The Simulation Coordinator reserves the right to terminate an observer’s access if their presence disrupts the simulation or violates any aspect of policy.
[bookmark: _Toc179282879]Equipment and Supply Management
[bookmark: _Toc179282880]Inventory Management
· The MCHHS Simulation Center will utilize the digital inventory management system (Sortly) for all inventory tracking and management processes.
Inventory Records
· All equipment and supplies must be entered into the inventory system upon receipt, including quantities, detailed descriptions, and item location information.
· Each item will be assigned a unique identifying barcode for easy tracking and auditing.
· Regular updates to the inventory records must be made to reflect any changes including usage, maintenance, transfers, or disposal.
· Only authorized personnel will have access to the Sortly inventory management system.
Reporting
· Routine audits of the inventory must be conducted quarterly to ensure accuracy.
· Any discrepancies found during audits must be reported immediately to the Simulation Center Operations supervisor for investigation and resolution.
· Inventory reports will be generated monthly and reviewed by the Simulation Center Operations and Simulation Coordinator to monitor stock levels, usage patterns, and reordering needs.
Maintenance and Warranty 
· All equipment requiring maintenance must be flagged in the system, with scheduled maintenance dates recorded.
· All warranty information for each item must be linked to the Sortly system using the appropriate identifier, ensuring that all relevant details are accessible.
· Alerts regarding warranty expiration or service requirements will be set to notify the assigned staff member responsible for the item and their direct supervisor. This dual alert system ensures timely action and oversight, preventing lapses in warranty coverage or necessary maintenance. 
Breakage and Repair
· Any breakage or damage to equipment must be reported to the Lead Technician or Simulation Coordinator immediately. A report sheet should be completed that includes details of the item, the nature of the damage, and the circumstances under which it occurred. All details should be added to the item information in the inventory management system.
Disposal of Supplies and Equipment
· Any items no longer in use, expired, or damaged must be marked for disposal in the inventory system. A surplus order will need to be made through the MSU website to remove those items. 
Training
· All staff members responsible for inventory management will receive training in the use of the Sortly system.
· Ongoing training will be provided as needed to accommodate updates to the system or changes in inventory procedures.
Loan Policy
· All items being checked out for loan must be recorded in the inventory system prior to leaving the Simulation Center.
· A digital checkout process must be completed in Sortly, including date, time, purpose of the loan, and expected return.
· Only authorized personnel from simulation center can approve the loan of items.
· Upon returning the item, the item must be checked back into the inventory system, documenting its condition.
Off-site Utilization
· All off-site usage will be permitted on a case-by-case basis, subject to prior approval from the Simulation Coordinator or designated authority.
· Requests for offsite use must be submitted in writing, detailing the purpose, location, duration, and equipment needed.
· All approved offsite equipment use must be documented in the Sortly inventory system via the check-out and check-in process.
[bookmark: _Toc179282881]Administrative Information
[bookmark: _Toc179282882]Recruitment and Hiring
Job Analysis
· Pertaining to part-time employees- The hiring manager will conduct a thorough job analysis to identify the necessary skills, qualifications, and experience required for the position.
Position Approval
· Once the job analysis is complete, the hiring manager must obtain approval from the Director of the Simulation Center before initiating the recruitment process.
Hiring Process
· Once a part-time position with the Simulation Center has been approved, the following steps will be followed to ensure a consistent hiring process.
· The final decision on which candidate to hire will be made collaboratively by the Simulation Coordinator and Operations Lead, then approved by the Director of Simulation.
· This decision will be based on the candidate’s qualifications, experience, and potential contribution to the team.
· Once a candidate has been selected and has accepted the offer, the Simulation Coordinator will assist in processing all new hire paperwork and ensuring that documentation is complete for a smooth onboarding process.
· The Simulation Coordinator will oversee the onboarding process by scheduling orientation, training, and team introductions. 
[bookmark: _Toc179282883]Training and Development
The MCHHS Simulation Center is committed to providing comprehensive training and ongoing development opportunities for all employees. 
Orientation Session
· [bookmark: _Int_ib0m82MP]All new hires will participate in an initial orientation session that covers the Simulation Center’s mission, values, organizational structure, and key policies. The new employee will be introduced to the center’s equipment, facilities, staff, and safety protocols.
Role Specific Training
· New hires will receive training tailored to their job responsibilities. This may include firsthand training with simulation equipment, software systems, and other tools necessary for their role. 
· For technical roles that require advanced simulation skills, specialized training sessions will be provided.
· Where applicable, employees will be offered cross-training opportunities to enhance their versatility within the Simulation Center. This allows employees to gain experience in different areas of the center and develop a broader skill set.
Mandatory Compliance Training
· Employees will complete any mandatory compliance training, such as workplace safety, information security, and confidentiality procedures, within the first week of employment.
[bookmark: _Toc179282884]Scope of work for each job duty
Standardized Patient
· The Standardized Patient (SP) plays a crucial role by portraying patients in simulated clinical scenarios. This role involves consistently and accurately replicating the history, symptoms, emotional state, and physical findings of a real patient to provide healthcare trainees with realistic and controlled learning experiences. SPs help to evaluate and improve the clinical and communication skills of students in medical, nursing, and allied health programs.
Duties
· Case Portrayal
·  Accurately portray the physical and emotional characteristics of a patient based on detailed case scenarios.
· Patient History
·  Memorize and deliver the patient’s medical history, lifestyle details, and other relevant information as described in the case, ensuring that the portrayal remains consistent across all interactions.
· Physical Examination Participation
·  The SP will allow students to perform physical exams as required by the scenario, which may include non-invasive procedures such as taking blood pressure, checking pulse, or performing basic physical assessments.
· Feedback
·  Provide constructive and standardized feedback to students on their clinical and communication skills through the completion of an evaluation form for every encounter.
Simulation Technician
· The Simulation Technician is responsible for the technical and operational support of simulation activities. The role involves setting up, operating, maintaining simulation equipment, and providing technical assistance for all simulation sessions.
Duties 
· Simulation Setup 
· Prepare simulation environments by setting up manikins, medical devices, and other simulation equipment according to the specific requirements of each scenario.
· Operation 
· Operate simulation equipment during sessions, including running software, controlling audio-visual, and managing the flow of the scenario.
· Equipment Maintenance and Troubleshooting
· Perform regular maintenance and calibration of simulation equipment to ensure it is functioning correctly. Troubleshoot and resolve any technical issues that arise during simulations, ensuring minimal disruption to the session.
· Support for Faculty and Learners 
· Provide technical support and guidance to faculty and students during simulation sessions, ensuring they can effectively use the equipment. 
· Assist with the orientation and training of faculty and students on the proper use of simulation tools and technology. 
· Quality Control
· Monitor and assess the effectiveness of simulation sessions from a technical standpoint, providing feedback on equipment performance and scenario execution.
· Suggest and implement improvements to simulation processes and technology to enhance the realism and educational value of simulation.
· Compliance and Safety
· Ensure that all simulation activities comply with relevant safety regulations and organizational policies.
· Regularly review and update safety protocols and procedures to maintain a safe simulation environment.
[bookmark: _Toc179282885]Performance Evaluation
· Purpose
· The performance evaluation for staff in the Simulation Center is designed to assess the employee’s effectiveness in their role, provide constructive feedback, and identify opportunities for growth and development. 
· Evaluation Criteria
· Job knowledge and technical skills
· Quality of work
· Work ethic and dependability.
· Teamwork and collaboration
· Adaptability and problem solving
· Communication
· Professionalism
· Learning and development
[bookmark: _Toc179282886]Professional Development
· The MCHHS Simulation Center is committed to the continuous professional development of its staff. The Simulation Center recognizes that ongoing education and skill enhancement are critical to maintaining high-quality simulation experiences and supporting the professional growth of its employees. All staff members are encouraged and supported to engage in professional development activities that align with their roles and the Simulation Centers mission.
[bookmark: _Toc179282887]Participant Information
[bookmark: _Toc179282888]Course Preparation
· Participants are expected to come fully prepared for all scheduled simulation activities.
· Pre-simulation Materials- Participants must review all pre-simulation materials provided, including case scenarios, reading assignments, course work, and instructional videos, before attending the simulation session.
· Knowledge and Skills- Participants should arrive with the necessary baseline knowledge and skills as outlined in the course objectives. This may include familiarity with specific medical procedures, communication techniques, or theoretical concepts.
· Preparation Verification- Instructors or facilitators may conduct brief assessments or checkoffs at the beginning of the session to confirm that learners are prepared. Failure to adequately prepare may result in limited participation or rescheduling of the simulation session. 
[bookmark: _Toc179282889]Personal Device Usage
· To maintain the integrity of the simulation environment and minimize distractions, the use of personal devices such as smartphones, tablets, and laptops is restricted during simulation sessions unless explicitly permitted by the instructor or simulation coordinator.
Guidelines:
· Restricted Areas- Personal devices must be turned off or set to silent mode and stored away during all simulation activities unless otherwise instructed.
· Permitted Use- If personal devices are permitted for specific purposes participants should use them discreetly and without disrupting the session.
· Emergency Use- Participants who may need to use a personal device for emergency purposes must inform the instructor or facilitator prior to the session.
· Consequences- Unauthorized use of personal devices during simulation activities may result in a warning, removal from the session, or other disciplinary actions as deemed appropriate by the instructor or Simulation Center staff.
[bookmark: _Toc179282890]Student Video Recording Prohibition Policy
· Students and other participants are prohibited from using personal devices to record any part of the simulation session. All video recordings during simulation activities will be conducted solely by authorized Simulation Center personnel using approved equipment.
· Any student or participant found recording a simulation session with a personal device will be subject to disciplinary action.

[bookmark: _Toc179282891]Video Recording 
Video recording by Simulation Center
· Video recording is a standard practice in simulation-based education to enhance learning through review and reflection. However, the use of video recording is governed by strict guidelines to protect the privacy and confidentiality of all participants.
Guidelines
· Recording Purpose- Video recordings may be used for educational purposes, including participant self-review, instructor evaluation, and research. Recordings will only be made with the prior knowledge and consent of all participants.
· Confidentiality- All video recordings are confidential and are stored securely by the Simulation Center. Access to recordings is restricted to authorized personnel and participants involved in the session.
· Consent- Prior to participating in a simulation, all participants must sign a likeness release consent form acknowledging that they understand and agree to the video recording policy. 
· Retention and Deletion- Video recordings will be retained according to the MCHHS Simulation Center data retention policy. Recordings not required for future educational purposes will be securely deleted.
[bookmark: _Toc179282892]Remediation 
· All participants are expected to meet the required competencies as defined by the curriculum or training objectives. Students who do not demonstrate competency during a simulation will undergo a remediation process to address and correct deficiencies.
· If remediation is needed, the participant will be notified by their instructor and a remediation session will be scheduled through the Simulation Coordinator.
[bookmark: _Toc179282893]Tours
· All tours of the MCHHS Simulation Center must be scheduled in advance, and a designated staff member must be assigned to lead each tour group. The Simulation Coordinator will oversee the scheduling and staffing process to ensure all tours are supported.
Procedure
· Scheduling- All scheduling requests must be sent to the Simulation Coordinator for approval.
· Confirmation- Once a tour is approved, the Simulation Coordinator will confirm the date, time, and any special arrangements with the requesting party.
· Calendar Entry- The confirmed tour will be added to the Simulation Center primary calendar, ensuring visibility for all relevant staff.
[bookmark: _Toc179282894]Outreach and Engagement
[bookmark: _Toc179282895]Official Media Policy
Social Media Content Creation
· Relevance- All content should be relevant to the Simulation Center’s mission, goals, and activities. This includes updates on recent programs, events, achievements, and other pertinent information.
· Accuracy- Ensure that all information is accurate, factual, and up to date. Verify details before publication.
· Approval- All media content must be reviewed and approved through the Simulation Coordinator. 
· Compliance- Content should comply with institutional guidelines, legal requirements, and privacy policies.
Webpage Management
· Responsibility- The web content manager is responsible for updating and maintaining the Simulation Center’s webpage.
[bookmark: _Toc179282896]Financial Management 
[bookmark: _Toc179282897]Budget
· Planning
· Each year, the simulation center will create a detailed budget plan that outlines expected resource allocation across various activities, such as staffing, training, supply needs, and equipment usage. 
· Resource Monitoring and Reporting
· The simulation center will keep detailed documentation on the allocation and utilization of all resources. This includes tracking system utilization, room usage, program participation, and staff involvement.
· Comprehensive records will be kept on how each room and piece of equipment is used, which programs are utilizing the lab, and the staff members involved in each activity. 
·  These reports will be regularly updated and shared to ensure transparency, demonstrate efficient resource management, and support future resource allocation decisions.
· End-of-Year Review
· At the end of each fiscal year, the simulation center will conduct a comprehensive review of its budget plan. This review will assess how effectively resources were allocated and used, identify areas for improvement, and provide future insights for budget planning and reporting.
[bookmark: _Toc179282898]Expense Reporting
· Responsibility
· It is the responsibility of the Simulation Coordinator to accurately report all expenses related to the operation of the simulation center. This includes documenting all p-card purchases and ensuring that each expense is assigned to the correct budget code. The coordinator must submit detailed expense reports monthly, including receipts and descriptions of each transaction.
[bookmark: _Toc179282899]Acquisition Procedures
· Purchase Request
· Any staff member or department wishing to purchase equipment must submit a detailed purchase request to the Director of Simulation. The request should include a description of the equipment, the intended use, cost, and how the purchase will benefit the simulation center.
· Approval
· [bookmark: _Int_jSLxMXA1]All equipment purchases for the simulation center must be approved by the Simulation Director to ensure alignment with the center’s strategic goals and budgetary constraints.
· Documentation
· All equipment purchases must be thoroughly documented, including the Director’s approval, vendor selection process, purchase receipts, and any warranties or service agreements. This documentation will be maintained by the Simulation Coordinator and reviewed during financial audits.
· Compliance
· This policy ensures that all equipment acquisitions are carefully considered, justified, and approved at the highest level, protecting the Simulation Center’s financial resources. 
[bookmark: _Toc179282900]Payroll
· Payroll Processing
· Please refer to the corresponding Missouri State University Payroll Calendar for Part-time and Full-time staff time submission deadlines.
· See MSU time submission policy.
· All time reports must be submitted by employees and approved by their supervisor. 
· Employees are responsible for accurately recording and submitting hours worked.
[bookmark: _Toc179282901]Emergency Procedures
[bookmark: _Toc179282902]Medical Emergencies
In case of a medical emergency, call 911 and provide details about the situation and location within the center. Administer basic first aid if trained and if safe to do so, until professional help arrives. Alert the Simulation Coordinator or designated staff member immediately. Complete an incident report form detailing the emergency, actions taken, and any outcomes.
[bookmark: _Toc179282903]Equipment Malfunction
If an equipment malfunction occurs, stop use immediately to prevent further damage or injury. Notify Simulation Center staff as soon as possible. Simulation Center staff must place warning signs or notification around the malfunctioning equipment to prevent use by others.
· Simulation Center Technician
· Will inspect equipment to identify and diagnose the problem.
· Perform minor repairs or adjustments within their expertise.
· Record all details of the malfunction and the actions taken.
· Report unresolved issues to the Simulation Coordinator for additional technical support or maintenance assistance.
· Follow-up
· Confirm that repairs or maintenance have been completed before returning the equipment to service.
· Complete an incident report outlining the malfunction, actions taken, and any impact on operations. Notate item detail in Sortly inventory management system to document issues and repairs.
[bookmark: _Toc179282904]Evacuation Plan
Emergency Signals
· Fire Alarm
· Continuous alarm bell or siren indicates the need to evacuate immediately.
· Emergency Broadcast
· In serious cases, a campus address system may be used to instruct occupants on the type of emergency and the need to evacuate.
Evacuation Procedure
· Remain Calm
· Upon hearing the evacuation signal, remain calm and immediately cease all activities.
· Shut Down Equipment
· If safe to do so, turn off any equipment or simulations running in the Simulation Center.
· Evacuation
· Proceed to the nearest exit.
· Do not use elevators; use stairwells.
· Assist others that may need assistance.
· If someone is injured or unable to evacuate, notify emergency personnel immediately.
· Close Doors
· Close doors behind you as you leave to help contain any potential fire or hazardous situation.
· Do Not Re-Enter
· Do not return to the Simulation Center or building until emergency personnel have given the all-clear signal.
[bookmark: _Toc179282905]Extreme Weather Plan
	Please review Missouri State University’s extreme weather policy. This policy includes guidelines for severe weather events including tornadoes, thunderstorms, ice storms, and extreme heat. The policy outlines procedures for the safety of students, faculty, staff, and visitors during such events.
Extreme Weather Procedures for the Simulation Center
· Tornadoes
· Notification- The Simulation Coordinator or Lead Technician will monitor weather alerts. Upon a tornado warning, the coordinator will notify all occupants to take immediate action.
· Shelter-in-Place- All individuals should proceed to the designated tornado-safe areas. These are typically interior rooms on the lowest floor, away from windows and doors. Stay in the shelter area until the all-clear signal is given by local authorities.
· Severe Thunderstorms
· Pause Activities- If a severe thunderstorm warning is issued, suspend simulations, especially if they involve electronics.
· Wait for Clearance- Resume activities only after the storm has passed and it is deemed safe to continue. 
· Ice/Snowstorms
· Closures/Delays- The Simulation Center will follow university directives regarding closures or late starts due to ice or snow. 
· Remote Work- If the Simulation Center is closed, remote work or rescheduling of simulations should be arranged when possible.
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Immediate Contact with Security
· Staff must contact campus security immediately in the following situations:
· Unauthorized Access- If any unauthorized individual attempts to enter or is found within the Simulation Center.
· Suspicious Behavior- Any behavior that raises concerns for the safety or security of the Simulation Center, including loitering or unusual activity near the premises.
· Emergency Situations- In cases of emergencies such as threats, intruders, or any situation that poses an immediate risk to the safety of occupants.
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Disposal Process
· All hazardous materials, including sharps and biohazardous waste, must be disposed of following OSHA, EPA, and local regulations.
· Appropriate disposal containers must be available and clearly labeled throughout the Simulation Center.
· All staff must be trained annually in hazardous waste handling and disposal procedures.
Sharps Disposal
· Use designated, puncture resistant sharps containers.
· Do not overfill; seal and replace when full.
· Authorized personnel must organize transport to approved disposal sites.
Chemical Waste
· Use labeled containers with secondary containment.
· Clean spills immediately and report to the Simulation Coordinator.
Incident Reporting for biohazardous materials
· Report any improper disposal or exposure immediately to the Simulation Coordinator.
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· Accurate and Timely Documentation - All information related to simulation activities, scenarios details, participant feedback, and incident reports must be documented accurately and promptly.
· Record Format- Documents should be kept in standardized formats as defined by the Simulation Center.
· Storage – All records should be stored securely in designated systems to ensure confidentiality and accessibility.
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· Incidents involving safety or equipment.
· Any injury, near miss, or exposure to hazardous materials.
· Equipment malfunctions or failures.
· Any breach of safety protocols.
· Confidentiality Breach
· Incidents where sensitive data or participant information was accessed without authorization.
· Operational Incidents
· Any significant disruptions, such as technology failures or room scheduling conflicts that affect the simulation.
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· Equipment Inventory 
· A log of all equipment used in the Simulation Center, including manikins, AV equipment, medical tools, and other supplies.
· Maintenance Records 
· Dates of equipment maintenance, servicing, and repairs.
· Issues identified and corrective actions taken.
· Calibration Records
· Regular calibration or software updates for technical equipment.
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· Training Documentation
· Records of staff training sessions, including dates, attendees, and training materials covered.
· Certifications or competencies earned by staff related to simulation operations.
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· Hardware and Software Acquisition
· All IT hardware and software must be requested through the Simulation Coordinator and approved by the Director or IT Department.
· Software must be licensed, and any open-source tools must be approved for compliance with institutional policies.
· Updates and upgrades should be planned with institutional IT.
· Inventory and Asset Tracking
· All IT equipment must be logged into an inventory system, including details like purchase date, serial number, and warranty information.
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· Access Control
· All users must be assigned unique user accounts with defined access levels to simulation systems and resources.
· User access must be reviewed periodically to ensure compliance with role-based permissions.
· Any wireless connections used for simulations must be secured using institutional protocols.
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· Confidentiality and Data Protection
· All data related to learners, scenarios, and outcomes must be stored securely in compliance with institutional policies and data protection regulations. (HIPAA, FERPA)
· Scenario and Video Data
· Simulation scenarios, recordings, and debriefing videos must be stored on secure servers.
· Access to simulation recordings must be restricted to authorized personnel and used strictly for educational or quality improvement purposes. 
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· Troubleshooting and Repair
· IT issues related to simulation equipment must be reported immediately to the Simulation Coordinator or Lead Technician.
· Collaboration with institutional IT and vendors may be required for repairs for technical support.
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· User Responsibilities
· Users must follow institutional guidelines for secure passwords, avoiding unauthorized downloads, and reporting suspicious activity.
· Phishing training and cybersecurity awareness programs should be regularly provided to staff.
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· Simulation Software and Platforms
· All digital platforms used for simulations must be approved and comply with IT security standards. 
· User training for specific simulation software must be provided to staff, faculty, and students.
· Audio-Visual Systems
· IT should support AV systems used for simulation, including cameras, microphones, monitors, and recording devices.
· Equipment must be evaluated before each session to ensure functionality.
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· User Training
· All users must receive training on proper use of IT systems, data security, and compliance with simulation center and institutional policies.
· Training programs should be updated regularly to reflect changes in technology and policies.
· Regular reviews of IT practices should be conducted to ensure compliance with institutional, local, and national regulations.
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	The MCHHS Simulation Center is committed to maintaining the highest standards of quality and continuous improvement in the design, execution, and evaluation of simulation-based education. The quality assurance and improvement program ensure that all simulation activities meet educational objectives, adhere to best practices, and enhance participant learning outcomes through structured feedback.
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· Forms and Templates
· Contact Information


