Medical Trainee
Handbook

Table of Contents
Focus and Values
Home of the Institute for Health Systems Solutions and Virtual Care
		The CACE Complex Care Clinic
		 The Virtual Ward

Centre for Ambulatory Care Education
Locations
Directions
Shuttle Service and Sunnybrook Health Sciences Centre
Parking and Transportation
The Peters-Boyd Academy
The Education Office
Women’s College Research Institute
Services
		Bank machine
		Food services
		Fragrance-free policy
		Information desk
		Interpreter services
		Pharmacy
		Security

A-Z: Important information for medical trainees
		Accessibility for Ontarians with Disabilities Act (AODA)
		 Confidentiality of personal health information
		 Emergency response codes
		Fire safety
		 Freedom of Information and Protection of Privacy Act
		 Health records: dictation and documentation
		 Infection prevention and control
		Information technology
		Library
		 Occupational health and safety
		 Paging and communications
		Patient safety
		Privacy

1

2
3
3
3
4
5
5
5
5
6
6
6
7
7
7
7
7
7
7
7
8
8
8
9
10
10
11
12
12
13
13
13
13
13

Medical Trainee Handbook

Women’s College Hospital’s Focus
At Women’s College Hospital we advance and advocate for the health
of women and improve health-care options for all by
researching, evaluating, teaching, disseminating and delivering
new treatments and models of system-integrated care.
Our key areas of focus are:

Health for
Women

Health
System
Solutions

Complex
Chronic
Conditions

Women’s College Hospital’s Values
Equity | Safety | Innovation | Relationships | Leadership | Collaboration
We are committed to optimal health outcomes for diverse women and their
families. We aim to increase access, reduce or eliminate barriers to our services
and promote health equity for a diverse patient community and workforce.
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Home of the Institute for Health Systems Solutions and
Virtual Care
Some of the novel care delivery models that make us unique:
The CACE Complex Care Clinic is an interdisciplinary clinic treating patients with one or more medical

co-morbidities. The clinic is staffed by general internal medicine residents and attending physicians, nursing,
pharmacy, physiotherapy, social work, dietitian, occupational therapy and respiratory therapy professionals.
Most patients have complex chronic conditions such as diabetes, chronic renal failure, complicated
hypertension, chronic obstructive pulmonary disease, coronary heart disease, congestive heart failure,
osteoarthritis, chronic liver disease and cirrhosis. The clinic also services patients with acute medical
conditions, including anemia, unexplained weight loss, shortness of breath, deep vein thrombosis, chest pain,
new onset diabetes, infections, edema, acute renal failure, fever of unknown origin, syncope, thyroid disease,
atrial fibrillation, polyarthritis, liver disease and others. In addition, patients currently under the care of
multiple sub-specialists may choose to attend the CACE Complex Care Clinic and be managed by a
general internist and the rest of the interprofessional team.
The Virtual Ward is a new model of care located at Women’s College. The Virtual Ward is designed to

support patients in conjunction with their family doctors for several weeks after hospital discharge. This is
a collaborative initiative with Toronto Central Community Care Access Centre, St. Michael’s Hospital, the
University Health Network and Sunnybrook Health Sciences Centre.
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Centre for Ambulatory Care Education
The Centre for Ambulatory Care Education (CACE) is an extra-departmental unit shared between
Women’s College Hospital and the faculty of medicine at the University of Toronto. It also maintains strong
links with the other Toronto Academic Health Science Network (TAHSN) hospital sites.
The CACE objectives are:
1.
		
2.
		
		
3.
		
4.
		
5.
		

To evolve an interprofessional curriculum in ambulatory care education that includes longitudinal
experiences and the fostering of educational communities of practice.
To link the student experience to patient-centred care and provide opportunities to appreciate
diversity-focused, comprehensive care, and partner with community resources along the continuum
of care.
To develop, evaluate, implement and disseminate quality models of education for ambulatory care
and quality indicators for ambulatory care teaching.
To provide an environment that fosters innovation in ambulatory care teaching and learning
including technology and informatics.
To promote educational scholarship and research in the area of ambulatory care teaching and
learning both locally and globally.

Successfully implementing the CACE objectives will lead to improved patient care as well as the
strengthening of interprofessional medical education.
CACE activities include a fellowship program focused on ambulatory care education research, programs of
research led by CACE Scientists, an educational mentorship program for educational researchers, workshops
in best practices in ambulatory care, CACE rounds and consulting.
Associate Director of CACE: Dr. Nicole Woods, PhD.
Administrative Assistant: Jim Szabo 416-323-6400 ext. 3019
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Locations
Women’s College Hospital has four locations:
76 Grenville St.: Main building. Clinics, OR, diagnostic imaging and offices.
77 Grenville St.: Family Practice, Crossroads Clinic, Foot Care and Lab.
790 Bay St.: Women’s College Research Institute, Women’s College Hospital Foundation,

Bay Centre for Birth Control (BCBC), Health Sciences Library, CACE and Medical Education.
2 Carlton St. Suite 1806: Brief Psychotherapy Centre for Women.

Directions
Women’s College Hospital is located just north of the intersection of University Avenue and College Street.
The main entrance is 76 Grenville St.
By subway: exit at the Queen’s Park station (accessible) on the University-Spadina line or at the
College station on the Yonge line.
By streetcar: exit at the corner of Elizabeth Street and College Street.
If coming by car from the north: drive south on Avenue Road, around Queen’s Park. Turn left on
Wellesley Street, right onto Bay Street, and right onto Grenville Street.
From Lakeshore Boulevard or the Gardiner Expressway: take the York/Bay exit and go
north on York Street, which bends into University Avenue. Turn right on Gerrard Street and left on
Elizabeth Street.

Shuttle Service and Sunnybrook Health Sciences Centre
Two shuttles go back and forth from Women’s College to Sunnybrook throughout the day. The schedule
is available on the intranet home page quick links, shuttle information section at
http://mywch/bins/content_page.asp?cid=794-801&lang=1. A valid hospital identification card is required to
board the bus.

Parking and Transportation
Limited pay and display parking is available underground while completion of the new building is
underway.
Some local parking facilities are:
Key

Parking Facility

			

Daily Rate		
30 min

Daily Max		

Rate		

Duration

Evening
Rate

Weekend/Holiday
Rate		

A

57 Grosvenor St.

$4

$20		 7 a.m. – 5 a.m.

$6

$6

B

College/LaPlante Ave.

$4

$20		 7 a.m. – 5 a.m.

$6

$6

C

201 Elizabeth St.

$4.50

$28		 7 a.m. – 5 a.m.

$9

$9

closed

closed

D
790 Bay St.
$3
$12		 7 a.m. – 6:30 p.m.
						
(3 hour maximum)

Bicycle racks are available at the front of Women’s College.
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The Peters-Boyd Academy
Location: 790 Bay St., 9th floor, suite 902-911.

Women’s College Hospital is part of the Peters-Boyd Academy, one of the four academies of the University
of Toronto’s Undergraduate Medical Education program. The other hospitals in the Peters-Boyd Academy
are Sunnybrook Health Sciences Centre and North York General Hospital. Some of the academic activities
may take place at these other sites.
Most lectures, seminars and patient encounters will take place in the academy area. To access the area after
hours, please contact Jennifer Alexander at 416-323-6044.

The Education Office
The Education Office oversees the local hospital administration of medical students and residents at the
University of Toronto and co-ordinates educational activities including workshops and OSCE examinations.
The Education Office also oversees the registration of all students and trainees rotating through Women’s
College Hospital. All students must be registered through this office prior to beginning their rotation.
Location: 790 Bay St., 9th floor, suite 905.
Hours: Monday - Friday 8 a.m. to 4 p.m.
Important contacts:

• Jennifer Alexander, education co-ordinator, 416-323-6044
• Peters Boyd Academy, 416-323-7510

Women’s College Research Institute
The Women’s College Research Institute is our partner in the academic mission of the hospital. There are
many opportunities to participate in rounds and research projects.
For further information check out http://mywch.ca/bins/content_page.asp?cid=767-1131.
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Services
Bank machine
A 24-hour bank machine is located on the main floor near the Tim Hortons.

Food services
Tim Hortons (located in the main lobby) – open Monday to Friday from 7 a.m. to 6 p.m.

Vending machines are located near the Tim Hortons.
There are a number of sandwich and salad bars in the local neighbourhood.

Fragrance-free policy
Women’s College Hospital is committed to providing a safe and healthy environment. We ask that staff,
physicians, volunteers, students, faculty, patients, residents and visitors refrain from wearing perfumes,
colognes and other scented personal care products within Women’s College Hospital buildings.

Information desk
The information desk is located in the main lobby and is open Monday to Friday from 9 a.m. to 4 p.m.

Interpreter services
Women’s College Hospital provides quality language interpretation services for patients and their families.
When booking an appointment please mention if a language interpreter or an American Sign Language
(ASL) interpreter is needed.

Pharmacy
The PharmaCentre is available for all your prescription needs, Monday to Friday, 9 a.m. to 5 p.m., and is
located at 77 Grenville St., main floor.

Security
Hours: 24 hours a day, seven days a week
Contact information: Major emergencies, ext. 5555 • Non-emergencies, 416-323-6090

If an officer is not available to answer your call, dial “0” when the recording comes on and you will be
directed to operators who will dispatch security officers to your call.
Through the Walk Safe! program, you can call 6090 to arrange for an officer to escort you to work from
your parked vehicle and back to your vehicle at the end of your shift.
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A-Z: Important information for medical trainees
Accessibility for Ontarians with Disabilities Act (AODA)

Women’s College Hospital in accordance with the Accessibility for Ontarians with Disabilities Act (AODA),
2005, and with our Equity Vision, is committed to providing inclusive and responsive goods, services and
employment supports to our patients, families, visitors, volunteers, employees and physicians in a manner
that respects the dignity and independence of all persons with disabilities.
This legislation ensures that organizations across Ontario are accessible for people with disabilities. It
includes five “standards” which represent the minimum requirement each organization must have in place
to eliminate barriers to access for people with disabilities. The first approved standard is related to Customer
Service. Future standards include: Built Environments, Employment, Information and Communications, and
Transportation.

Confidentiality of personal health information
Personal health information is anything that can identify an individual such as their name, their health card
number, or test result/X-ray film with a name on it. All patient information must be kept confidential
because:
• patients have a right to ensure their personal information is handled according to hospital privacy
		policy,
• Women’s College Hospital, as the custodian of patients’ health information, is accountable for its
		 collection, use, disclosure and retention, and
• use of patient health information is a privilege and patient trust is contingent on maintaining the
		 confidentiality of all personal health information.
To this end, all charts and patient information must be kept in the hospital except as required by law or
permitted by hospital policy. Be mindful of and avoid situations where personal health information is not
adequately protected, for example: elevator conversations.
‘Lockbox’ request: Patients can request that their personal health information be withheld from specific

health-care providers. Please call the director of information and privacy should this arise at 416-323-6400
ext. 6096.
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Emergency response codes
All policies are available on the intranet at http://mywch/bins/content_page.asp?cid=744-1307-1817&lang=1
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Fire safety

Freedom of Information and Protection of Privacy Act
The Freedom of Information and Protection of Privacy Act (FIPPA) is twofold in its mandate. First it
provides a right of access to information under the control of government organizations in accordance with
the following principles:
• information should be available to the public;
• exemptions to the right of access should be limited and specific; and
• decisions on the disclosure of government information may be reviewed by the Information and
		 Privacy Commissioner.
Secondly, the Act protects personal information held by government organizations and provides individuals
with a right of access to their own personal information.
If you receive a request for access to information under FIPPA, you should immediately contact the
Freedom of Information Office at ext. 7702 for assistance in processing the request.
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Health records: dictation and documentation
Although our future plans include transitioning to an electronic health record, many of our current
processes are paper-based. To ensure that all dictations and documentation are completed in a timely
fashion, dictations must be done within 48 hours of completion of an episode of patient care, and
transcribed reports must be signed within 14 days of transcription.
Dictation:

You will receive a unique password for access to our dictation service. Dictation passwords are unique to
individuals and must not be shared. There is an approved list of abbreviations on the intranet. Due to the
potential for misinterpretation, use of abbreviations is discouraged.
Incomplete records criteria:

Record completion falls into two categories:
1. Same-day surgery and CDU records
• These records are analyzed for completion, following which you will be notified.
• Note that a discharge summary is required for lengths of stay 48 hours or greater.
2. Transcribed reports
• All transcribed reports must be manually signed and chart copies returned to the health
				 information department for inclusion in the health record. If edits are required, return all copies
				 to health information. If there are copies to be sent to referring or family physicians, return these
				 to the health information department.
Your staff person is ultimately responsible for the completion of the medical record. Failure
to complete records will result in an accelerated response through three notifications to the staff person,
culminating on the third notice with a notification to the medical advisory committee as well. For any
questions or concerns, please contact Feridoon Ghavami at 416-323-6400 ext. 4191 or by email at
Feridoon.Ghavami@wchospital.ca.
To receive a dictating number, please obtain a form from the Medical Education department and a
dictation number will be generated and emailed to you.
Please advise Medical Education if you have previously been issued a dictating number at Women’s College
Hospital.
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Infection prevention and control
All policies are available on the intranet at http://mywch.ca/bins/content_page.asp?cid=1725&pre=view
1. Always obey the Four Moments of Hand Hygiene.

For more on the Four Moments of Hand Hygiene visit http://www.oahpp.ca/services/jcyh/moments.html
2. Follow routine practice and additional precautions.
3. Get your annual influenza immunization.
4. If you are sick with an acute infection or illness, stay home.

Information technology
For network (Windows password, e-mail account), Electronic Patient Record, or PRO access
you are required to first complete a registration form in the education department. Once the registration is
complete a network password and email address will be generated for you if needed. To access EPR you are
required to complete the 60-minute EPR online training. Once the online training is completed you can
email your quiz to Jennifer Alexander and a password will be generated for you.You can complete the quiz
at www.sunnybrook.ca, click on teaching and then click on EPR learning.
If you have previously had an ID and password at WCH or Sunnybrook please let Jennifer
Alexander know so the ID and password can be reinstated.
If you access the system using another employee’s login information this will be reported to
the Privacy Office.
For Wi-Fi access please contact Jennifer Alexander in the Education Office at 416-323-6044.
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Library
Location: 790 Bay St., 9th floor
Library hours: 9 a.m. to 5 p.m. Closed weekends and statutory holidays.

Occupational health and safety
All immunizations must be up to date on registration.
In case of a needlestick injury, report to the Occupational Health and Safety Office, located on the
third floor, room 3307.
For mask fitting, contact Occupational health and Safety to make an appointment.
After hours please go to the UHN emergency room.

Paging and communications
Women’s College Hospital Telecommunications is provided by SIMS (Shared Information Management
Services).
Contact wch.imitinfo@wchospital.ca if you need information or if you have any questions or concerns.
• switchboard main auto-attendant - WCH: 416-323-6400
• telecom support - WCH: 416-323-6400 ext: 6092 option 3

Patient safety
At Women’s College, the safety of our patients, staff, physicians, volunteers, families and visitors is a strategic
and organizational priority. Our patient safety practices are aligned with the required organizational
practices of Accreditation Canada.Visit http://mywch/bins/content_page.asp?cid=775-1920 on the intranet
for more information. Familiarize yourself with and follow our hospital policies and guidelines.
If you are aware of any actual or potential patient safety incidents, report them at http://iris.sw.ca/RL6_Live/.
Disclosure of critical incidents and unanticipated outcomes

At Women’s College Hospital, disclosure of critical incidents and unanticipated outcomes (i.e. where a
patient has experienced significant complications, is harmed significantly by the provision of health care,
where additional interventions were required to rectify the potential harm and/or likelihood of future harm
is imminent) is a necessary component of patient care. The content of each disclosure communication must
be documented in the patient’s health record. Further details of our disclosure policy are available on the intranet
at http://mywch/data/1/rec_docs/6658_1.40.006_Disclosure_of_Critical_Incidents_and_Unanticipated_Outcomes.pdf.

Privacy
Effective July 1, 2012, a mandatory privacy module is available on the University of Toronto’s POWER
system.
Successful completion of this module before July 1st is a registration requirement for post-graduate trainees
who will receive notification through the POWER system.
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76 Grenville Street
Toronto, ON M5S 1B2
T. 416-323-6400
womenscollegehospital.ca
womenshealthmatters.ca
womensresearch.ca
womenscollegehospitalfoundation.ca

