Logistical and Preparatory Information

     This enclosure is intended to provide information, answer questions and identify important tasks that must be completed prior to the onsite visit.
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LOGISTICS AND INFORMATION REQUIREMENTS
1.  MEDINSGEN Information Requirements 
    a.  Forward the following information, via email, to your MEDINSGEN POC no later than two weeks prior to the MEDINSGEN’s arrival.

(1) Command Profile – your current command profile is 

used as part of the survey process; see enclosure (3) for template for preparation.

(2) Biography of CO/XO/OIC 

(3) One page summary of the Command’s Equal 

Opportunity (EO) survey and other assessments (i.e. staff satisfaction surveys) profiling the organization’s EO climate morale, teamwork, and communication environment.

(4) Command Collateral Duty List

(5) Command Directory

(6) 24 hour Command POC (include phone numbers) for 

all logistics coordination issues.

   (7)  Any position papers of great ideas or systemic challenges as discussed in paragraph 4 of the notification letter.   

2.  MEDOSH Information Requirements
Forward the following information, via email, to millerm@nehc.med.navy.mil, no later than two weeks prior to MEDOSH arrival:

   a.  Safety

(1) A command Occupational Health and Safety (OSH)

Point of Contact

(2) List of Memorandum of Understanding, contracts, and

Inter-Service Support Agreements (ISSAs); describe services and identify expiration dates.

(3) Copy of your most recent Occupational Safety 

and Health Program Self-Assessment and Improvement Plan.  This must follow Process Review and Measurement System (PR&MS) Self Assessment Model guidelines contained in reference (c) and BUMED guidance.

(4) Copies of the OSH Policy Council (or equivalent) 

minutes for the last 12 months.

(5) A copy of your OSH Instruction.

   (6)  A copy of your OSH Policy Statement

    b.  Industrial Hygiene

Provide a copy of the most recent Industrial Hygiene 

survey of your command.  A MEDOSH representative will contact you regarding the need for submitting any additional Industrial Hygiene information.

    c.  Occupational Health

(1) List of MOUs, contracts, ISSAs dealing with 

provisions for or receiving of Occupational Health services with copy of applicable portions of the document(s).

(2) Lesson Training Guides and rosters for the current

and previous year on Tuberculosis (TB), Blood Borne Pathogens (BBP), Ergonomics, Respiratory Protection, and Hearing Conservation Program training, as applicable.

3.  On-site Requirements
    a.  Workspace:

        (1) Provide ample and appropriate workspace for MEDINSGEN/MEDOSH teams.  One workroom is preferable if space is available. If space is not available, co-location of workrooms is preferred. Workspace(s) should be appropriate in size and configuration for computer work and team discussions.

        (2) Provide a private office for one on one interviews.


   (3) Provide a private office for the Medical Inspector General to be equipped with telephone and computer.

    b.  Documents:

   (1) Provide ESC minutes from past 12 months.


   (2) Provide performance improvement minutes (past 12 months).

(3) Provide copies of all audits, inspections, and 

accreditation reviews performed by other agencies since the last MEDINSGEN visit. 

    c.  Information system support:

        (1) The MEDINSGEN/MEDOSH team workspace should be equipped with at least 3 computers with LAN/internet access and one printer.  Please inform MEDINSGEN of advance information needed to allow internet access upon arrival.

        (2) Workspace should be equipped with telephone with long distance and DSN capability

        (3) Workspace should be equipped with copier, fax, and shredder (close proximity will suffice).

    d.  Dissemination of MEDINSGEN telephone number:

Please announce the MEDINSGEN visit and ensure widest dissemination of the MEDINSGEN telephone number (1-800-637-6175) for at least two weeks prior to, and during, the scheduled inspection period to ensure that staff, customers, and all other interested personnel can contact the MEDINSGEN team directly to offer comments or concerns.
    e.  Coffee Mess:

Request coffee and water (no food please) to be located in the workroom.  Please provide cost of coffee mess to MEDINSGEN YNC or administrative representative prior to last day of inspection.

f.  Location of designated parking. 

Notify the MEDINSGEN POC prior to survey of designated parking spots.  

SPECIFIC INSPECTION/SURVEY GUIDANCE

1.  Staff Focus Groups.  Focus groups are facilitated by MEDINSGEN and used as an information-gathering tool
        - Structured by levels within the organization, e.g., ESC, Department Head, Division Officer, Staff, and CPO.  If the draft agenda contains levels you don’t have (e.g., DH or DO), or doesn’t contain levels that you do have, please adjust accordingly, designate on the agenda, and let the MEDINSGEN POC know of the change.

        - 10-12 attendees in each focus group (12 should be the maximum).

        - Each focus group should be multidisciplinary (except CPO group), not corps specific, not military- or civilian-specific.

        - Focus group members should be randomly selected with distribution of time-on-station (e.g., majority of focus group members should not be new employees).

        - Members should attend only one focus group.  If a member fits in two groups, such as an ESC member who is also a department head, assign to only one focus group.

2.  Command Brief
The command brief to MEDINSGEN should be scheduled the

first morning of the inspection, lasting no longer than 30 minutes.  This brief should consist of the following elements: demographic overview, description of operations, performance improvement activities, annual/business plan goals and accomplishments, challenges, and good ideas/innovations.   

 3.  Visits to Echelon 4 activities 

    Visits to outlying clinics, labs, or detachments are

designed for interaction and sharing of information between personnel assigned to these activities and the MEDINSGEN.  To promote full participation and an accurate assessment of support and oversight, only personnel attached to these outlying activities should be participants during MEDINSGEN visits to these sites.  Echelon 4 assessments will include:

- A meeting with the activity’s OIC.

- Staff Focus groups (page 5, enclosure (1)).

- Visits with major customers and supported 

  commands, where applicable.
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