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Rotation Orientation Guidelines
Orientation Checklist
An orientation during the first days on site is key to a smooth rotation and helps set clear expectations early. Below is a customizable list of suggested orientation topics. Questions? Reach out to CPPS Experiential Services (pharmacy.expser@wsu.edu).

	




	First Day
Welcome & meet team
Greet student and go over agenda for the day. Introduce other team members and their roles. Direct the student to complete any paperwork needed.

	
	

	Prior experience & goals
Ask about the students’ prior pharmacy experience and rotation goals. Discuss whether those goals are realistic.
Note: Students are trained to use SMART goals (Specific, Measurable, Achievable, Relevant, Time-bound).

	
	Tour of facility and key locations
Where to store personal items and food, location of restrooms, break room, workstation/space orientation, other spaces frequently used, emergency exits, etc. Go over any access information, restricted areas, etc.
	
	
	Syllabus, learning objectives & activities
Go over rotation learning objectives and anticipated activities or projects. Review when they’ll have time at site to work on projects, the deadlines, rubrics, and expectations. 

	
	Review daily schedule & responsibilities
Review unit and student schedules, site opening hours, and any site holidays. Discuss how students will make up missed time, per WSU’s holiday and absence policy. Outline student responsibilities, and how the site will communicate any scheduling changes to the student (e.g. email, phone).

	
	
	Roles & communication
Explain which roles students will interact with and how to communicate with each. Clarify if others (e.g., pharmacists or staff) will assign tasks or be team precepting. Discuss what to do if students have questions or receive conflicting instructions.

	
	Attendance, illness & communication
In the event a student is ill, how should they communicate that?
Note: Students must complete all assigned rotation hours. Any absence must be made-up. See the IPPE/APPE manuals for maximum permitted absences and make-up suggestions.
	
	
	Punctuality & breaks
Clarify when students must be ready to work (not just on site), break/lunch times and durations, end-of-day check-out procedures, and how to signal start/end of breaks.

	
	Software system access & intro
Go over basics, such as how to sign-into the systems. Have the student complete any training on your sites software/systems, e.g. EPIC, etc. Confidentiality policies, etc.
	
	
	Electronics Policy
Discuss site vs personal devices, do they need to bring their computer, etc. Review appropriate usage of electronics (e.g. phone, computers). 
Discuss if use of headphones are permitted.


	
	Appropriate attire
Review site-specific attire expectations, including footwear and fragrance policies. While WSU instructs students to wear white coats (see IPPE/APPE manuals), site dress codes may vary—be clear about any additional or relaxed guidelines.
	
	
	Supervision plan for preceptor absences
How and with whom should the student 
communicate with when you are out or 
unavailable.


	


	Hospital: Codes
Discuss your sites codes, where to reference codes, and how to respond.
	
	

	Hospital: Donning/Doffing PPE
Go over any PPE requirements for your site, including procedures for donning/doffing PPE.

	
	Safety procedures
Make sure to point out fire exits, how to report incidents/injuries, needlestick and bloodborne pathogen procedures. Who/how should notification be made. Where emergency stations or procedures are located. 
Note: WSU has needlestick guidelines within the IPPE and APPE manuals that can be referred to.
	
	
	HIPAA and Confidentiality
Students are trained in HIPAA and confidentiality, but covering a few key concepts may serve as a reminder to keep protected health information private. 


	
	Add your own…

	
	
	Add your own…


	


	First Week
Preferred feedback methods
How, where, when and how often. Discuss how the student prefers feedback and share your own feedback style. Be very clear with students how they will know if they are not meeting expectations. Similarly, if you are open to receiving feedback from the student how should that be approached. 
	
	

	
Coping with death and dying
If your site involves end-of-life care, it may be a student’s first exposure to patient death. Take time to discuss coping strategies, emotional resilience, and the importance of mental wellness and self-care. Encourage open dialogue and remind students it's okay to seek support. Consider sharing any site-specific resources or personal approaches that have helped you and your team. WSU also provides counseling services to all WSU students.

	
	Task Overview
As new tasks are gradually assigned, spend time orienting the student to the task and any new equipment or programs that may need to be utilized.
	
	
	Evaluation Feedback
Discuss the midpoint and/or final evaluation plan for the rotation. This may include a midpoint check-in and any other targeted feedback shared by other members of the healthcare team.

	
	Conflict Resolution
Cover how to manage interpersonal conflicts or challenges. Include a list of individuals students may approach if they are uncomfortable or unsure about a specific situation (can be institutional or WSU identified members)
	
	
	Add your own…




Refer to IPPE/APPE manuals: Don’t forget these manuals are available to you within the CORE ELMS “Document Library” and contain policies specific to WSU rotations, e.g. absence and make-up hours requirements, holiday schedules, inclement weather, etc.
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