
Ambulatory Services Orientation (ASO) Process for All Ambulatory Clinical New Hires
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Color Code Training Format

BrightSpace

In-person live

Virtual live

DAY 1 (Thursday) - Morning (4 

hours)

New Employee Orientation (NEO): 

HR, Benefits, Parking, etc.

In-person live @ CAB

DAY 1 (Thursday)- Afternoon (4 

hours)

New Employee Orientation (NEO): 

IMT / BrightSpace Section

In-person live @ Weiskotten Library

Recommend completing these 
BrightSpace courses first:

- NEO

- Introduction to ASO

-How We Care (Ambulatory)

(2 hours for 3 courses)
(Automatically assigned)

If have additional time, 
recommend completing 

these BrightSpace courses 

next:

- Beyond Hello

- Telephone Etiquette
(1 hour for 2 courses)

(Assigned by PDL)

Work in 

clinic x, 

y, or z?

Recommend completing 
Skills training courses next

(e.g., Phlebotomy, Blood 
Administration)

BrightSpace,

depends on role 
(Assigned by manager)

YES NO

Does 

clinic use 

Vocera?

DAY 2 (Friday) - 10:30 a.m.-12:30 p.m. 

(2 hours)

Vocera Training

In-person live @ Nappi 2151/2153

DAY 2 (Friday)

Work on other required BrightSpace courses 

(time permitting):
-Welcome to Upstate Medical University

-2024 Right to Know (RTK)

-2024 Privacy and Security Awareness 

Training

-2024 SAW (Safety at Work) for ALL-
Annual Training

-2024 Title IX, Clery Act & Sexual 

Harassment Prevention Training

-2024 Annual Institutional Compliance and 

Ethics Education

-2023 Department Disaster Plan Annual 

Education
-Evacuation Equipment

-PCMH 2.0 2022

-Safe Patient Handling (SPH)- staff may 

withdraw if they complete in-person 

training.

-Ambulatory Services Infection Control 

Education

-Keeping the Upstate Community Safe: 
What You Need to Know

-Population Specific for Clinical Staff

-Influenza Vaccination Training 2023-24

-Interpreter Services Education

-Sensitive Medical Exam Policy

-2024 Cyber Security Training

-2024 Annual Fall Prevention Education for 
Ambulatory Clinical Staff

-Informed Consent education

-Intra-Nasal Narcan kit

(Automatically assigned)

YES

NO

Monday

Epic Training (Epic Care 

Ambulatory New 

Employee - Nurse/MA 

100)

In-person live @ Fly Road
(8 hours)

Tuesday - Friday

Active Shooter 

Training

In person or Virtual live
(1 hour)

Mandatory for All

Other Tasks / Training

- Get acclimated in the 

clinic / work location
- Shadow other staff

- Fire Safety Plan

- Point of Care Testing 

(as required)

- Work on other 

remaining required 

2nd Full Week (Monday - Friday)

Other Training

- Complete any required Skills 

Training
(Assigned by manager)

- Work on other remaining required 

BrightSpace courses

(Previously assigned by PDL)

3rd Full Week (Monday - Friday) 5th - 12th Full Weeks 

Elective Training (at manager discretion)

CPI NCI Initial 

Training

In-person live
10:00 a.m.-4:00 p.m. 

(6 hours) Thursday

following NEO

Mandatory for All

(Assigned by PDL)

Working on 
unit

Work through 
any required 

remaining 
training

4th Full Week (Monday - Friday)

All required 

training 

completed

Working on unit

CPR Training: BLS CPR class

In-person live (variable schedule)

(2 hour)
CPR certification (expiring within 3 months) for 

newly hired licensed clinical staff: Staff will need an 

active Basic Life Support (BLS) before start date. 

Will be signed up for "soonest or soonest available" 

renewal class if expiring within 3 months of hire. 

(Assigned by PDL)

Professional 
Development & 

Learning (PDL) 

Point of Care Testing Devices 
(based on clinic)

BrightSpace course plus skills 
competency with unit trainer 

or POC team

(Assigned by manager)

Complete other 
BrightSpace courses 

assigned by manager
(Assigned by manager)

Other
Training

Central Line, Ambulatory
In-person live (offered quarterly)

@ Cancer Center or UHCC
(4 hours)

(Assigned by manager)

Ambulatory Telephone Triage Training 

program process

Manager will notify RN of an 

appropriate time to begin Triage 

Training process

1st Full Week

Self-Mediation of Conflict

Virtual live (variable schedule)

(3 hours)
* Prerequisite: Communication Skills I

(Assigned by Clinical Nursing 

Education)

Communication Skills I: 
Back to the Basics

Virtual live (variable schedule)
(3 hours)

(Assigned by Clinical Nursing 

Education)

Communication Skills II: 

Being More Assertive: Handling 

Difficult People & Situations with 

Confidence

Virtual live (variable schedule)

(3 hours)
* Prerequisite: Communication Skills I

(Assigned by Clinical Nursing 

Education)

CPR
Training

CPR 

certification 

expiring 

within 3 

months of 

hire?

NO

YES

Intradermal, Intramuscular, & 
Subcutaneous Injection 

Administration (Hands on) training

In-person live (offered monthly)

1 hour 

(Assigned by manager)

https://www.upstate.edu/nursing/documents/ambulatory_clinical_nursing_education_skills_0620202446.pdf
https://upstate0.sharepoint.com/:x:/s/AmbulatoryServicesOrientationTaskForceCommitteeTeam/EdvuIPC9fRtJjdl179P8zqIB8sdinLRg8_VE6CuEc-bQGA?e=cOkpE3
https://www.upstate.edu/pdl/intra/register/index.php?topicid=51505
https://www.upstate.edu/pdl/intra/register/index.php?topicid=61469
https://www.upstate.edu/pdl/intra/register/index.php?topicid=191481
https://www.upstate.edu/pdl/intra/register/index.php?topicid=179676
https://www.upstate.edu/pdl/intra/register/index.php?topicid=189178
https://upstate0.sharepoint.com/:x:/s/AmbulatoryServicesOrientationTaskForceCommitteeTeam-AmbulatoryTelephoneTriageCollaboration/EdE38Oik6f9MuGMcu_8wOrsBLPX1_dJ-6MlmcV2MVXjB3A
https://www.upstate.edu/pdl/intra/register/index.php?topicid=51564
https://www.upstate.edu/pdl/intra/register/index.php?topicid=7023
https://www.upstate.edu/pdl/intra/register/index.php?topicid=144415
https://www.upstate.edu/pdl/intra/register/index.php?topicid=196539

