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POLICY:  To ensure a safe and secure environment for anyone receiving services, conducting business or working in the ________________ County Health Department (includes Home Health & Hospice and Environmental Health).

PURPOSE:  To establish guidelines that ensures the safety of _______ County Health Department staff and visitors.
PROCEDURE:  

Definitions:

Visitors – anyone who is not a _______ County Health Department staff member; this includes business associates, community partners, family members and friends of staff, etc.  This does not refer to other county employees such as  the Information Technology staff, County Safety Officer, County Manager, etc., who frequent the department and have access to all entrances.
Patients/Clients – person who is receiving services or anyone accompanying a patient for services.
Interior of the building – any area beyond the front desk and/or waiting area
Identification – visitor badge
Identified – visible display of sticker, badge, etc.

Main Entrance:

1. Visitors, who do not go beyond the waiting area, will not have to be identified.
2. Unaccompanied visitors entering the interior of the building will be required to obtain identification.
3. Accompanied visitors do not require identification.

Home Health & Hospice Entrance:

1. The Home Health & Hospice entrance stays locked at all times.  Visitors must be let in by staff.
2. Delivery people will be allowed to take deliveries to the supply room and will be sufficiently identified with their company badge. They will be monitored or accompanied by a staff member.
a. FedEx will continue to be allowed to use their department issued badge to enter the building to    make deliveries at any time during operating hours.
b. The Coke distributor will continue to enter the building through the Home Health and Hospice entrance. They will continue to follow the protocol already in place for access to the break room.
3. Visitors coming in for supplies will remain in the waiting area while a staff member gathers what they need.  They will not be required to obtain identification.

4. Visitors going beyond the home health reception area (i.e. front desk and Accounting Technician’s office) will be required to stop at the front desk and obtain identification.  If there is no one at the front desk to issue identification then it will become the responsibility of the _______ who allowed them entrance into the building. 
5. Unaccompanied visitors entering the interior of the building will be required to obtain identification.
6. Visitors coming in to pay a bill will be directed to the Accounting Technician’s office and will not be required to be identified.  After conducting their business, the Accounting Technician will escort them to the door.

Environmental Health:

1. Visitors are not allowed to proceed past the reception area unless accompanied by a member of the Environmental Health staff. 
2. Visitors who are escorted beyond the reception area will be accompanied by a member of the staff until they return to the reception area. 
3. The front door will be kept locked outside of normal business hours (8:30 to 5:00). 

Identification will be available at the front desks in each area. Identification will be easily accessible for all staff members.  Staff members will not be allowed to have a supply of identification in their work areas.

Visitor Identification Distribution:

The sole responsibility for making sure visitors receive identification lies with the front desk staff.  This responsibility in the home health area starts with the office assistant and in her absence becomes the responsibility of any home health staff member available. However, any _______ County Health Department staff member who observes that a visitor is not identified is responsible for taking them to the closest area (front desk) for identification.

Policy Enforcement:

It is the responsibility of all _______ County Health Department staff to help enforce this policy and is in the best interest of everyone’s safety.

Staff will help enforce this policy by:

1. Informing visitors about the policy.
2. Ensuring visitors are identified according to the guidelines set forth for their section.
3. Directing visitors to the appropriate area to obtain identification if none has been issued.

Signage about the policy will be placed at the following locations to inform visitors about being identified:

· Entrance to the intake and clinic areas

· Home Health and Hospice entrance

Staff Only Areas

Interior meeting rooms (i.e. the board room, library, classroom, and health education area meeting room), private offices, cubicles, work areas, the break area, and interior rest rooms are reserved for staff usage only.  Services rendered to patients/clients are restricted to interview rooms, intake offices, clinic areas, the bereavement room, and home health offices.  All public classes should be held in the classroom to prevent entrance into staff only areas.  In the event the classroom is unavailable, it is permissible for staff to use an interior meeting room with the understanding that patients/clients are to be supervised at all times.

Interior meeting rooms are available for staff to use to conduct professional meetings.  Visitors should check in at the front desk to be directed to the appropriate room and to receive identification.

The interior meeting rooms are available to other county departments and professional organizations, provided they are not needed by department staff.  Approval should be obtained from a member of the management team and/or health director.  Meeting participants should be made aware that they will need to stop at the front desk to get identification before being directed to the appropriate room.

Violation of this policy by staff may result in disciplinary action.
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