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POLICY:    The _____ County Health Department will provide orientation for all new employees to program policies and procedures; assure existing staff receive education and training on updated and/or revised policies and procedures; promote and provide staff access to education and training opportunities and participate in the recruitment, retention and workforce development of agency staff.  All this is to enhance the personal educational development of health department staff and improve department quality through continuous educational experiences.
PURPOSE:   The purpose of the Orientation, Education and Workforce Development Policy is to:
1. Assure that staff understands how the health department operates in accordance with public health practices and law.

2. Assure that staff is properly oriented, educated and trained about the health department and to their respective division(s).

3. Assure that staff understands that the ____ County Personnel Policies and Procedures Manual includes regulations and guidelines for county employees working in various agencies in the county.

Providing quality services requires a quality workforce; therefore, the ____ County Health Department must identify ways to recruit diverse, qualified employees, train them for high productivity and retain them.  This policy shall assure that the ____ County Health Department complies with county and state laws and regulations and recruits and retains highly qualified staff.
____ County Health Department shall orient new employees and enhance the personal development of agency staff by identifying educational needs and/or training.  By identifying criteria for selection of individuals for training and maintaining a composite record of staff development, the agency would be assured staff are adequately trained and credentialed for their positions.

PROCEDURES:
1. Recruitment

a. ____ County Human Resources and Office of State Personnel provides policies and guidelines for recruitment of staff.  The health department works in conjunction with county Human Resources in advertisement(s) drafting and requests.  The health department may identify and provide county Human Resources with new and/or additional locations or media for recruitment efforts.

2. Retention

a. ____ County Health Department Personnel Officer reviews classification based on:  staff job descriptions, office of state personnel guidelines and market studies.  Health department supervisors may present additional information to the health director that is utilized for purposes of recruitment and retention of staff.

3. Orientation

a. ____ County Health Department Personnel Officer notifies Health Director and Supervisor when a recommended and approved applicant has been hired as a new employee.  The employment start date, orientation date and time will be provided to the department supervisor.

b. The employee will begin orientation at the health department on their initial day of employment after their orientation at County Human Resources unless otherwise determined by Human Resources and/or the health department.

c. The supervisor and/or the director for the employee’s division will begin the departmental orientation and an orientation schedule for the employee.  Each supervisor will be responsible for maintaining orientation checklists for each employee that they supervise.

d. The quality improvement coordinator will be responsible for developing and maintaining the orientation policy and manual for health department staff.  The quality improvement coordinator will work with each supervisor in development, revision and update of orientation forms, checklists, and manual content.  Current orientation checklists are attached to their policy.
e. Materials assigned to employees for use during their employment will be returned to the quality improvement coordinator and/or their supervisor as determined by each division’s policies upon resignation, retirement or termination.

4. Orientation Procedure

a. Each new employee shall meet with the Personnel Officer to receive the orientation packet that highlights services and general workplace policies and procedures.

b. Each new employee must receive the orientation packet the first day of employment.

c. Each agency presenter shall prepare his/her presentation specific to his/her program/function and shall address public health laws and rules pertinent to respective programs.

d. Each new employee shall be responsible for attending the overviews at the scheduled date and time reflected on the overview calendar.

e. Each presenter shall place priority on availability for his/her respective overview appointment.

f. In the event, it is necessary for a presenter to be absent; it shall be the new employee’s responsibility to reschedule the overview appointment.

g. During each presentation, each employee shall be given an opportunity to ask questions to ensure the employee’s understanding of each program and how it relates to agency goals.

h. Each presenter shall date and initial the employee’s overview calendar as appropriate to verify employee’s completion of overview.
i. Once the new employee attends all overviews, it shall be his/her responsibility to submit the orientation record verifying attendance to the Personnel Director for filing in his/her respective personnel folder.

j. The immediate supervisor shall evaluate skills of new staff and plan an additional orientation that may be needed to meet needs relative to the specific position.

k. The county Administration office shall provide information on all fringe benefits provided by the County or make available through the County during an employee’s first month of employment.

5. Education and Training

a. Employees will attend state trainings that are required to meet minimum educational requirements for the position held.  Required training will be attended within the timelines required by the state or as soon as possible when the training is delayed at the state level.

b. The health department will maintain budget lines within program budgets to support and assist staff with state and licensure requirements.  However, the health department does not assume total responsibility for the cost of scheduling of all required continuing education.  Staff will work with their supervisor(s) to schedule and attend educational and training opportunities that support the requirements of the position they hold at the department.  Supervisors will enlist staff suggestions for training and in-service needs and will work to provide on-site training when appropriate and possible.  Staff members are individually responsible for assuring they meet or exceed license renewal requirements throughout their licensing period, not just prior to renewal.

6. Workforce Development

a. During the annual performance appraisal, supervisors and employees are responsible for working together to identify the employee’s workforce development plan for the upcoming year.  The plan may include new state of federal training requirements related to the position held, continuing education specific to enhanced role or licensing requirements, and or areas identified by the employee and/or supervisor(s) where knowledge and/or skill improvement is needed to desired.  Areas identified in the workforce development plan will be priority areas for health department budgetary support.

7. Workforce Development/Training Procedure

a. Supervisors shall be responsible for developing a recommended training plan for members of hi/her staff and for discussing the plan with respective division director for approval and incorporation into the total agency plan, including the budget.

b. Selection of offerings shall be based on relevance of the topic, availability of funds, faculty and sponsoring group, continuing education credit offered and adequate staff coverage.

c. Specific criteria for selection of individuals based on need, previous contribution and potential shall be as follows:

1) Required training; e.g., PHN I trainee

2) Job skills

3) Demonstrated interest and potential for developing in a specific are of training

4) Plan and commitment by the agency and employee to function in the area of training

5) Demonstrated interest in professional growth

6) Anticipated tenure

7) Reasonable distribution of responsibilities

8) Willingness to share in the cost and time of training, if necessary

d. Requests for workshops, educational conferences and meetings should be submitted with an agenda of the educational offering to the employee’s supervisor.

e. The supervisor will evaluate the request, approve or deny and route accordingly.

f. Supervisors shall be responsible for remaining abreast of any changes in laws or policy that will necessitate additional training of staff.
g. Supervisors and employees shall be responsible for identifying the availability of specific educational opportunities.

h. Individual training needs shall be reviewed at least annually at the time of employee performance evaluation.

__________ COUNTY HEALTH DEPARTMENT ORIENTATION RECORD

EMPLOYEE _________________________________HIRE DATE_________________________

	INITIALS
	CONTACT
	ORIENTATION TOPIC

	
	Administrative Assistant/Deputy Registrar/Personnel Officer     
	Review Orientation Packet, O chart, (each supervisor is responsible for reviewing the employees position description with employee and verifying license and competency levels) 

Share Administration Policy Manual 

Staff meeting schedule

Secure Signatures for Vehicle Usage

Secure Contact Information for Disaster Shelters/24/7 Coverage Policy

ID Badge

Mail Activities

     Courier Code

     Mail Drop Deadlines/Drop Location/Staff Mail Boxes

Main Fax Number and Medical Record Fax Number

Cell Phone Agency Contacts

Employee Parking

Telephone/Voice Mail/ Switchboard Location

Credit Card Request Form

Travel Request

Travel Reimbursement Form

Time Study

Special Order Request Form

Medical Supply Request

Office Supply Request

Payroll Check/Stub Pickup

Birth Certificate Process

Death Certificate Process

Vital Statistics Use within the Health Department

Schedule time with Computer Systems Administrator for computer setup training and computer security training



	
	Health Educator
	Title VI Language Access Policy

Incident/NIMS Courses

NCPH Workforce Development Training Needs Assessment                   

Injury Prevention

Public Information Policy

Community Health Assessment 

SOTCH Report

Familiarize with WEB Page



	
	Management Support Staff Supervisor
	Medical Records Policy

Legal Signature

HIPAA  

     Define HIPAA

     Agency Changes to Become HIPAA Compliant

     Different Phases (Privacy, Security and NPI)

Confidentiality  

     Patient Record Confidentiality

     Patient Identification

     Medical, Socio-Economic or Learned Information

     Accessing/Releasing Department Records 

     Consequences of Breaching Agency’s Confidentiality Policy

     Verify Employee’s Understanding of Policy/Obtain Signature

Eligibility/Billing process



	
	WIC Director   
	WIC

     Explanation of WIC

     Population Served and Caseload

     Eligibility Requirements

     In-House Clinic

     Number and Roles of RDs and Nutritionists

Nutrition Program

     Population Served

     What We Do

     Special Ongoing Community Programs/HD Programs

     Grants Received and Administered 

Breastfeeding Program

     Explanation of Program

     Population Served

     Who Qualifies

     Smart Start Funded Program

     

	
	Environmental Health Supervisor  


	Food and Lodging

Onsite Waste Water

Other Ordinances

    Tattoo

    Piercing

    Mass Gathering

    Seafood

    Lead



	
	Nursing Director   
	Approved Abbreviations List

Quality Assurance/QI

Employee Health Card

Overview of Programs:

General Communicable Disease

Tuberculosis

STD

Child Health/CSC

Family Planning

Maternity/MCC

Breast & Cervical Cancer Control

Wise Woman

Pregnancy Testing/Counseling

Patient Care Employees Only:

     Public Health Nursing Brochure

     Job Description, verify license and competency level

     Uniform Policy/Dress code policy

     Patient Care Meetings

     Telephone Tree

     Disaster Plan

     Calendar

     Continuing Education Log

     Pharmacy Requirements/Training Course

     All Staff Involved With Encounter Form Documentation    

     Encounter Forms




Employee/Supervisor Review

1 month:
_____________
______

_______________

__________________

( Assessment
1


Date



Employee Initials

Supervisor Initials
 

3 months:
_____________
______ 

 ______________

__________________

(  Assessment 2



Date



Employee Initials

Supervisor Initials
 

5 months:
_____________
______

_______________

__________________

( Assessment 3

Date



Employee Initials

Supervisor Initials
 

Date completed ___________________ 

