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Orientation and Training Policy

Education Philosophy:

The clinic is committed to ensuring all staff are prepared to deliver quality services in a culturally competent and efficient manner.
Purpose

The clinic is committed to providing, or making available staff education for employee professional growth and development, so that our employees are able to stay current regarding best practices in their particular field of interest and improve work performance.
The clinic employees receive trainings sponsored by the agency.

Upon hire, each employee must complete an agency orientation program sponsored by the Human Resources Department.  They must also participate in department specific orientations.  Agency and department policies are reviewed and a checklist is completed by the employee / supervisor.  This is signed and retained in the employee’s personnel file.
Orientation:

All clinic employees must successfully complete an orientation process that includes the following elements:
· Reviewing the HR Employee Guidebook and signing an acknowledgement form.

·  Complete both the HIPAA Basic and HIPAA Security courses and tests within 90 days of hire.

· Complete the Client and Staff Safety Course and test within 30 days of hire.

· Complete the course Universal Precautions/Air and Blood Borne Pathogens and test within 30 days of hire

· Clinic staff are required to review the manual Orientation and Practice Guidelines for Program Staff and complete a corresponding test within 30 days of hire.

· Clinic staff, as required, are expected to complete a CPR/ Basic First Aid course during their first 6 months of hire.

Periodic educational opportunities are made available to staff on site.  Experts in the field of mental health are brought to the agency on a periodic basis to provide training and consultation.  All agency sponsored trainings are in areas which are supported by research as evidenced-based or evidence-informed best practices.
Clinic employees receive training dollars on an annual basis (in proportion to their fte) to use for attending conferences and workshops.  Staff assumes individual responsibility for seeking out and sharing educational opportunities for professional development and skill enhancement with their colleagues.  All trainings must be approved by an employee’s supervisor and should be related to their scope of practice.
General Guidelines for all external trainings:
1
The clinic provides specific education and training opportunities that are appropriate for individual program positions, through a mixture of knowledge and skill based instruction using a variety of methods.
2. The clinic encourages and expects staff to comply with and meet continuing education requirements of their profession consistent with the certification/licensing standards of that professional discipline.

3. The clinic provides educational opportunities for staff to help promote advancement within the organization.
4. The clinic monitors, documents and keeps track of employee attendance in educational sessions using the Children’s University software package.
5. The clinic performs an annual analysis of education/training effectiveness for its employees.

6. The clinic develops appropriate curricula for internal education and encourages staff to participate in the development of those job related curricula.

7. The clinic provides educational opportunities and events for clinic staff, clients and the community consistent with the clinic’s goals.

8. The clinic supports the development of professionals by encouraging and facilitating undergraduate and graduate student internship experiences.

9. Training to promote cultural sensitivity.

Specific Program Education Requirements
Additional position and program specific education requirements are completed with supervisory guidance and direction through individual supervision process, group supervision and attendance at workshops, conferences internally and in the community.  For mental health programs at the clinic, staff is required to participate in the following additional trainings:

· HIPPA/Confidentiality (s. 51.30, Wis. Stats., DHS 92, Wis. Admin. Code, and 45 CFR 164, Subparts C and E)
· Client’s rights /grievance process (s. 51.61, Wis. Stats., and DHS 94, Wis. Admin. Code)

· Regulations related to the treatment of minors (s. 51.14, Wis. Stats.)

Examples of content specific trainings supported by the clinic:
· Attachment therapy

· Adoption Therapy

· Play Therapy

· Parent Child Interaction Therapy

· Trauma-Focused: Cognitive Behavioral Therapy

· Strength-based assessment and treatment planning/ recovery concepts

· Suicide assessment and safety planning

Continuing Education Assistance:

The clinic provides for education assistance to eligible employees to support staff professional development.  Assistance is provided for courses required in a degree program that is related to a clinic position, or a professional certification.  Please see the clinic’s Education Assistance Policy.

The clinic makes available through the budget process, funding for staff to pursue external training opportunities.  Program and support staff are encouraged with supervisory approval, to pursue external conferences and workshops within budgetary constraints for continuing education.  Staff who attend these events are expected to share relevant information with their department colleagues and other agency staff as appropriate.

