RECORD OF IN-SERVICE TRAINING

	Date
	In-service Title
	CN
	CS
	M
	R
	IHFS
	Trainer

	JAN
	Safety/Health Committee
	x
	x
	x
	x
	x
	RPS

	
	Emergency Procedures (Power Outage Drill) 
	x
	x
	x
	x
	x
	RPS

	
	Universal precautions and sanitary practices, Infection Control, Blood Borne Pathogens, Hepatitis B (TEST 1)
	x
	x
	x
	x
	x
	NUR

	
	EE Policy book –/Core Policy 1.0 -3.6 

Handout Employee handbooks acknowledgement Review form (Due April 1st)
	x
	x
	x
	x
	x
	RPS

	FEB
	Safety/Health Committee – Home Safety Checklist (CN/CS)
	x
	x
	x
	x
	x
	RPS

	
	Drug and Alcohol Policy 
	x
	x
	x
	x
	x
	RPS

	
	Medication Error Policy Review and Reporting
	x
	x
	x
	x
	x
	NUR

	
	Documentation Policy 
	x
	x
	x
	x
	x
	RPS

	
	PRN Documentation sheet
	x
	x
	x
	x
	x
	NUR

	
	Physician Order Log
	x
	x
	x
	x
	x
	NUR

	
	Standing Orders
	
	
	
	
	
	

	
	Wage and Hour policies 4.0-4.13
	x
	x
	x
	x
	x
	ADM

	MAR
	Safety/Health Committee
	x
	x
	x
	x
	x
	RPS

	
	Grievances
	x
	x
	x
	x
	x
	RPS

	
	Anti-Fraud Prevention (TEST2)
	
	
	
	
	
	RPS

	
	Responding to and Reporting Incidents (Serious Injury/Death) 
	x
	x
	x
	x
	x
	RPS

	
	Reviewing Incidents and emergencies
	x
	x
	x
	x
	x
	RPS

	
	Minor Injury/Accident Report forms
	x
	x
	x
	x
	x
	RPS

	
	EE Policy book -Performance, Discipline, Layoff, and termination 5.0-5.10 and page 133
	x
	x
	x
	x
	x
	RPS

	APR
	Safety/Health Committee
	x
	x
	x
	x
	x
	RPS

	
	Data Privacy/HIPAA (TEST3)
	
	
	
	
	
	RPS

	
	Emergency Procedures (Tornado Drill)
	x
	x
	x
	x
	x
	RPS

	
	Safe Transportation Policy (Van Lift & Tie Downs)
	x
	x 
	x
	x
	x
	RPS/DCC

	
	First aid training                   
	x
	x
	x
	x
	x
	Outside Trainer

	
	CPR training                          
	x
	x
	x
	x
	x
	Outside Trainer

	
	Swimming Guidelines Policy
	x
	x
	x
	x
	x
	RPS

	
	Summer and Seizure Alerts
	x
	x
	x
	x
	x
	NUR

	MAY
	Safety/Health Committee
	x
	x
	x
	x
	x
	RPS

	
	Health service coordination and care
	x
	x
	x
	x
	x
	NUR

	
	Safe Medication Assistance and Administration (TEST4)
	x
	x
	x
	x
	x
	NUR

	
	Diabetes/Healthy eating and Nutrition 
	x
	x
	x
	x
	x
	NUR

	
	Emergency Procedures (Health emergency Drill)
	x
	x
	x
	x
	x
	RPS

	
	EE Policy book – General Policies 6.0-6.23 and page 134
	x
	x
	x
	x
	x
	RPS

	JUNE
	Safety/Health Committee
	x
	x
	x
	x
	x
	RPS

	
	Emergency use of manual restraint/Therapeutic Intervention (TEST5)
	x
	x
	x
	x
	x
	RPS/NUR

	 
	Behavior Intervention and reporting
	x
	x
	
	x
	x
	RPS

	
	EE Policy book – Benefits 7.0-7.27
	x
	x
	x
	x
	x
	RPS

	JULY
	Safety/Health Committee
	x
	x
	x
	x
	x
	RPS

	
	Emergency Procedures (Severe Weather –, hail, Thunderstorms. Natural Disasters - fire, flood)
	x
	x
	x
	x
	x
	RPS

	
	EE Policy book – Safety 8.0-8.4 and pages 145-146
	x
	x
	x
	x
	x
	RPS

	AUG
	Safety/Health Committee – Home Safety Checklist (Mar/River/)
	x
	x
	x
	x
	x
	RPS

	
	Safe Lifting/Body Mechanics/Mechanical lifts/Transfer board/ any medical equipment used in home
	x
	x
	x
	x
	x
	NUR

	
	EE Policy book – MN Policies pages 122-146
	x
	x
	x
	x
	x
	RPS

	
	Minimizing the Risk of Sexual Violence (TEST6)
	
	
	
	
	
	

	SEPT
	Safety/Health Committee
	x
	x
	x
	x
	x
	RPS

	
	Service Suspension and Service Termination Policy
	x
	x
	x
	x
	x
	RPS

	
	Funds and Property Authorization Policy
	x
	x
	x
	x
	x
	RPS

	
	Admission Policy
	x
	x
	x
	x
	x
	RPS

	
	Review Nebulizer or other treatments per home
	x
	x
	
	x
	
	NUR

	
	General Knowledge (TEST7)
	x
	x
	x
	x
	x
	RPS/DCC

	OCT
	Safety/Health Committee
	x
	x
	x
	x
	x
	RPS

	
	Emergency Procedures & Fall & Winter Alerts (Bomb threat Drill)
	x
	x
	x
	x
	x
	RPS

	
	Records Retention
	x
	x
	x
	x
	x
	RPS

	
	Destruction of Medications/Medications Missing
	x
	x
	x
	x
	x
	NUR

	
	Person Centered Planning and Service Delivery/ Cultural Diversity (TEST8)
	x
	x
	x
	x
	x
	RPS

	
	OT/PT Exercise program Review per home
	x
	x
	x
	x
	x
	NUR

	
	Job posting 
	x
	x
	x
	x
	x
	RPS

	
	EE Policy book – Custom Policies Pages 146-147 
	x
	x
	x
	x
	x
	RPS

	NOV
	Safety/Health Committee
	x
	x
	x
	x
	x
	RPS

	
	Vulnerable Adult’s maltreatment reporting and internal review (TEST9)
	x
	x
	x
	x
	x
	RPS

	
	Maltreatment of minors reporting and internal review (if applicable)
	x
	x
	x
	x
	x
	RPS

	DEC
	Safety/Health Committee
	x
	x
	x
	x
	x
	RPS

	
	Program Abuse and Prevention Plan by program
	x
	x
	x
	x
	x
	RPS

	
	Quality Management Review
	x
	x
	x
	x
	x
	RPS

	
	Recipients Rights Policy - Recipient Rights and Restriction (TEST10)
	x
	x
	x
	x
	x
	RPS

	
	** Staff Competencies – Direct observation (orientation and annually)
	
	
	
	
	
	All

	
	** Observed skills assessment for medication administration              

     (orientation) – if adding a 2nd home Nurse will decide what 

       additional training is necessary at each home to be provided by staff 

       from that home.
	
	
	
	
	
	All

	
	OTHER:
	
	
	
	
	
	

	
	Practice Drills as assigned monthly/quarterly (As assigned by RPS)
	x
	x
	x
	x
	x
	RPS

	
	Orientation to each person’s CSSP or CSSP Addendum and IAPP (at staff meetings annually or as changes occur and New/Transfer staff orientation)* At the Home staff to read and initial plans after meeting
	x
	x
	x
	x
	x
	RPS

	Jan
	Hand out fundraiser tickets to staff 
Hand out employee handbooks
	x
	x
	x
	x
	x
	ALL

	Feb
	Fundraiser tickets due by 25th 
	
	
	
	
	
	ALL

	Mar
	Fundraiser
	x
	x
	x
	x
	x
	ALL

	April
	All policy review forms due to office
	
	
	
	
	
	ALL

	June
	Picnic
	
	
	
	
	
	ALL

	July/

Aug
	Job Descriptions/Wage Review
	x
	x
	x
	x
	x
	ALL

	Sept/ Nov
	Insurance 

Open enrollment for staff (Nov)
	x
	x
	x
	x
	x
	ALL

	OCT
	Halloween Party
	x
	x
	x
	x
	x
	ALL

	DEC
	Christmas party-clients and staff
	x
	x
	x
	x
	x
	ALL


· Any time there is new equipment/P.T.’s that are used in a program an In-service with documentation is required – by NUR or other professional
· Personnel Policy - any time changes occur staff inservice is required and mailing to guardians (on certain policies).

· Required TESTS – all staff must complete TEST, sign and dated in correct month.  Staff that miss a staff meeting must review the staff summary and take any TESTS - prepared by ADM before working their next shift – left in the STAFF Drawer at each home.  
· Staff are to read all consumer Healthcare Plans, and initial off (located in the office drawer at each home)

· Staff should review the communication book and initial off that you have read.  

· Staff should review the MAR and Physician order log frequently to keep current on consumer medical needs

· If you will not be attending the Staff meeting for scheduling. Staff will be required to turn in to the DCC or RPS the hours they can or cannot work each month (whichever is easiest) prior to all staff meetings.

· After the meeting you will be scheduled to work by RPS based on information provided.  If no information is provided, you will be scheduled as needed unless you have regularly scheduled shifts.

· You are RESPONSIBLE to work shifts as assigned per employee policy. (see:  ATTENDANCE POLCY 4.0 OF HANDBOOK). 

· If you are on the schedule for a shift you are RESPONSIBLE to find your own replacement unless it is an emergency.  If you have an emergency call you DCC for assistance or suggestions.  

· It is NOT acceptable to call the office and state I can’t or won’t work shift unless it is an emergency. 

· If you are a no show for an assigned shift you will be turned in to DHS for a Vulnerable Adult violation – for “lack of supervision”.  We are caring for people and that care needs to be priority. 

· All shift changes MUST be on HOUSE calendar and called in to the OFFICE phone.  Leave a message on voicemail or send an email -- so shifts can be written in on the calendar.

· Staff should be calling SUPERVISORS only in cases of emergency.  If it is for simple questions (ask the staff you are working with or next door, OR another home).  If no one knows and it is not an emergency leave a voice mail at the office or send an email and someone will get back to you.  

· Texting staff during off time is disruptive to time away for work – PLEASE USE FOR EMERGENCIES ONLY.  

· All staff should submit days off in the payroll system by the 15th of each month. 

· It is your responsibility to clock in and out in the payroll system.  If you need a correction submit the correction via the time clock message system to OM.  


COLOR CODING FOR Inservice Requirements

                Safety/Health Committee = RPS
                Nursing Inservice-NUR
  EE Policy book = RPS/ADM
  Emergency Procedures = RPS
  Annual Requirement ( May required a TEST to show competency = RPS or NURS 

  Other required reviews for Program = RPS/ADM
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