Anastasia Care Services LLC
HUMAN RESOURCES
POLICIES AND PROCEDURES

SUBJECT:

Policy # HR-8.0 Personnel Orientation
EFFECTIVE DATE:
August 1, 2016
POLICY:

Personnel will be required to attend an orientation program upon employment.  The goal of orientation will be to inform and instruct new personnel regarding Anastasia Care Services’ policies and procedures, the performance appraisal process, and individual job responsibilities and relationships to other personnel.

Personnel will demonstrate knowledge taught and proficiency in skills appropriate to their assigned responsibilities during the orientation period.
PROCEDURE:
1. The orientation content for all personnel will include the following, as applicable and appropriate to the care and service provided:

A. General agency orientation including mission, philosophy, vision

B. Review of the organizational chart

C. Human resources processes – review of employee handbook
D. Services delivered by Anastasia Care Services
E. Safety, including meeting the needs of consumers 

F. Infection prevention and control within the agency and homecare setting when applicable

G. Performance improvement process

H. Confidentiality of agency and consumer information

I.       Dealing with difficult behaviors
J.       Consumer control and independent living philosophy
K. Safe and proper use of equipment

L. Safety issues: Consumer and Personnel-related

M. Storage, handling and access to supplies

N. Identification, handling and disposal of hazardous or infectious materials

O. Infection control practices/universal precautions
P. Actions in unsafe situations

Q. Instrumental activities of daily living
R. Recognizing changes in the consumer that must be addressed and called to the supervisor
S. Handling emergencies
T. Recognizing and reporting abuse and neglect

U. Guidelines for appropriate referrals, including timeliness

V. Emergency preparedness within the agency and home setting as applicable

W. Information regarding services provided by other personnel

X. Documentation

Y. Attending to consumer needs promptly

Z. Communicating with office staff on work availability/call offs

AA. Reporting off work

AB. Consumer Rights and Responsibilities

AC. Cultural Diversity and Sensitivity

AD. ADLs including hygiene, bathing, grooming, shaving and cleaning hair, skin and mouth care
AE. Transfers, ambulation and prescribed home exercises

AF. Meals preparation, diets and assistance with eating

AG. Assist consumer in the bathroom or use of the bedpan and/or urinal
AH. Assistance with self-administered medications

2. The orientation process will consist of both didactic and field supervision.  Observations will be made by a supervisor to assess the skills demonstrated by new personnel as well as to reinforce the information presented during class time.
3. The orientation process for contract personnel will consist of the following:

A. For contract personnel, the contracted organization will have one member of the contracted organization that has been oriented to Anastasia Care Services’ policies, procedures and information present during orientation.  That individual will be responsible for orienting other contract personnel from that organization to the agency.
B. For personnel with which Anastasia Care Services individually contracts, the contract person will be assigned to an individual at the agency who will be the preceptor and contact person during the orientation process.
4. A Personnel Orientation Checklist (copy attached) will be completed for each new employee.  New personnel will sign and date the form upon completion of the orientation.  
5. The supervisor will sign and date the form when the new employee has completed the required activities.
6. The probationary period will be at least ninety (90) days, during which time the orientation process may be extended if the supervisor or the new employee feels it is warranted.
7. During the orientation process, the supervisor will be responsible for evaluating the knowledge and skills of the new employee. Areas of concern will be brought to the immediate attention of the new employee. Appropriate guidance or training will be provided, if needed.
8. Agency personnel will orient newly assigned staff members or volunteers to their responsibilities and to the consumer’s needs when changes in consumer assignment occur. The following will be included as appropriate:

A. Consumer needs including physical, psychosocial and environmental aspects of care and service
B. Staff responsibilities
C. Specific care and services to be provided
9. Orientation of newly assigned staff may include verbal or written instructions. Orientation may be provided in the consumer’s home.
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