 
PURPOSE

To provide guidelines for the orientation process.

POLICY

All personnel will be required to attend an orientation program upon employment.  The goal of orientation will be to inform and instruct new personnel regarding Ohio Living Home Health and Hospice’s mission, policies and procedures, benefits, the performance appraisal process, competency testing, as well as individual responsibilities and relationships to other personnel.

All personnel will demonstrate knowledge and proficiency in skills appropriate to their assigned responsibilities during the orientation period.

All clinical personnel prior to being assigned to care must present documentation of current CPR certification, if required by their discipline.  

PROCEDURE

Provisional Period
The initial period of employment (or new position) is considered the Orientation/Provisional period, during which time an employee will be observed to ensure that they has the ability to fulfill the job responsibilities.

1. There is a 90-day provisional employment period for all hourly employees and a 6-month provisional employment period for all salaried employees.
2. If an employee is not making satisfactory progress during the provisional period, the supervisor will meet with them and design a personnel improvement plan. The provisional period may be extended up to another three-month period upon recommendation of the Supervisor/Director and with the consent of the Corporate Director of Human Resources. 
3. All employment is "at will” and an employee may be terminated for any reason with or without notice, with or without progressive discipline.

Orientation Content and Process
1.	The orientation content for all personnel will include the following as applicable and appropriate to the care and service provided:
A. General company orientation including the organization’s mission, policy and procedures, environmental safety program, etc.
B. Review of organizational chart and lines of authority and responsibility 
C. [bookmark: _GoBack]Hours of work
D. Job related responsibilities
E. Care and services provided by the organization
F. Baseline skills assessments as applicable to job classification
G. Infection prevention and control within the organization and the home care setting
H. Performance standards
I. Confidentiality of organization and patient information/HIPAA regulations
J. Documentation requirements
K. OSHA compliance
L. Medical Device Reporting
M. Equal Employment Opportunity Act
N. Ethical issue identification and resolution
O. Sexual Harassment Act
P. Compensation and benefits information
Q. Unemployment and workers’ compensation
R. Collective bargaining information, as applicable
S. Drug testing
T. Family/State Medical Leave Act
U. Tuberculosis Policy
V. Emergency Procedures
W. Bloodborne Pathogens 
2. The orientation process, for all personnel will consist of both didactic and field supervision as appropriate to job position.  
3. The orientation process for contract personnel will consist of the following:
A. For contract personnel, the contracted organization will have one (1) member of the organization that has been oriented to Ohio Living Home Health and Hospice policies and procedures, and information presented during orientation.  That individual will be responsible for orienting other contract personnel.
4. During the orientation process, the supervisor will be responsible for evaluating the knowledge and skills of the personnel being oriented.  Any areas of concern will be brought to the immediate attention of the new personnel.  Appropriate guidance will be provided, or training recommended, if needed.
5. A qualified member of the staff will orient newly assigned personnel or volunteers to their responsibilities and to the patient needs when changes in patient assignment occur.  The following will be included as appropriate:
A. Patient needs including physical, psychosocial, and environmental aspects of care 
and service
B. Personnel responsibilities
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C. Specific care and services to be provided
6. Orientation of new and reassigned personnel may include verbal or written instructions.  Orientation may be provided in the patient’s home.
7. Orientation of current employees assigned to new job classifications will include.
A. Lines of authority and responsibility
B. Hours of work
C. Job responsibilities
D. Skills assessment as applicable to the specific job classification
E. Documentation responsibilities
8. A Personnel Orientation Checklist will be completed for all new personnel.  New personnel and supervisor/designee will sign and date when their orientation has been completed. 
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