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SCHOOL-BASED HEALTH CENTERS POLICIES AND PROCEDURES

Continuing Education

POLICY STATEMENT

It is the policy of the School-Based Health Center (SBHC) Program that Training funds for Program Staff will be budgeted and administered by the SBHC Program Administration. This is consistent with programmatic support of staff and team professional development.  Each individual staff is primarily responsible for all Continuing Education credits required keeping their license or certification.  The SBHC Program may provide training opportunities that may qualify individual staff for Continuing Education credits in their discipline.   Each staff is allowed one day paid leave for Continuing Education courses.

PROCEDURE

Education and training budgets are for the fiscal year July 1 through June 30th for each individual SBHC sites.

Unspent dollars may not be carried over into the following fiscal year.

Education and training budgets may only be used for job-related education and training needs of the SBHC staff.

Employees shall adhere to the sponsoring agency policy on education and training.

Employees may be granted a leave of absence to attend seminars, conferences, workshops, or similar activities designed to improve the employee’s skills, increase professional knowledge, and/or enhance the quality of service delivery, research planning, or enforcement of public health laws beyond the one day paid leave.

Approval of requests will be based on the individual development plan for each employee, and the program or team’s training plan. Reimbursement may be full or partial, and leave may be granted with or without pay depending on the current fiscal resources and negotiation with individual staff members.
Education and training dollars may be spent for the following purposes:

· Conference Registration Fee

· Hotel/Lodging

· Transportation

· Per Diem

· Other (specify)
Individuals attending conferences/training’s have a responsibility to bring back and share the information and knowledge they have gained from the experience.
Additional Considerations for Procedure:

SBHC Program Parameters
The Program’s Training funds are budgeted in the following manner. Each position in a classification (level of professional licensure) has been allocated a dollar amount based on the total amount available during the current fiscal year. 

Site teams will be limited to approving only one team member’s attendance per conference or training opportunity. Administration approval is required if additional staff members wish to attend the same conference or training opportunity.

During the first year of implementation, self-directed teams are granted the authority to recommend that budgeted training dollars be spent for individual team members.

Final approval, however, falls within the authority of management. In the event that management does not approve a team’s recommendation, the team will be informed of the decision and, if need be, offered additional coaching.

After one year of successful budgetary decision-making, teams can elect to negotiate right of approval with management.

Management retains the right to, at any time, either increase or decrease team authority based on performance. 
Decision-Making Guidelines for Site Teams
The site team process should include participation by all involved team members.

Individual education and training requests must be job-related and should meet annual performance objectives.

Consideration should be made for licensed personnel required to meet continuing education credit for continued licensure.

Educational leave should be encouraged and supported by site teams, but should not result in undue hardship to the functioning of the team, to providing customer service, nor should it result in over-spending.

Pertinent Questions for Site Teams
The following are some questions that teams may find helpful in determining the best 
way to expend their education and training budgets:
How will the site team/program/clients benefit from having the individual attend this conference/training?

Does the request to attend this conference/training meet the individual's 
performance objectives for the year?

Is this educational request appropriate for the individual’s job classification?

How much money and/or educational time has this individual used this year?

A formal request must be made to the program manager and approved prior 
to registration for training.     
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