(Program Title)

SCHOOL-BASED HEALTH CENTERS POLICIES AND PROCEDURES

Orientation

POLICY STATEMENT

The sponsoring agency is committed to the provision of quality care.  All new School-Based Health Center (SBHC) employees or subcontractors involved in delivering services to students and other potential clients at the school-based health center will receive orientation to the site, policies and procedures and role expectations.

PROCEDURE

The orientation will take place within the first week of employment.

The program coordinator will be responsible for the orientation.

A standardized checklist will be utilized to document that new employee orientation has been completed. 

At the completion of the orientation process, the checklist form will be signed and dated by the employee and the project coordinator or designee and placed in the employees personnel file, on file at the center, and with the sponsoring agency.

Orientation Checklist for New SBHC Employees

COMPLETE WITHIN ONE WEEK OF BEGINNING WORK AT THE SBHC

Employee’s Name 










Home Agency 










Date of Center Employment









The orientation must be completed before work assignments are given.

1. Policies of the SBHC 

2. Policies of the host school

3. SBHC position description (duties and responsibilities)

4. SBHC performance standards

5. Established SBHC procedures

6. Times and days of work schedule

7. Evaluation / performance review

8. Supervision (home agency and SBHC project coordinator)

9. Health and Safety (including Bloodborne Pathogen Training)
10. Accident reporting

11. Physical Layout of school(s) and SBHC

12. Telephone usage – answering, calling, personal calls

13. Appearance

14. Smoking

15. Parking

16. Grievance Reporting

17. Introduction to co-workers

18. Paperwork

19. Communication – team conference, staff meetings, sign-in/out, mail
20. Sexual harassment policy

21. HIPAA Policy

22. FERPA Policy

Employee’s Signature







Date

Program Coordinator Signature





Date

Copy for SBHC File, Copy to Sponsoring Agency Supervisor

