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 Description of Course Outline
 Employee and Patient Safety

Emergency Preparedness:






CBT
Produced by Synquest Technologies

Summary: Every Clinic’s goal is to maintain a safe environment for all patients, visitors, and staff.  To fulfill this goal, a clinic must be able to handle emergencies at anytime.  This program will cover what is an emergency; who is involved in an emergency preparedness plan; and a typical emergency procedure. 

Target Audience:  All Employees

Credit Hours: 1

Hazardous Materials:

Produced by Synquest Technologies:




CBT
Summary:  Our facility abounds with material that when used improperly, could harm you.  To protect workers, the Occupational Safety and Health Administration (OSHA), a federal agency, wrote the Hazardous Communication Standard. 

When you have completed this program you should know….

1. What hazardous materials are;

2. How you can be exposed to them at work

3. How you can protect yourself;

4. What to do if you are exposed.

Target Audience:  All Employees

Credit Hour: 1

Synquest General Safety:

VAOPC Engineering Office:






CBT
Summary: This course will provide you with a general knowledge of safety and how it relates to the Clinic and will also provide you with a knowledge of some critical engineering concerns you should know.  This course contains your rights and responsibilities presented by OSHA Act of 1970 and providing a safe and healthful workplace for its employees and acquire maintain, and require the use of safety equipment personal protective equipment (PPE) and device reasonably.  
Target Audience:  All Employees

Credit Hour: 1

Tuberculosis Prevention:

Produced by Synquest Technologies:




CBT
Summary:  Tuberculosis has been a leading killer for centuries.  In fact, it wasn’t until the middle of this 21century that tuberculosis was even under control, and between 1986 and 1994, tuberculosis made a huge comeback.  What is tuberculosis and who is at risk for the disease will be defined. 

Target Audience:  All Employees

Credit Hour: 1

Bloodborne Pathogens:

Produced by Synquest Technologies:




CBT
Summary:  This course covers the basic bloodborne pathogen exposure risks to healthcare workers, accepted methods of preventing the spread of pathogens and the importance of reporting exposure.  This course also explains the importance of immediate reporting of exposure incidents and outlines the seriousness of these incidents. 

Target Audience:  All Employees

Credit Hour: 1

Clinic Fire and Safety:

Produced by Synquest Technologies: 




CBT
Summary:  Health care facility fires are frightening situations.  When a fire occurs, you don’t have time to learn what to do!  This program teaches you fire prevention, as well as the proper steps to follow in a fire emergency.  

Target Audience:  All Employees

Credit Hour: 1

Automated Information System  (AIS) Security:

Produced by VAOPC Information Resource Management:

CBT 

Summary: Information Security are measures and controls that protect Automated Information Systems (AIS) against denial of service and unauthorized (accidental or intentional) disclosure, modification, or destruction, of the systems and their data.  

 They include the totality of security safeguards needed to provide an acceptable protection level for each AIS and for the data it processes. 

 An effective Information Security Program must include a partnership between IRM/IT, the ISO and the User of Information Systems.

Target Audience: All Employees

Credit Hour: 1

Back Injury Prevention:
Produced by Synquest Technologies:




CBT
Summary: This course reviews: Which of you is most likely to injure your back at work : How you injure your back at work: How you can stop injuring your back: What you should do after injuring your back.
Target Audience:  All Employee

Credit Hour: 1
Ergonomics:

Produced by Synquest Technologies:




CBT
Summary:  Ergonomics is the study of fitting the job to the worker, rather than fitting the worker to the job.  When an organization applies ergonomic principles in the workplace they help ensure employees health and well being by considering their physical requirements. Ergonomics concerns the whole work environment including, but not limited to, the design and function of workstations, controls, displays, safety devices, tools, and lighting. 

Target Audience:  All Employees

Credit Hour: 1
Radiation Safety: 

Produced by Synquest Technologies:




CBT
Summary:  This course describes what causes radiation, how much radiation is safe, and ways to protect oneself.  The employee will learn 1) What radiation is and how it is measured, 2) How and why radiation is used in the hospital 3) What is a safe amount of exposure 4) How to minimize exposure. 

Target Audience: All Employees

Credit Hour: 1

Safety Orientation: 

VAOPC Engineering Office:






CBT
Summary: This course will provide you with a general knowledge of safety and how it relates to the Clinic and will also provide you with knowledge of some critical engineering concerns you should know.  Keep in mind that this is a short course and not all topics concerning safety are covered.  To supplement your safety training, you will be required to complete the SYNQUEST SAFETY course.

Target Audience:  All Employees

Credit Hour: 1
Multi-drug resistant pathogens:

Produced by Synquest Technologies:




CBT
Summary:  Course discusses the World Health Organization  (WHO) estimate that 50,000 people are dying every day in the world from infection diseases that could be prevented or cured.  Multidrug resistant pathogen are microorganism that through a variety of means have become resistant to multiple antimicrobial agents. 

Target Audience:  Clinical Staff

Credit Hour: 4
____________________________________________________________
SynQuest Fall Prevention Training
Produced by Star Gazee Training:





CBT
Summary: Upon completion of this fall prevention training you will be able to: 
· Identify the basic reasons why an elderly person may fall 
· Identify who in the long term care facility is at high risk of falls
· Identify a safety hazard
· Intervene to prevent a fall
· Assist a resident if they fall
Target Audience: All Employees

Credit Hour:1

_____________________________________________________________
Patient Lifting and Handling

Produced by SynQuest Technology:





CBT

Summary: Back injuries affect 8 out of every 10 adults and cost Americans about $11.5 billion a year. The purpose of this course is to review proper body mechanics, along with exercise and diet control to decrease the risk of hurting themselves and their patients.

Target Audience: All Employees

Credit Hours: 1

Bioterrorism Threats

Produced by the Education Office at the VAOPC


CBT

Summary: This course is designed to review Bioterrorism threats of Anthrax and Smallpox.

Target Audience: All Employees

Credit Hour: 1 _____________________________________________________________

Suicide Prevention

Produced By the VAOPC Mental Health Clinic



CBT

Summary: Suicide is a complex behavior usually caused by a combination of factors. Studies indicate that the most promising way to prevent suicide and suicide behavior is through the early recognition and treatment of depression and other psychiatric illnesses.

Target Audience: All Employees

Credit Hour: 1

Fall Prevention

Produced by the VAOPC Patient Safety Coordinator

CBT

Summary: This course is designed to raise awareness of the cause of falls reported by the elderly.

Most elders that report a fall say that it occurred due to not having being fully alert, carelessness, and hurried behavior in performing activities of daily living and or attempting to move too quickly.

Target Audience: All Employees

Credit Hour: 1

____________________________________________________________
Latex Allergies

Produced by SynQuest technologies 




CBT

Summary: The course reviews latex allergies, which refer to specifically to allergic reactions to proteins, which coat natural rubber latex a rubbery chemical extracted from certain plant sources.

Target: All Employees

Credit Hour: 1

____________________________________________________________

Interpersonal Effectiveness

Workplace Sexual Harassment:

Produced by Synquest Technologies:




CBT

Summary:   Intended for all healthcare workers, this course defines sexual harassment and discusses its prevalence and outlines the health care responsibility for reporting behaviors related to sexual harassment. 

Target Audience:  All Employees

Credit Hour 1

Patient Rights:
Produced by Synquest Technologies





CBT

Summary:  Rights are a privilege to which one is justly entitled.  So in addition to the rights this country guarantees, all patient rights specifically include correct and accurate information, fair and honest treatment and privacy and confidentiality. 

Target Audience:  All Employees

Credit hour 1

Advance Directive:

Produced by SynQuest Technologies




CBT

Summary:  This course introduces the healthcare employee to the legislation behind advance medical directives, why people choose to make them, how they are documented and discussed in the hospital and why they are implemented. 

Target audience:  All Employees

Credit hour:  1

Elder Abuse:

Produced by SynQuest Technologies




CBT

Summary: This course is intended for all health care workers defining elder abuse, recognition of behaviors and policies on reporting.

Target audience:  All Employees

Credit hour:  1

Anger Hostility and Aggression:

Produced by Synquest Technologies





CBT

This course concentrates on three different scenarios discussing anger, drug induced and appropriate interventions. Nursing Process is used in planning the care for individual patients.  Some Clinical background is needed and test and scores are given at the completion of the scenario.  

Target Audience:  Clinical Staff / Register nurses with psychiatric background

Credit hour:  3  (One per each scenarios)

Domestic Violence:

Produced by Synquest Technologies





CBT

Summary:  Intended for all health care workers, this course defines domestic violence, discusses it prevalence, and outlines the healthcare worker’s responsibility for reporting signs and behaviors related to domestic abuse. 

Target Audience:  All Employees

Credit hour: 1

_____________________________________________________________

Shared Decision Making/ Supporting Shared Decision Making:

Employee Education System





Video Tape

Summary:  Shared Decision making is a process of communication between a clinician and a patient regarding the patient’s health.  The ideal outcome of this process is a plan that is mutually agreeable to the clinician and the patient.  This video gives examples of shared decision making and the policy that Veteran Health Administration  (VHA) has developed. 

Target Audience: Clinical Staff

Credit hour: 1

Workplace Violence:

Produced by Synquest Technologies





CBT

Summary:  This course helps the healthcare provider recognize behaviors, which could lead to violence in the workplace. It covers violence can happen anywhere. Recognizing management’s commitment to a violence-free workplace and analyzing the workplace for evidence of prevention and control. 

Target Audience:  All Employees

Credit hour:1_________________________________________________

Understanding Diversity

Produced by Synquest Technologies





CBT

Summary: Today the workforce consists of people from all walks of life. Women in minorities make up a significant par of our work force. This course is about our differences, how differences benefit the facility and how we cam maximize the benefits that diversity brings.

Target: All Employees

Credit Hours: 1

_____________________________________________________________

Child Abuse

Produced by Synquest Technologies





CBT

Summary: The course reviews the term abuse which applies to physical injury or death inflicted upon a child by a parent or caretaker of that child: Neglect or exploitation by a parent or caretaker, sexual abuse of a child, and sexual exploitation of a child.

Target Audience: All Employees

Credit Hours: 1

Performance Based Interviewing

Produced by HPDM







CBT

Summary: This course gives an overview of the Performance Based Interview Process.

Target Audience: All Employees

Credit Hours: 1

_____________________________________________________________

Patient Care

Age Specific Care Adulthood:

Produced by Synquest Technologies





CBT

Summary:  This course offers explanations of normal physical and emotional adulthood development, from ages 19-65 years old, as well as practical advice when dealing with adults on any level. 

Target Audience:  All Employees

Credit hour: 1

________________________________________________________________________

Age Specific Care Adolescence:

Produced by Synquest Technologies





CBT

Summary:  This course is aimed at helping the health care employee understand and anticipate the specific needs of adolescents who enter the healthcare setting. This course offers explanations of normal physical and emotional adult behaviors.  

Target Audience:  All Employees

Credit  hour: 1

Age Specific Care Aging Adult:

Produced by Synquest Technologies





CBT

Summary:  This course is aimed at helping the health care employee understand and anticipate the specific needs of aged adults who enter the healthcare setting. This course offers explanations of normal physical and emotional aging adult behaviors.  

Target Audience:  All Employees

Credit  hour:1

Patient Restraints

Produced by Synquest Technologies

Summary:  When the healthcare provider has completed this program they will know 1) What type of restraints are commonly used; 2) the reason restraints should be used; 3) and the education you must provide for the patient and his or her family. 

Target Audience: Clinical Staff

Credit hour: 1

Delivery of Care Learning Map

Produced by Employee Education System

Summary: In the Learning Map session, we will examine our patient care process and identify the roles each of us plays in helping to deliver optimal care to the veterans we serve.  We will then follow a patient’s journey through our health system and explore how patients evaluate our performance relative to their needs and expectations. Finally, we will look at our progress on some critical activities, such as attracting new patients and retaining current patients. 

Target Audience:  All Employees

Credit hour: 1.5

Cardiovascular Health Problems

Produced by Adult Health Nursing concepts and Skills

Summary: The modules are based on self-selected scenarios of cardiovascular problems i.e. (chest pain, Myocardial Infarction  (MI) ,

Who develops heart failure, cardiac catheritization and PTCA, and coronary artery bypass graft (CABG) surgery.

Target Audience: Nurses, Physicians and Medical Technologists

Credit hour: 1

_____________________________________________________________

Patient Care / Technical Support

Computer Training
MS Word - Introduction
Produced by Information Resource Management

Summary:  At the end of this class the student will know:

· What is a MS Word program

· Word working screen

· Exam a mouse pointer

· Open a document and navigate

· Create a new document

· How to edit text

· Editing functions

· Formatting of text

Target Audience:  All Employees

Credit hour: 2

MS PowerPoint-An Introduction

Produced by Information Resource Management
Summary:  At the end of this class the student will know:

· How to work in different views, such as slide view, outline view, sorter view etc.

· How to work with drawing tools

· How to use animation

· How to recolor graphics

Target Audience:  All Employees

Credit hour: 2

MS PowerPoint Using Transitions

Produced by Information Resource Management

Summary:  At the end of this course the student will know:

· How to create animation effects

Builds

Movement

Special Effects

· How to apply effects to various objects

Target Audience:  All Employees

Credit hour: 2

MS Word-Editing and Formatting

Produced by Information Resource Management

Summary:  At the end of this course the student will:

· Know how to use borders, shading, bullets and numbering to set off text

· Know how to copy formatting from one location and applying it to another

· Know how to set up AutoText entries

· Know how to add or change AutoCorrect settings

· Know how to edit a Style

Target Audience:  All Employees

Credit hour: 2

 MS Word –Working with Templates

Produced by Information Resource Management

Summary:  At the end of this course, the student will:  

· Have an understanding of what templates are

· Where templates are stored

· Know how to use the Template Wizard

· Know how to create a simple template

Target Audience:  All Employees

Credit hour: 1.5

MS Word – Mail Merge

Produced by Information Resource Management

Summary:  At the end of this course, the student will know

· Definition of mail merge

· How to create the main document (ie, form letter, mailing labels, etc)

· How to assign a data source, by creating one or opening an existing one

· How to format the output with Merge Fields

· How to use queries

Target Audience:  All Employees

Credit hour: 2

 MS Outlook Exchange

Produced by Information Resource Management

Summary:  At the end of this course, the student will know

· How to view the various folders, ie Calendar tasks inbox

· How to exchange the Outlook work together

· How to create electronic mail with/without attachments

· How to route documents

· How to create appointments and meeting request

· How to change common settings, ie delivery locations, archiving

· How to set up a delegation or access to folders for others to view

Target Audience:  All Employees

Credit hour: 2

Computer Operation- Introduction

Produced by Information Resource Management

Summary: At the end of this class the student will have a basic understanding:

· Personal Computer (PC) terminology

· Proper  “booting up” of the PC

· Working in a windows environment  ( start button and task bar)

· Maneuvering the desktop

· Parts of a window

· Working with windows

· Using the recycle bin

Target Audience:  All Employees

Credit hour: 2

Computer Operation- Intermediate

Produced by Information Resource Management

Summary:  At the end of this course the student will know:

· General PC terminology

· Various file management

· Working with folders

· How to find files

· Manipulating objects

· Etc.

Target Audience: All Employees

Credit hour 2

_____________________________________________________________
Ms Excel- Beginning Charts

Produced by Information Resource Management

Summary:  At the end of this class the student will know:

· The parts of a Excel Chart

· How to change locations of charts within a spreadsheet

· How to use the Chart Wizard for creating simple pie and column charts 

· How to add/remove series

· How to format charts

Target Audience:  All Employees

Credit hour:  1.5

MS Excel – Formulas and Functions

Produced by Information Resource Management

Summary:  At the end of this class the student will have a basic understanding :

· Cell addresses

· Simple formulas

· Complex formulas 

· Relative addressing

· Mixed addressing

· Absolute Addressing 

Target Audience:  All Employees

Credit hour: 2

MS Excel – Building Lists

Produced by Information Resource Management

Summary:  At the end of this class the student will know 

· How to fill a series list

· How to use a data form

· How to sort lists

· How to query lists

· How to use sub-totals

Target Audience:  All Employees

Credit  hours: 2

Patient Education

Patient  Education Shared Decision Making

Produced by VISN 10 Patient Education Council

Self Study Package: 

Summary: Patient and Family Education is a patient and family right and staff responsibility.  The VISN 10 Patient Education Council has developed this module on Patient and Family Education to provide the opportunity for staff to learn the principles and strategies for effective patient and family education.  This module is designed as a computer based training with one hour of education credit awarded as the student passes the module test in the SynQuest Education Tracking System. 

Target Audience: All Employees

Credit hour: 1

Patient  Education Health Belief Model 

Produced by VISN 10 Patient Education Council

Self Study Package

Summary:  Patient and Family Education is a patient and family right and staff responsibility.  The VISN 10 Patient Education Council has developed this module on Patient and Family Education to provide the opportunity for staff to learn the principles and strategies for effective patient and family education. This module is designed for self-study with one hour of education credit awarded as the student passes the module test in SynQuest Education Tracking System. 

Target Audience: All Employees

Credit hour: 1

Patient  Education Assessment of barriers to learning 

Produced by VISN 10 Patient Education Council

Self Study Package

Summary: Patient and Family Education is a patient and family right and staff responsibility.  The VISN 10 Patient Education Council has developed this module on Patient and Family Education to provide the opportunity for staff to learn the principles and strategies for effective patient and family education.  This module is designed as a computer based training with one hour of education credit awarded as the student passes the module test in the SynQuest Education Tracking System. 

Target Audience: All Employees

Credit hour: 1

Patient  Education Helping Relationships with Customers 

Produced by VISN 10 Patient Education Council

Self Study Package

Summary:  Patient and Family Education is a patient and family right and staff responsibility.  The VISN 10 Patient Education Council has developed this module on Patient and Family Education to provide the opportunity for staff to learn the principles and strategies for effective patient and family education.  This module is designed as a computer based training with one hour of education credit awarded as the student passes the module test in the SynQuest Education Tracking System. 

Target Audience: All Employees

Credit hour: 1

Patient  Education Selection and Development of Patient and Family Education Resources

Produced by VISN 10 Patient Education Council

Self Study Package

Summary: Patient and Family Education is a patient and family right and staff responsibility.  The VISN 10 Patient Education Council has developed this module on Patient and Family Education to provide the opportunity for staff to learn the principles and strategies for effective patient and family education.  This module is designed as a computer based training with one hour of education credit awarded as the student passes the module test in the SynQuest Education Tracking System. 

Target Audience: All Employees

Credit hours: 1

Enhancing Patient Education


Produced by: Synquest Technologies

Summary: This course offers education on enhancing patient education.

Target Audience: All Employees
Credit hours: 1
Technical Skills

Control Point User Trainer

Fiscal / AM&M

Summary: This course will provide you with general knowledge of management and utilization of VISTA control point clerk menus. 

Target Audience Control Point User/ Clerks

Credit hour: 1

ADPAC Coordinator Training

VAOPC IRM Department

Summary: Automated Data Processing (ADP) Coordinator’s are the first level troubleshooter for hardware/software issues for users in your service as well as manage the access to Vista packages for their service.  This training allows the user to receive the tools needed to complete this job function.

Target Audience: ADP Coordinators

Credit hours: 8

Computerize Patient Record System (CPRS)

VAOPC Clinical Coordinator

Summary: This course will provide the learner with general knowledge of computer programs to document patient treatment and activities. This program is used to document lab data order prescriptions and consultations. 

Target Audience: Clinical Staff

Credit hour 2

Credit Card Holder Training

Produced by: VA O AM&M

Summary: This course will provide you with general knowledge of the federal guidelines for credit card use, and purchase card user menu in VISTA. 

Target Audience: Credit card holders

Credit hour: 1

Basic Life Support (BLS) Training CPR

Produced by the American Heart Association

Summary: BLS maximizes the chances of survival of victims of heart attack, stroke and cardiac arrest.

Target Audience: Health Care professionals

Credit hours: 4

AM&M Manual Training

Produced by: See Chief of AM &M

Summary: The series of tests are based upon the AM&M training manual.

The tests, which coincide with the manual, are in SynQuest.

Target Audience: AM&M

Credit hours: TBD

Personal Mastery

Seven Habits of Highly Effective People

By Stephen Covey

Summary: A provocative and worthwhile book, loaded with sound advice on how to manage our institutions in a world in which the old ways do not seem to work.  Steven Covey, respected authority realizes that true success encompasses a balance of personal and professional effectiveness.  So this book is a manual for performing better in both arenas.  

Target Audience: All Employees

Credit hour TBD

Cardiovascular Health Problems

Produced By SynQuest Technologies




CBT

Summary:  This computer based program gives the provider four scenarios that review cardiovascular health.  This programs focus on the basic concepts and skills require for caring for patients with health problems affecting different body systems.

Target Audience: Health care providers

Credit hour: 4

Case Management if the VA

By Employee Education 

Summary:  VA care management is an organized approach to reducing variation in the provision of healthcare services so that the right care is provided in the right way at the right time in the right place for the right cost each and every time. The Care manager must be competent in clinical assessment, prioritization, organization, and coordination of services.  The intent is to provide greater customer satisfaction, care management may or may not lower the cost of care. 

Target Audience: Care Managers

Credit hours: TBD

Idea Marketing 

Videotape by Seth Godin

Summary:  This videotape program will present marketing strategies for product distributions. The author designs a mechanism for implementing the strategies for a successful business plan. 

Target Audience:  All Employees

Credit hours: TBD

Beyond Black and White narrated  by Eddie Albert

Produced by Motivational Media

Summary:  This videotape program will present an in depth examination of behaviors which show prejudice toward minorities and women.  This videotape has been shown in the courses on cultural diversity. 

Target Audience:  All Employees

Credit Hour:  15 minutes

More Than a Gut Feeling III

By American Media 

Summary:  A lot of employee turnover results because that gut feeling that assumption that intuition just wasn’t very accurate.  This book will introduce you to the practice of behavior-based interviewing.  The concept of behavior –based interviewing is simple.  Your interview questions target the candidate’s past job behavior…, because past behavior is a reliable predictor of future performance.  

Target Audience: All Employees

Credit Hour:  32 minutes

Federal Benefits Learning Maps

Root Leaning INC. Department of Veterans Affairs

Summary:  In this learning map session, you will explore the benefits available to the veteran.  The primary audience for this map is the veteran.  The secondary audience is anyone who can help the veteran with these benefits.  The more the veteran and those who serve the veteran know about benefits, the easier it is for them to obtain these benefits.  The better we serve our veterans, the better we serve our country. 

Target Audience:  All Employees

Credit Hour: 1

From Surviving to Thriving A Philosophy for Personal and Professional Growth.

By Root Learning  Inc. Department of Veterans Affairs

Summary:  In this Root Map session, you will look at changes occurring in our personal and professional lives that are affecting our careers and how we work.  Since all of us, collectively, are the organization’s most valuable asset, we will explore the High Performance Development Model (HPDM) which has been created for all employees to help us discover how to change and develop the skills necessary to thrive in our personal and professional lives.  

Target Audience:  All Employees

Credit Hour:  2











The Power –Dead- Even Rule

By American Media 

Summary:  The purpose of the Power-dead-even rule program is to promote the best possible communication between men and women in the workplace.  As we move between male and female cultures, we sometimes have to change how we behave; (We need to “speak” the language of the other gender) if we hope to make people understand what we want and need from them in any given situation. 

Target Audience:  All Employees

Credit Hour:  36 minutes

_____________________________________________________________
HPDM Core Competencies  (8 videotape series)

By Employee Education System 

Summary:  The 8 tape series is a partnership with all VA employees to achieve these goals.  We believe these tapes help all employees and the VA in working toward a successful development of a highly skilled, customer-focused workforce for the 21st century. 

Target Audience:  All Employees

Credit Hour:  1.25

First Break all the Rules

Produced by Marcus Buckingham

Summary: This book is the first to present findings of the Gallup Organization in-depth study of great managers across a wide variety of situations. The book presents essential measures to prove the link between employee opinions and productivity, profit, customer satisfaction and the role of turnover.

Credit hours: TBD_____________________________________________

Flexibility/Adaptability
Thriving on Chaos

Author Tom  Peters

Summary:  A provocative and worthwhile book, loaded with sound advice on how to manage our institutions in a world in which the old ways do not seem to work.   May 1991   (736 pages paperback)

Target Audience:  All Employees

Credit Hour: TBD

Conflict Resolution Satellite Program

Department of Veterans Affairs

Summary: The inability to constructively resolve conflict and differences takes a high toll on the workplace.  Having a process to bridge gaps, and collaborate successfully together is critical.  In this seminar, participants will develop an understanding of the driving forces behind conflicts and how to get beyond positions to create solutions. 

Target Audience: All Employees

Credit Hour: 3

New Employee Computer Orientation: 

By IRM Department

Summary:  An initial computer class to introduce the new employee to the menus in the computer and simple steps in how to navigate the programs. Vista and personal computer access is needed to complete this course. 

Target Audience:  New Employees

Credit Hour: 2

Hour:  2

Managing Change

By Spencer Johnson

Summary:  Viewers will learn how to express complex ideas in simple terms as Dr. Johnson has skillfully done in each of his best-selling works from the “manager” Johnson will share the moving stories behind this profound parable. 

Target Audience: All Employees

_____________________________________________________________
It’s a Dogs World

By CRM Library

Summary:  This is the painfully funny story of Bob and his dog Max. They are both injured on a morning jog.  One goes to the vet while the other sees a physician.  The dog is lovingly welcomed, lovingly treated (immediately) and lovingly released with complete healthcare instructions for his owner. Bob waits hours, has a rude receptionist etc. and leaves about eight hours later vowing to never return. 

Target Audience:  All Employees

Credit Hour:  20 minutes

The Fish 

By ChartHouse International Learning Corporation 

Summary:  Some people think play is the opposite of work.  You’re either playing or working.  Playing at work is usually done on the sly.  It’s considered unproductive, unhelpful, and unprofitable.  Every day the Pike Place Fish guys prove that wrong.   

Target Audience: All Employee

Credit Hour:  15minutes videotape/workbook 1 hour

Organizational Stewardship

EEO Process Update

David Grabosky EEO Manager

Summary:  An overview and review of the EEO complaint process. The Videotape reviews the content of the complaint process and the deadline. 

Target Audience: All Employees

Credit Hour:  1 hour

Institute For Healthcare Improvement: (IHI) Waits and Delays

Veteran Health Administration

Summary:  This videotape gives an overview of the IHI process and allows the customer to explain the success of this program in the VA system.

Target Audience:  All Employees

Credit hour:  1

Who Moved My Cheese?

By  Spencer Johnson: Kenneth Blanchard

Summary:  Change can be a blessing or a curse, depending on your perspective.  The message of who move my cheese? Is that all can come to see it as a blessing, if they understand the nature of cheese and the role it plays in their lives. 

Target Audience:  All Employees

Credit Hour: TBD

VA Ethics Training Module

Produced by The Office of General Counsel



CBT
Summary: The purpose of this training module is to enable you to satisfy your annual ethics training required by reviewing the questions and answers provided. The course gives common scenarios and poses questions as it relates to ethical conduct.

Target Audience: All Employees

Credit hours: 1

VA Ethics Satellite Training

Produced by EES

Summary: Ethics

Target Audience: All Employees

Credit hours: 

ADR Alternative Dispute Resolution

Produced by SynQuest Technologies




CBT

Summary: Mediation is a cost effective way to resolve disputes and avoid costly litigation or other adversarial processes. The Term ADR is a phrase that makes a reference to a number of problem solving methods that are used in preference to litigation (going to court). The use of theses alternatives has been encouraged for a long time.

Target Audience: All Employees

Credit hours: 1

Compliance and Business Integrity

Produced by SynQuest Technologies and customized by the VAOPC Staff


Summary: The purpose of this training module is to raise awareness that the Federal Government has begun to investigate instances of fraud and abuse in health care organizations nationwide to put an end to any and all illegal practices.


Target Audience: All Employees

Credit Hours: 1 

Mediation Zone

Produced by the Office of Resolution Management

Summary: This 30-minute video serves as an introduction to the mediation process. Each stage of the process is explained and demonstrated so that VA employees will have a better understanding of mediation as a tool for resolving workplace disputes.

Target Audience: All Employees

Credit hours: 1

System Thinking

Serving The Veteran As One VA

Department of Veteran Affairs

Summary:  The content of this program is to help you provide an overview of VA and its programs to new and existing VA staff.  VA is striving to provide seamless service to our veterans and their families.  

Target Audience: All Employees

Credit Hour: 

1001 Ways to Reward Employees     



Classroom

By Bob Nelson

Summary:  With 1001 Ways to reward Employees, praising, recognizing and rewarding employees just became a little easier.  You can now provide the rewards and recognition that people in your life so richly deserve.  Bob Nelson shows you when an how to use rewards to get the most from every employee. 

Target Audience:  All Employees

Credit Hour: TBD

1001 Ways to Take Initiative At Work    



Classroom

By Bob Nelson

Summary: In most cases, this book is designed to help inspire and lead you on your journey.  In it you will find many real-life examples that can encourage you to take charge, and practical tools and advice for helping you better yourself and the place where you work. 

Target Audience:  All Employees

Credit Hour:  TBD

The Quest for Excellence Learning Map



Classroom
RootMap 

 Summary:  Today’s customers have increasingly high expectations and now, more than ever, we have greater competitive threats.  Several trends are creating sweeping changes for our organization and our industry.  In this session we take a look at how we must respond so we can achieve our goals and succeed in the future.  The Baldrige criteria will help us reach our destination. 

Target Audience:  All Employees

Credit Hour: 1

Coaching and Mentoring
Coaching for Career Enhancement


One on One Session

VISN 10 Building Coaching Partnerships following the HPDM Model

Summary: This is a one on one coaching program developing partnerships between coaches and employees for their mental learning and development. This Coaching Model is a needs based model (needs of the organization, needs, needs of the coach and needs of the employee). However, the employee is ultimately responsible for his or her own career.

Target Audience: All Employees

Credit Hour:

Mentoring Self Study Handbook




CBT
Developed by the VISN 21 Sierra Pacific Network

Summary: This course reviews the role of the mentor in a mentoring relationship. Mentoring is a key element of the HPDM model and is essential in the VA Values and cultural norms. Mentoring assists the employee, to learn the values of the organization and develop the skill, knowledge, and attitude to be successful in their job.
Target Audience: All Employees

Credit Hours: 1

Mentoring Program Overview

Designed by the VAOPC Mentoring Committee


CBT

Summary: this course is designed to improve awareness of the mentoring program in career and personal development through education, counseling and the spirit of total quality improvement.

Target Audience: All Employees

Credit Hour: 1

Coaching and Mentoring Skills for Management and Supervisors

Designed By VAOPC Mentoring Committee


CBT

Summary: The purpose of this training is to prepare managers and supervisors for a role in which their behavioral emphasis will be coaching and mentoring rather than traditional top-down directive process.

Target Audience: Supervisors and Managers 
Credit Hours: 1

Customer Service

Survey of Healthcare Experiences of Patients (SHEP)

Produced by the Goalsharing Team  Black SHEP Squadron 
CBT

Summary: The purpose of this training is to raise employee awareness of the Survey of Healthcare Experiences of Patients (SHEP). This survey is the means by which we learn the level of satisfaction out patients experience in their visits to our facilities.

Target Audience: All Employees

Credit Hours: 1

VHA Privacy Policy Training

Produced by Employee Education System




CBT

Summary: The course is an Internet based computer training to increase employee awareness of the Health Information Portability and Accountability Act (HIPAA). The purpose of this training is to provide the participants with the required knowledge of the VHA privacy policies, including those resulting from the HIPAA. This is required training for all current VHA employees.

Target Audience: All Employees

Credit Hours: 1___________________________________________-

Malcom Baldrige Healthcare Criteria for Performance Excellence

Produced by: 






     CD/Rom

Summary: This interactive CD/Rom provides an introductory overview to criteria for the Malcom Baldrige National Quality Award and how to use these criteria to improve our organizations. It is not about the award, nor about winning it. This information can help you interpret and use the criteria to identify your strengths and opportunities.

Target Audience: All Employees

Credit Hour: 1___________________________________________

The Deep Dive: One Company’s Secret Weapon for Innovation 










Videotape

Produced by:
Films for the Humanities and Sciences

Summary: A demonstration of a highly effective form of brainstorming called the “Deep Dive” . Deep dive is a form of focused chaos used to redesign a shopping cart through a process of enlightened trail and error.

Target Audience: All Employees

Credit Hour: 1/2

___________________________________________________________

Stress and Aggression in the Workplace










Videotape

Produced by: EES Satellite Program

Summary: This video is describes results and best practices from the Stress and Aggression in the Workplace project. Viewers will see illustrations from various VA sites and perspectives on how to use data collection as a tool for action teams. Special emphasis will be placed on how to collect and use employee interviews and discussions (qualitative data) to gain a greater understanding and appreciation from the employees’ point of view. This broadcast is a stand-alone educational activity, requiring participant viewing only.

Target Audience: All Employees

Credit Hours: 1___________________________________________

Treating Veterans with Care     




Classroom

Produced by: Employee Education System (EES)

Summary: Customer relations are an important message of the Treating Veterans with C.A.R.E. program. The C.A.R.E. program is designed to enhance the ability of staff to communicate effectively and compassionately with veterans in health care settings and can be used to support customer service training.

Target Audience: Frontline staff who are involved in everyday interactions with veterans

Credit Hours: 8

Patient Safety Requirements 

Revised:  A Partial List of Training, Committees and other Types of Involvement that meet the Patient Safety Requirements.

1. Risk Management Activities

Training for and conducting of Boards of Investigation, Chart reviews of Adverse Events

Peer review Activities, Review of  Tort Claims, Root Cause Analysis, participation, Root Cause Analysis Training, Bar code Medication Administration training, Focused Reviews, Fall reduction / analysis committee/ teams,  Activities focusing on management of disturbed, violent or problem-prone patients, training about system thinking, Legal issues training, including medical record documentation, Training for Patient Representatives and Patient Advocates about Handling complaints. 

2. Quality Management Activities:

Process Action Team meetings, Performance Improvement Group meetings,  PI activities that focus on system redesign or system evaluation, Quality Council meetings, Quality Management Meetings at service, medical center or VISN Level. Clinical Practice Guideline meetings or training, Clinical pathway implementation meetings or training.

3. Environment of Care activities:

Environment of Care  rounds, annual workplace evaluation, Annual Fire safety training,  Annual Life Safety Training, Annual emergency preparedness Drills or Mock Disasters, Training or committee meetings about hazardous Materials or Radioactive Waste. Training about Violent Behavior prevention, Most in-service education at environment Management (ie wet floors, terminal cleaning of rooms, etc.)  Back training, Safe lifting practices,  safe lifting and moving. Use of Personal Protective Equipment (PPE) to avoid TB Risk.  Blood-borne Pathogen and Avoidance of  needlestick injury, In-service training for supply personnel, including effective sterilization techniques, storage of supplies, and safe handling. 

4. Standing Clinic Committees on Patient Safety:

P & T Medication error review, medication administration , infection control activities including, Meetings of Professional review Boards to review credentials and recommend privileges of practitioners, including medical nursing rehabilitation, pharmacy and any other. 

Advisory and standardization committees for supplies and equipment standardization. Medical Record Committee as it relates to accurate documentation, Ethics committee meetings and ethics related training including informed consent and other topics.  Staff Page review by CPR Committees, Clinical Practice Issues, quality improvement issues or nurse-pharmacy issues. 

Educational Programs 

BLS, Heart saver, and ACLS training or review. Nutrition and Food Services as it relates to food allergies, food and drug interactions, Age Specific competencies and Training. All Pharmacy-based in-service training for pharmacy. All training in review of practice, including adverse reaction, safe dosing, and modification of doses in the elderly. All training on clinical topics for physicians, nurses, and allied health professionals.  All CME, CEU and contact hours, Equipment competencies, Nurse competency such as pain

Management, mediation management, wound care, suicide risk, defibrillator use, and glucometer competency.

Training for information security, confidentiality of the patient record, and handling  of patient information. Conscious sedation training, Learning map training in quality and delivery of care. All training in the Pathology and Laboratory Services concerning with safe handling of samples and specimens equipment devices, ancillary testing, and performance improvement. 

Continuing Education Fact Sheet

The following course categories should be considered when selecting educational requirements.

Technical Skills: Courses related to data acquisition, manipulation, storage, reporting or transmission. (i.e. computer classes)

· Seek and use knowledge and skills that are necessary to perform your job

· Understand the processes, methods and technologies related to ant assignment

· Demonstrate practical and technical information

· Evaluate the outcome of your work

· Keep current on new developments in your field area

· Use available technology effectively (voice mail, automation, software)

Customer Service: Courses that provide staff awareness about, or processes to improve services to their customers. The word “customers” is defined as either internal or external.

 (i.e., “Integrity”)

· Understand that customer service is fundamental to our work

· Be a model of commitment to customer service

· Understand and meet the needs of internal customers

· Manage customer complaints and concerns efficiently and promptly

· Plan your work so that it is responsive to your customers needs

Employee Orientation: Courses that are provided to staff, as they become part of the organization and or related department. (i.e., New Employee Orientation)

Personal Mastery: Courses related to developing, improving or maintaining optimum job skills of employees.(i.e., Radiology inservice)(Dealing with yourself).

· Assume responsibility for your own personal development and career goals

· Maintain a balance between your work and your personal life

· Take time to reflect on what satisfies you.

· Manage yourself realistically, including time and physical/emotional health

· Seek opportunities for continuous learning

· Improve your skills, knowledge and behavior as a result of evaluation and feedback

· Learn from setbacks or failures as well as from the successful efforts

System Thinking: (Putting it “together”) Courses related to providing staff information in the area if management and leadership skills. Courses pertaining to understanding the “big picture”, understanding the pieces of the system and how they relate to each other (i.e., Learning Maps).

· Understand the complexities of VA healthcare and how it is delivered

· Recognize the results that specific actions have on other parts of the system

· Think in context

· Know how your role relates to the “big picture”

System Thinking Continued

· Demonstrate an awareness of the purpose, process, procedures and outcomes of your work

· Ask questions that help others think in broader context

· Encourage joint efforts

Organizational Stewardship: (Accepting accountability) Courses designed to provide staff information related to organizational changes, performance improvement and Equal Employment Opportunity (EEO) (i.e, Town Meetings).

· Demonstrate commitment to people

· Empower others

· Trust others

· Support life long learning

· Accept accountability- for yourself, others and the organization’s development

Employee Safety: Courses related to providing staff with skills and information regarding health and safety (i.e., Lifting Safely).

· Emergency Preparedness



· Hazardous Materials

· Fire Safety

· General Safety

· Tuberculosis 

· Blood Borne Pathogens

Patient Safety: Courses, which meet the performance standards for patient safety, which provide training in the following areas:

· Risk management activities

· Quality management activities

· Environment of care activities

· Standing committees with functions that deal with patient safety

· Educational programs that meet patient safety criteria

Infection Control: Courses related to providing staff with information regarding patient care (i.e., Omen).

· Multidrug Resistant Pathogens

· Bloodborne Pathogens

· Transmission Based Precaution

· Tuberculosis

· Standard Precautions

Patient Care: Courses related to providing staff with information regarding patient care. (i.e., Omen)

· Patient Restraints

· Introduction To Micro Soft Word

· Introduction To Micro S Powerpoint

· Micro Soft Outlook Powerpoint using Transitions

· Micro Soft Word–editing and formatting

Interpersonal Effectiveness: Courses based on building and sustaining relationships, resolving conflicts, handling negotiations effectively and developing collaborative working relationships. (i.e., Cultural Diversity).

· Build and maintain positive relationships

· Handle conflicts and negotiations effectively
· Develop trust and respect

· Collaborate and work well with others

· Show sensitivity and compassion for others

· Be sensitive to people of different cultures

· Encourage staff input in making decisions

· Recognize and use ideas from others

· Communicate clearly when speaking and writing

· Actively listen to others

· Honor your commitments and promises

Flexibility/Adaptability: (Becoming comfortable with the unpredictable) Courses concerning the ability to adapt quickly to change and to accommodate new situations and realities (i.e., Mentoring).

· Respond positively to new or changing situations

· Be comfortable with ongoing change

· Handle multiple tasks simultaneously

· Seek and welcome other people’s ideas

· Remain calm in high –pressure situations 

· Make the most of available resources

Creative Thinking: (Reaching outside the box) Courses designed to promote creative problem solving, risk taking and acting innovatively (i.e., Brainstorming sessions for improvement.)

· Consider new ideas and approaches

·  Be willing to suggest or try new ideas

· Look beyond the “VA way”

· Be willing to take risks

· Challenge assumptions

· Solve problems creatively

· Demonstrate resourcefulness

· Value and support others who are willing to go out if “the box”
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