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NETWORK 2 MANDATORY EDUCATION
1.
PURPOSE:  To define policy, procedure and responsibility for the VA Healthcare Network Upstate New York employee mandatory education program.

2. POLICY:  In compliance with Joint Commission on Accreditation of Healthcare Organizations  (JCAHO), Department of Veterans Affairs (VA), Occupational Safety and Health Administration (OSHA), and other governing agencies, the Virtual Learning Academy of the VA Healthcare Network Upstate New York assures ongoing mandatory education for all employees.  The Mandatory Program includes courses that are: 

a. All–employee, one-time only (e.g. Computer Literacy, New Employee Orientation);

b. All–employee, with annual review requirements (e.g. Infection Control, Ethical Conduct);

c. Specific related to position responsibilities (e.g. Food Service); and

d.
Specific courses deemed essential by a VISN 2 facility or Network/Local Care/Service Line (e.g. Treating Veterans with CARE at the Bath VAMC).

All mandatory courses are designed to reinforce the knowledge and skills necessary to effectively fulfill the organizational mission, vision and goals related to health care support and ensure safety in the environment of care.

3. RESPONSIBILITIES:


a.  The Network Education Council (NEC) insures that all divisions of the VA Healthcare Upstate New York System provide opportunities for all employees to complete designated mandatory programs.  The NEC, in conjunction with the Job Skills Learning Path Managers of the Virtual Learning Academy, insures that the mandatory education program is complete, reviewed, updated annually and available for all employees no later than October of each fiscal year.  For more information about the Virtual Learning Academy and the Learning Path Managers, please refer to Network Memorandum 10N2-18-03, Network 2 Education Policy.


b.  Network Care Line/Service Line Managers:



1.  Provide information about the designated mandatory courses to their front-line supervisors and employees;



2.  Monitor the compliance of staff within their Care/Service Line;



3.  Take appropriate action for failure of staff to comply with requirements;



4.  Designate a staff member within their Care/Service Line to assist the Job Skills Learning Path Managers with program issues.


c.  The Care/Service Line assigned staff member (designee):



1.  Ensures that all mandatory courses sponsored by their Care/Service Line are identified during the annual update process conducted by the Network Education Office;



2.  Ensures subject matter experts and or course instructors complete their course updates as required by August of each fiscal year; and



3.  Works in collaboration with the Facility TEMPO Coordinator and TEMPO Local Unit Coordinators to monitor compliance and report the status of completions to the Care/Service Line Managers.


d.  The subject matter experts and or course instructors: 



1.  Ensure the program pertinent to their specialties is current and meets the requirements of the regulatory agencies and



2.  Provide the Care/Service Line designees an update of their course material by August of each fiscal year.


e.  The Job Skills Learning Path Managers:



1.  Review course content provided by the Care/Service Line designees to ensure sound instructional systems design and



2.  Assist in devising distribution and evaluation methods. 


f.  The local Office of Education works in conjunction with their facility TEMPO Coordinator to ensure the required documentation is available to monitor compliance for mandatory programs.


g.  Supervisors:



1.  Ensure that employees actively demonstrate proficiency in areas of personal and patient safety as well as professional and ethical conduct



2.  Model the behaviors that support the value of the Mandatory Program.



3.  Ensure that employees they supervise complete all required training in accordance with VA Directive and VA Handbook 5015, Employee Development, April 15, 2002.

h.  All employees:



1.  Complete all required mandatory courses during the applicable reporting period e.g. fiscal year, 12-month annual cycle, etc.



2.  Provide documentation of completed training to their TEMPO Coordinator; and



3.  Take personal responsibility for their professional growth and development.

4.  PROCEDURES:


a.  For all mandatory educational courses, subject matter experts/course instructors determine what course content needs to be communicated to staff.  Content experts, working locally with members of the Office of Education staff and their Facility Education Managers, determine various delivery models to ensure that the mandatory requirements are met.  Delivery models to consider are:



1.  Computer based instruction (e.g. Intranet web site, Microsoft PowerPoint, VISTA – using the Computer Assisted Instruction (CAI) option); 



2.  Attendance at a Mandatory Program (e.g. class, Learning Fair); and



3.  Completion of a reading packet.

When designing educational content, multiple delivery methods are used to accommodate different adult learning styles.


b.  Mandatory courses are described as to the intended audience, frequency, educational hours, objectives, evaluation methods, delivery strategies, instructors and, if applicable, citations for the policies that identify the course as required.  This information is entered into the Appendix.


c.  For all courses the employee must complete a form of evaluation in order receive education credit.  This may be a quiz or other acceptable method to ensure an understanding and retention of the course material.  


d.  Education credit is granted only once for a given mandatory course even if an employee should make use of more than one method of instruction during the course of the applicable annual reporting period.  The TEMPO Coordinator must receive all documentation in a timely manner in order to provide accurate reports.  Please refer to (TEMPO) Policy for more information about documentation responsibilities.


e.  Mandatory courses:



1.  Educational courses may be mandated for all employees, those in a particular Network Care/Service Line, facility, Local Care/Service Line, specific individual departments or for groups of employees with particular responsibilities (e.g. food service staff).



2.  One time mandatory courses are designated as required either for all employees or groups of employees.  Examples would include but are not limited to; New Employee Orientation, Mandatory Training for New Employees, Nursing Orientation and Computer Patient Record System (CPRS).  Please refer to the Appendix.



3.  Mandatory Annual Review courses require employees to complete a yearly review. Depending on the program this may be by fiscal year or 12-month review cycle.  New employees completing the one-time initial mandatory courses satisfy the Mandatory Annual Review requirements for the same program titles for that annual compliance cycle.


f.  Revising the Mandatory Program



1.  Changes resulting from VHA directives or accrediting/legislative agencies




a.  A representative within the VISN who is responsible for ensuring the new information is conveyed to the employees presents course details to the Network Education Council.




b.  Proposed implementation plans include: the course description, timelines and instructor resources.  No further approval is required.



2.  Changes at the request of the VISN 2 Network Office or Network Care/Service Lines.




a.  A representative from the Network Office presents course details to the Network Education Officer.




b.  The Network Education Officer reviews and presents the change to the Network Education Council. The NEC will document the changes.



3.  Changes at the request of a specific facility or Local Care/Service Line




a.  A designee from the sponsoring unit will collaborate with the Facility Education Manager.




b.  The Facility Education Manager reviews and presents the change to the local Education Council.




c.  The Facility Education Manager then forwards the course information to the Network Education Council to document the changes.


g.  The Network Education Office, in collaboration with Human Resources Management, has responsibility for administering the Mandatory Program.  Administration of site-specific mandatory programs and job-specific programs that cross all VISN 2 sites will be decided upon in collaboration with the Job Skills Learning Path Managers, the Facility Education Manager and the sponsoring body.


h.  The Office of Education staff works with course developers and subject-matter experts in the department or discipline responsible for developing and managing locally implemented mandatory educational programs.

5. REFERENCES:  VA Directive and VA Handbook 5015, Employee Development, April 15, 2002

6.  RECISSIONS:  Network Memorandum 10N2-151-01, dated October 19, 2001.

7.  FOLLOW-UP RESPONSIBILITY:  Author: William Vincent, Training Specialist, (716) 862-3263 and Network Education Council.

8.  AUTOMATIC RESCISSION DATE:  January 6, 2006










Signed on 7/7/03//



















WILLIAM F. FEELEY










Network Director

DISTRIBUTION:  Network 2 Medical Centers

                            Network Care Line Managers

                            VISN 2 Network Web Site  

VISN 2 Required Education Tentative Listing for FY 2003*
To Be Reviewed and Amended Annually by the VISN 2 Network Education Council 

	TOPIC
	FREQUENCY
	CREDIT
	TARGET AUDIENCE
	VISN 2 Site(s)
	REFERENCE
	COMMENTS

	New Employee Orientation (NEO) includes
	
	
	
	
	
	

	Ethics
	One Time
	.25 hour
	All Employees
	ALL
	38 CFR 0735-1
	

	Alternative Dispute Resolution
	One Time
	.25 hour
	All Employees
	ALL
	EEOC, ORM
	

	EEO/ORM
	One Time
	.25 hour
	All Employees
	ALL
	ORM Letter
	EEO process overview

	Prevention of Sexual Harassment
	One Time
	.25 hour
	All Employees
	ALL
	VHA 1997 Letter,


	

	Union Introduction
	One Time
	.25 hour
	All Bargaining Unit Employees
	ALL
	MP I, Part 2, Ch 410
	

	Patient Abuse/Neglect
	One Time 
	.25 hour
	All Employees
	ALL
	JCAHO
	.

	Drug-free Workplace
	One Time
	.25 hour
	All Employees
	ALL
	Executive Order 12564
	

	Whistleblower Protections/Fair Workplace Treatment
	One Time
	.25 hour
	All Employees
	ALL
	April 1999 Letter From the Under Secretary for Health
	

	Compliance Awareness
	One Time
	.25 hour
	All Employees
	ALL
	National Compliance Officers Plan,
	

	ADP Security
	One Time
	.25 hour
	All Employees
	ALL
	VHA Directive 6210
	

	Confidentiality & The Law 
	One Time
	.25 hour
	All Employees
	ALL
	MI, Pt 1, Ch 9, Para. 9.15 (A)
	Reference: 38 CFR 0.735-15 (VA Standards of Ethical Conduct of Employees

	Employee Health 
	One Time
	.25 hour
	All Employees
	ALL
	Employee Health Regulations
	Includes info on EAP, Hep B vaccine, PPD, Hep C screen, HIV.  

	General Safety 
	One Time
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA
	Needs to cover at least: employee rights to safe work environment, injury & illness reporting, who is the Safety Officer.

	Life/Fire Safety
	One Time
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA, CFR
	

	Emergency Preparedness
	One Time
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA, CFR
	

	Medical Equipment
	One Time
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA
	

	Utilities Management
	One Time
	.25 hour
	All Employees 
	ALL
	JCAHO
	

	Hazardous Materials
	One Time 
	.25 hour 
	All Employees
	ALL
	JCAHO, OSHA, CFR, VHA's PSIP
	Includes MSDS

	Infection Control
	One Time 
	.25 hour
	All Employees
	ALL
	JCAHO, CFR
	

	Patient Safety
	One Time
	.25 hour
	All Employees
	ALL
	JCAHO
	Procedures overview

	Security
	One Time
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA
	

	Violence in the Workplace, Prevention and Intervention 
	One Time


	.25 hour 
	All Employees
	ALL
	JCAHO, OSHA, VHA-IL 1097-006,. 
	Content to include zero tolerance and employee rights.

OSHA rules say specifically what must be covered..

	Performance Improvement
	One Time
	.25 hour
	All Employees
	ALL
	
	

	HPDM Overview
	One Time
	.25 hour
	All Employees
	ALL
	VISN 2 HPDM Plan
	.

	
	
	
	
	
	
	

	New Employee Mandatory Training includes:
	
	
	
	
	
	

	Clinical Ethics
	One Time
	1 hour
	All Employees
	ALL
	JCAHO
	

	Ergonomics
	One Time
	.25 hour
	All Employees
	ALL
	OSHA
	

	Pain Management
	One Time
	.75 hour
	All Employees
	ALL
	Pain Management Council
	

	Patient Abuse/Neglect
	One Time 
	.25 hour
	All Employees
	ALL
	JCAHO
	.

	Patient Safety
	One Time
	.5 hour
	All Employees
	ALL
	JCAHO
	Reporting procedures

	Life/Fire Safety
	One Time
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA, CFR
	

	Emergency Preparedness
	One Time
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA, CFR
	

	Medical Equipment
	One Time
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA
	

	Utilities Management
	One Time
	.25 hour
	All Employees 
	ALL
	JCAHO
	

	Hazardous Materials
	One Time 
	.25 hour 
	All Employees
	ALL
	JCAHO, OSHA, CFR, VHA's PSIP
	Includes MSDS

	Security
	One Time
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA
	

	Violence in the Workplace
	One Time


	.75 hour 
	All Employees
	ALL
	JCAHO, OSHA, VHA-IL 1097-006,. 
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Mandatory ANNUAL UPDATE/REV:
	
	
	
	
	
	

	ADP Security


	Once annually 
	1.0 hour
	All Employees
	ALL
	VHA Directive 6210
	VA Cyber Security Awareness Course.

	Emergency Preparedness
	Once annually
	.5 hour
	All Employees
	ALL
	JCAHO, OSHA
	

	Medical Equipment
	Once annually
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA
	

	Utilities Management
	Once annually
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA
	

	Ethical Conduct
	Once annually
	.5 hour
	All Employees
	ALL
	MPII, Part 5, CH 10, Executive Order, Code of Ethics
	Regional Counsel approved ethics training

	Hazardous Materials
	Once annually
	.25 hour
	All Employees
	ALL
	JCAHO, OSHA
	

	Life/Fire Safety
	Once annually
	.5 hour
	All Employees
	ALL
	JCAHO, OSHA
	

	Infection Control
	Once annually
	1.0 hour
	All Employees
	ALL
	JCAHO
	

	Patient Abuse
	Once annually
	.5 hour
	
	ALL
	
	

	Patient Safety


	One Time
	.5 hour
	All Employees
	ALL
	JCAHO
	All employees to know procedures to report patient safety issues.

	Prevention of Sexual Harassment
	2 hours biannually
	2 hours every 2 years
	All Employees
	ALL
	VHA 1997 Letter,


	

	Violence in the Workplace
	Once annually
	.5 hour
	All Employees
	ALL
	JCAHO, OSHA, VHA-IL 1097-006
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	OTHER Mandatory Education:
	
	
	
	
	
	

	Supervisor Training
	Annual
	4 Hours
	Supervisors
	All
	
	

	
	
	
	
	
	
	


* This listing is provided to illustrate some of the VISN 2 mandatory programs in place to aid in the approval of this policy. The comprehensive list will be provided as an update to the approved policy following the inventory across the VISN of all mandatory educational programs.
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