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I. Purpose  

The purpose of this procedure is to establish uniform safety and security orientation guidelines for non-full time, non-permanent employees to participate in prior to providing service. The orientation shall be appropriate to the service provided followed by additional training as needed (JCRF-1D-13; JTS-1D-13, 4-JCF-6E-13). It acquaints the employee to their work environment and the overall safety and security operations of the facility. The orientation shall occur prior to services being rendered. This procedure also establishes annual training requirements for these employees.

Applicability

This procedure applies to all non-full time non-permanent employees working for the Ohio Department of Youth Services.  

Definitions 

Non-Full Time Non-Permanent Employee (NFNP)- An individual hired by the Department to provide specified services for a limited duration. These employees include but are not limited to volunteers, contracted employees (not to include independent contractors), temporary agency employees, college interns (paid or unpaid), researchers, and substitutes.

Training Officer/Coordinator - The employee, by job description or assignment, who oversees the development, delivery, monitoring and documentation of training. This may be a person assigned to act for or in place of the Training Officer/Coordinator. 

Procedure  

A. Orientation Guidelines

1. The Training Officer/Coordinator and the immediate trainee’s supervisor shall develop and provide standardized Pre-Service training and its associated training materials, as approved by the site manager, in collaboration with the central office senior staff member.

2. The site business manager, through guidance from the Legal Division, shall ensure that the Pre-Service training program requirements are outlined in the vendor contract.

3. The site business manager and/or personnel officer shall timely notify the site training officer of the NFNP employee’s start date.  

4. All NFNP employees who are hired to perform a service on a long-term basis must complete the prescribed three-phased Pre-Service Training Program, which must be completed before the employee begins service. Phase I of this training, preferably conducted online,  shall include at a minimum the following topics and related policy areas: 

a. Department Mission Statement 

b. Ethics

c. Adolescent Development

d. Positive Youth Interaction

e. Verbal Strategies

f. Personal Safety

g. Incident Reporting 

h. Employee Dress and Grooming- depending on the service type  (Personnel 103 policy series)

i. Confidentiality

5. Phase II training is called Site Specific Training. This training includes hands-on personal safety techniques and a review of local operating procedures. NFNP Employees who will never come in contact with youth are not required to complete the personal safety techniques portion of this training. The content and length of this training will be determined based on the magnitude of service duties and those areas that the supervisor and site manager deem necessary to successfully perform the service duty. Some examples of content may include:

a. Overview of Facility Security (Key and Tool Control, Youth Movement, Searches, Contraband, etc.)

b. Accountability Procedures

6. The NFNP employee must complete Phase II within the first 15 calendar days after service begins. 

7. Phase III training is called On-the-Job training. This training outlines the specific job duties required of the employee to successfully deliver the service. The NFNP employee must complete this training within 15 calendar days immediately following Phase II. 

8. For those employees who are called to perform a service on the same or next day on a very short-term basis (e.g. less than 1 week) and most likely will not return until called again at a later date, this Pre-Service program (which includes Site Specific and OJT training phases) is not required. However the employees performing service at the institution must participate in a safety and security overview, conducted by the DYS supervisor or designee, before proceeding to their assigned work area. The content of this review must be approved by the Training Academy prior to implementation. Upon successful completion of the review, these employees must be escorted on grounds at all times and may not have unsupervised contact with the youth. The supervisor shall document that this review has been completed.
9. If an employee was hired to provide services on a short-term basis, which negates their Pre-Service training requirement, and is unexpectedly needed to continue service beyond one week, the Training Officer and Business Manager shall make arrangements for the service employee to complete all three phases of the Pre-Service training program.

10. Additional Pre-Service topics may be required at the discretion of the Site Manager. The training curriculum for all phases must be in accordance with training guidelines set forth by the Training Academy.

11. Upon completion of all three phases, the supervisor, in collaboration with the site manager and Central Office senior staff member and according to the work standards and service duty requirements, shall ensure that the NFNP employee is ready to perform his/her duties independently.  The NFNP employee shall sign an Acknowledgment of Orientation for Non Full Time Non Permanent Employees (ODYS Form 104.01.13.J) to be kept in his/her employee training file (separate from the full time permanent employees files) along with the copy of the signed Declaration of Understanding (ODYS Form 104.01.13.K), in the Training Department/Office. The Training Officer shall also provide the employee with a Pre-Service training completion certificate.

12. When a NFNP employee is hired into a full time permanent position in DYS, he/she is required to complete all phases of the regular Academy Pre-Service training program.

B. Annual In-Service

1. NFNP employees may attend job specific annual training as required by the DYS supervisor, Site Manager and Central Office staff member to ensure the employee is performing at the acceptable level of the current standard of DYS operations (e.g. changes in security of a facility could necessitate a mini-training session for a contracted nurse).  These employees will also have the option, which may be highly encouraged if it is relevant to their job duties, of attending any of the local sites’ or agency training sessions (e.g. mandates).

C. Local Procedures

1.   Each site shall create a local procedure which clearly outlines the Pre-Service training program requirements for each NFNP classification (to include a training agenda and schedule), safety and security overview process, and documentation requirements.

Attachments

· 104.01.13.J Acknowledgment of Orientation (Temporary Agency Employees)

· 104.01.13.K Declaration of Understanding
Monitoring

This Standard Operating Procedure (SOP) requires that all persons identified in the applicability section shall receive training on the approved policy/SOP, to include any revisions made to any part of this policy/SOP, prior to the policy effective date. 

The Division of Human Resources, Deputy Director and Bureau Chief of Staff Development shall monitor and conduct annual review of this Standard Operating Procedure.

Reference

None
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