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ANNUAL POLICY AND TRAINING REQUIREMENTS
I.
PURPOSE:


To provide guidance to employees and supervisors about the review of policies and training which are required on an annual basis. 

II.
SCOPE:

Department wide.

III.
POLICY:


A.
Annual Policy Reviews

Each calendar year, employees are required to review the following Administrative policies and sign corresponding agreements or acknowledgements. 

1.
Policy 7.3/Overtime and Attachment 7.3A/Overtime Advisement and Acknowledgement;

2.
Policy 11.6/Code of Conduct – Confidentiality Information and Attachment 11.6A/Confidentiality Agreement;

3.
Policy 11.7/Outside Employment and Attachment 11.7A/Outside Employment Request or 11.7C/Annual Update – Outside Employment Request; 
4.
Policy 11.11/Conflict of Interest and Attachment 11.11A/Statement of No Conflict of Interest; and
5.
Policy 22.5 Portable Electronic Device Policy and 22.5A/Custodial Agreement.  This agreement is to be signed initially and when devices are changed or added.

In order to assist employees and supervisors with the task of annual policy requirements, an Annual Policy Review Checklist (Attachment A) has been developed. Supervisors will review this checklist with their employee(s) each calendar year. In addition to the review of the policies, the checklist contains a section which requires the employee’s signature acknowledging that s/he is aware of the location of the Administrative Policies and that s/he understands that s/he will be held accountable for compliance with all policies and procedures. 


Once this checklist has been reviewed and signed, the original copy of the checklist and corresponding agreements/acknowledgements are filed in the employee’s working personnel file maintained in the Unit. Copies may be provided to the employee for his/her records. This checklist and its attachments may be requested by the Office of Human Resources on an as needed basis as supporting documentation in the event of disciplinary action. 


B.
Annual Training Requirements


Each calendar year, employees are required to complete on-line training sessions. The required on-line sessions can be found at http://dhssnet/Training/index.html or on the DHSS Intranet site under “Training and Support”, then clicking on the topics listed under “Required On-Line Training”. See Administrative Policy 9.2 for further information.


C.
Other Requirements


            Employees must update the Skills Assessment Survey at least annually and more 
                        frequently if directed by management. This survey provides the Department with 
                        valuable information regarding the skills employees possess that may be utilized
                        to assist in efficiently allocating or reallocating staff during situations that merit
activation of the COOP plan.  The Skills Assessment can be found on the DHSS Intranet under the Employee Information icon.
Supervisors should ensure that they have updated personal and emergency contact information from each employee at least annually, and as information changes throughout the year. The employee should provide his/her personal telephone number(s) for use in the event of a work-related emergency; names and telephone numbers of those to be contacted in the event of an emergency; and a current mailing address for use by the Office of Human Resources. The work unit should retain a copy of this information in a confidential file and forward a copy to the Office of Human Resources for the official personnel file. This information can be easily updated through use of the Employee Information Update form located at the following link - 
http://dhssnet/employeeinfo/
.
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