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HR 5 – Annual Education Programs

Effective Date: October 28, 2013
Last Date Revised: October 28, 2013

Policy
AbleNet offers a program of education at no charge to their employees that provide educational opportunities to supplement their knowledge. 

In addition to our in-house training, AbleNet allots $250.00 per full time employee per fiscal year for continuing education. This allotment must be used to achieve personal and professional growth that will directly improve efficiency at AbleNet. Development goals are set together with the employee and the immediate supervisor based on individual employee goals.

Full-time regular employees are eligible to participate in this program upon completion of their introductory period. For new employees, the dollar amount is prorated on the fiscal year based upon completion of your introductory period. Assistance must be made and approval received prior to registration for the course or the purchase of educational materials.

Procedure
AbleNet has created an annual educational calendar that includes a variety of methods of education. These can include:
· Audiovisual presentations
· Teleconferences
· Workbooks with post-tests
· On-line educational programs
· Live in-service presentations by staff and outside speakers/experts
· Participation in workshops and conferences

AbleNet provides at least six (6) hours of education annually, which, at a minimum, include the following topics:
· OSHA
· Blood borne pathogens and infection control practices
· Fire and electrical safety
· HIPAA
· All new products or services AbleNet begins to provide

AbleNet periodically reviews any state or payer requirement for educational programs, and updates its program to include any additional topics.

All educational programs are documented (as applicable) with the date presented, presenter, content/outline, attendees (signature) and any pre- or post-tests completed. Records of attendance are kept on file for at least the current year and prior three-year period.

Any requirements staff members have for continuing education for licensure or certification are not included in this requirement.
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