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	A.       GENERAL STATEMENT OF POLICY:
            Statement of Purpose:  To familiarize all clinic employees, including temporary, relief, staff, and volunteers 

            with the clinic’s policy and procedures prior to independently assuming job responsibilities.
B.         SCOPE:  This policy covers Psychiatry.
C.         ADMINISTRATION & PROCEDURE:
            a)  Orientation of Staff
                  1.  All staff and volunteers will receive an orientation prior to beginning job responsibilities.

                       Orientation will include:

· Client rights

· Client grievance procedure

· Confidentiality of client identifying information

· Client/child abuse, neglect, and exploitation

· Staff and volunteer conduct

· Emergency and evaluation procedures

· Duties specific to job responsibilities

· Program philosophy and treatment methods

· Policy and procedure manuals

                   2.  Orientation will be documented and filed in the personnel file.

                   3.  Orientation of staff is the responsibility of the Clinical Administrator.

                   4.  See SOM 3:13.13 for Orientation of Nursing Staff.
D.        DISTRIBUTION:  This policy shall be distributed to Psychiatry.



