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POLICY: The Human Services Agency maintains an effective comprehensive training 
and education program to ensure the constantly changing and increasing 
health needs of the public can be met. It is the responsibility of each 
employee to obtain the necessary continuing education hours as required by 
the position. 

PURPOSE: To provide necessary training and education for staff members to enable 
them to fulfill the responsibilities of their positions.

To increase knowledge and technical skills of staff members. 

To increase staff member competency in a specific area of practice. 

To provide staff members with current healthcare information. 

To promote an environment conducive to the acknowledgement and 
acceptance of innovative ideas and programs by staff members. 

To promote staff retention through the provision of training and 
educational requirements. 

PROCESS:  The Human Services Agency’s educational components include the 
following: 

o Orientation: The means by which new staff members are introduced to
the philosophy, goals, policies and procedures, role expectations, and
special services in a specific work setting.

o Annual Training: All Public Health staff are required to participate in
annual training that will include; Customer Service, Occupational
Safety and Health Administration (OSHA), Health Insurance Portability
and Accountability Act (HIPAA), Cultural Diversity/Competency, Title
VI, Health Literacy, TB and Preparedness.

o Continuing Education: Any organized planning program in which
learning experiences are designed to build upon previously acquired
knowledge and skills.
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o In-Service Education: Any instructional or training program provided
by the agency in the work setting that is designed to increase its staff
members' competence in a specific area of practice.

o Incidental Learning: Opportunities in the work environment that may or
may not be preplanned by providing learning experiences that build
upon previously acquired knowledge and skills.

o Patient Education: Educational programs and services developed for
patients and families.

o Community Education: All educational programs, seminars,
conferences, and forums that are developed by the agency, or by the
agency in collaboration with other related agencies, and are open for
public participation.

Supervisors will utilize a variety of methods to identify and assess learning 
needs of the agency's employees which include, but are not limited to: 

o Planning, implementing, and evaluating staff development resources
based on needs identified by staff, supervisors and regulatory agencies.

o Employees and supervisors identifying the training needs of the
employee during performance evaluation and at the time of license
renewal (if applicable) when the individual learning plan is being
developed as required by the licensing agency.

o A programmatic needs training assessment for each staff member will
be done during orientation, annually, and as need arises.

Staff are encouraged to participate in ongoing in-service and continuing 
education. Selection of staff for trainings, workshops, or meetings is based 
upon staff coverage, job requirements and contingent upon funding. 

Attendance rosters, program topics and summaries for all educational 
programs offered within the agency are maintained. 

Documentation of educational program participation is maintained in each 
employee’s personnel file. Documentation includes date, continuing 
education hours or contact hours, and title of activity. 

To enhance ongoing education and promote staff retention, the agency will: 

o Encourage learning opportunities for staff to increase knowledge, skills,
and abilities to a level appropriate for contemporary practice and based
on principles of adult learning and competency based education.

o Provide each employee an opportunity to attend appropriate continuing
education programs or workshops outside the agency.

o Provide employees the opportunity to share information received from
workshops, conventions, educational programs, etc. with other
employees within the agency.
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o Provide opportunities to obtain specialized knowledge and skills
necessary to perform job functions.

o Prepare staff in use of new assessment techniques, treatment, and
modalities.

o Provide reference materials, periodicals, pamphlets, and books.

o Stimulate interest and support colleagues in their professional growth
and development.

o Utilize qualified personnel to provide continuing education
opportunities.

o Broaden the scope of continuing education resources through
coordination with other agencies, institutions, and organizations within
the community and State.

o Familiarize staff with new products.

o Review with each individual nurse, his/her learning plan as required by
the North Carolina Board of Nursing (NCBON) at the time of license
renewal and assist with identifying educational needs.

LAW/GUIDANCE: N/A 

CHANGE HISTORY: 
Version Date Comments (will include changes)
A 03.2009 Original Document 
B 07.2011
C 05.2019 Added employee annual training 
D 08.2021 Removed Public Health Law training 
E 02.2024 Format and grammatical 
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