Orientation and Safety Training Instruction Sheet
This is not a form.  This instruction sheet explains what to do to submit YOUR OWN Orientation (OR) and/or Safety Training (SA) curriculum to the department for approval. See “DSHS training materials available” at the bottom of this page if you want to use the DSHS curriculum instead.
What the department is looking for
The curriculum being submitted includes all required introductory topics.  
What you need to do

Submit a table of contents (TOC) where you have documented where each department required topic is covered.  Required topics are outlined in WAC and are included on page 2.  
How you need to do it
Highlight directly in (or on) the TOC where each required topic is included. If a topic is NOT clearly identified in the TOC but is included in the training, note the topic and where it is included. 
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Example: 

Basic Job Responsibilities …………………………………………………6
Understanding Your Job Duties ………………………..……………..7

Getting the Information You Need …………………………………..8

What to keep in mind 

Make sure EACH topic has been clearly identified in the TOC sent to the department.  If topics are missing or are not clearly identified, your curriculum will not be approved and must be resubmitted.  Re-submittals can push your application back to the end of the queue for review.  The department reserves the right to see the actual curriculum prior to approval. 
Submitting your TOC

Make sure your Training Program and curriculum name are clearly identified on the TOC.  
Submit your TOC with either a Training Program (TP) application (applying as a TP the first time) or Training Program Update form (sending in updates to an existing approved TP).   Download these forms at www.adsa.dshs.wa.gov/1163.  

Instructor approval for ORSA courses is handled as an attestation in the Training Program Application or a Training Program Update form. 
To get your own ORSA curriculum approved, you must submit your table of contents with a Training Program Application or Training Program Update form.  
DSHS training materials available for Orientation and Safety Training
DSHS-developed training materials for ORSA are available for download at www.adsa.dshs.wa.gov/1163.  Training Programs have the option of using these pre-approved materials or submitting their own for approval.  The DSHS materials are customizable to ensure a Training Program adds their own policies and procedures. 
If you plan on using the DSHS ORSA curriculum, you do not have to submit any additional materials you add to it to the department.  You DO have to communicate your intent to offer ORSA with the DSHS materials on a Training Program application or Training Program Update form.
The following is a checklist of department required introductory topics as listed in WAC.  

Orientation
· The care setting and the characteristics and special needs of the population served.
· Basic job responsibilities and performance expectations.
· The care plan, including what it is and how to use it.
· The care team.
· Process, policies, and procedures for observation, documentation and reporting.
· Client rights protected by law, including the right to confidentiality and the right to participate in care decisions or to refuse care and how the long-term care worker will protect and promote these rights.
· Mandatory reporter law and worker responsibilities. and

· Communication methods and techniques that can be used during the first weeks working with a client or guardian, and other care team members.
Safety Training 
· Proper body mechanics.
· Fall prevention.
· Fire safety.
· In‑home hazards.
· Long‑term care worker safety. and

· Emergency and disaster preparedness.

· Proper hand washing.
· When to wear gloves and how to correctly put them on and take them off.
· Basic methods to stop the spread of infection.
· Protection from exposure to blood and other body fluids.
· Appropriate disposal of contaminated/hazardous articles.
· Reporting exposure to contaminated articles. and

· What to do when the worker or the client is sick or injured, including whom to report this to.

· Evacuation preparedness.
· When and where to call for help in an emergency.
· What to do when a client is falling or falls.
· Location of any advanced directives and when they are given. and

· Basic fire emergency procedures.
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