DEPARTMENT OF ALCOHOL & DRUG SERVICES

m POLICIES & PROCEDURES MANUAL
ALCOOL & DRUG SERVICES Section 67 Page 1
Date Developed 05/01/05

Date Last Reviewed 01/09/08

SUBJECT: STAFF EDUCATION

Policy

In line with SCVHHS policy 576.0, DADS promotes the adherence to high professional and ethical
standards as well as applicable laws and regulations. All new employees will receive training in
compliance during a New Employee Orientation. Staff members will participate in annual training related
to compliance. All staff members will receive a copy of the department's code of conduct and a copy of
the department's Compliance Plan annually. Fraud alerts and advisory bulletins will be made available
to employees and posted in prominent locations.

Procedure

During the hiring orientation for new employees, managers will provide an overview of DADS’
Compliance Policy and provide new employees with a copy of the department's Compliance Policy.
Managers will also review the department’s Code of Conduct with new employees. New employees will
be given a copy of the department's Compliance Plan, Compliance Policies and Procedures and the
department's Code of Conduct. New employees will sign an acknowledgement of receiving these
documents. The Administrative Assistant to the department's Compliance Office will maintain a system
that tracks employees’ receipt of the department's Compliance Plan, Compliance Policies and
Procedures, and the department’s Code of Conduct.

Compliance training will be made available through in-person training and through e-learning.

All employees will receive and review the department’'s Compliance Code of Conduct on an annual
basis and sign an acknowledgement of understanding the document. The Administrative Assistant to
the department’s Compliance Officer will maintain a system that tracks employees’ annual receipt of the
department's Compliance Code of Conduct. At the time when DADS employees review and sign the
Compliance Code of Conduct, copies of DADS’ compliance plan will be available to them. (Besides this
opportunity, any DADS’ employee can request a copy of the department’s compliance plan at any time).

DADS compliance committee will oversee DADS’ Compliance Educational Program. It will review the
Compliance Educational plan on an annual basis and amend it as appropriate.

Copies of fraud alerts and advisory bulletins will be disseminated in the department’s compliance
committee meeting for distribution to relevant employees and posting at worksites. Compliance will be
discussed regularly in staff meetings.






