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H07-001– Procedure
January 5, 2007
	TO: 
	Home and Community Services Division (HCS) Regional Administrators

	FROM:
	Bill Moss, Director, Home and Community Services Division

	SUBJECT: 
	Worker Safety Training for APS Staff

	Purpose:
	The purpose of this management bulletin is to:

· Announce the new Worker Safety Training on the ADSA intranet website, and

· Mandate that all APS staff complete the training.  

	Background:
	APS Safe Work Practices training, implemented in 2002, first addressed worker safety in the field.  Reproducing this training is costly and it lacks immediate availability to the newly hired APS worker.  

	What’s new, changed, or

Clarified
	The online Worker Safety Training provides a format that the newly hired APS worker can readily access.

	ACTION:
	· All APS workers who perform field visits are mandated to complete the training by close of business on January 31, 2007.  Individuals attending the Academy in January should make every effort to complete safety training prior to Academy training.
· Staff can access the training on the ADSA website by going to the menu on the right hand side of the homepage, under the heading “APS” and clicking on “Worker Safety Training.”
· Staff must complete the Worker Safety Quiz, also on the website, same location. 
· After completing the training, staff will: 

1. Open the training certificate (same location);
2. Type in their name and the date they completed the training; and 

3. Submit the certificate to their APS program manager or supervisor.

· The APS program manager or supervisor will:

1. Sign staffs’ certificates;
2. Place a copy of the certificate in staffs’ personnel file; and
3. Submit staff names to HRDS.  

	Related 
REFERENCES:
	ADSA Main Page - HCS website   

	ATTACHMENT(S)
	

	CONTACT(S):
	Carol Sloan, APS Training Program Manager

(360) 725-2345

sloancs@dshs.wa.gov 
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