NEW EMPLOYEE ORIENTATION (NEO) TRAINING...

...THAT YOU MUST DO ON YOUR OWN!
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ALL TRAINING MODULES IN THIS PACKET MUST BE COMPLETED WITHIN 15 DAYS OF EMPLOYMENT AT THE PORTLAND VA MEDICAL CENTER
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SUPERVISORS ARE RESPONSIBLE TO HELP YOU FIND THE TIME & PLACE TO COMPLETE THIS TRAINING DURING WORK / COMPENSATED HOURS!  If available, use a PC, as Thin Clients may run more slowly.

These training modules have information to review,  simple quizzes to pass, and some form of registration in order to get TEMPO credit.  READ DIRECTIONS CAREFULLY! Keep track by putting a checkmark / date  by courses you complete.

All training can be completed from the PVAMC Education Home Page on the "InTRAnet" (vaww). “SOME” courses can be taken on the "InTERnet" (www). See InTERnet access notes on last page.

CONTENTS 

· PerforMax CBT (those marked NEO) 

· Dr. B's CBT's (those marked NEO) 

· VHA Privacy Policy Training / HIPAA

· VA Cyber Security Awareness Training

· NO FEAR / Whistle blowing Training

· Prevention of Sexual Harassment Training

· Human Subjects Research (only for "clinical" employees)

· Statement of Commitment

· VA Employee Entrance Survey

· Technical Help Information

PerforMax CBT's

Here's a list of the PerforMax courses new employee's MUST take. These classes are located on our PVAMC network. Follow the instructions below to access them.

	MODULE NAME
	 FORMCHECKBOX 
 
	Date

	Appropriate Conduct in a Diverse Workplace
	 FORMCHECKBOX 

	

	Awareness & Reporting of Patient Abuse
	 FORMCHECKBOX 

	

	Body Mechanics
	 FORMCHECKBOX 

	

	Communication & Correspondence
	 FORMCHECKBOX 

	

	Compliance Programs
	 FORMCHECKBOX 

	

	Customer Service
	 FORMCHECKBOX 

	

	Education Programs
	 FORMCHECKBOX 

	

	Environment of Care
	 FORMCHECKBOX 

	

	Infection Control
	 FORMCHECKBOX 

	

	Prevention / Management of Disruptive Behavior
	 FORMCHECKBOX 

	

	Risk Management
	 FORMCHECKBOX 

	

	VISN 20 Overview
	 FORMCHECKBOX 

	

	Women Veterans Programs
	 FORMCHECKBOX 

	

	Workers Compensation
	 FORMCHECKBOX 

	


1. Start Internet Explorer and go to the PVAMC inTRAnet home page  (http://vaww.portland.med.va.gov/);  OR see *InTERnet access notes at end of this document)

2. Click the "Education" link in the upper right corner "Up Front" section

3. From the Education Home Page / New Employee Orientation link;

4. Click the "PerforMax" link

5. READ AND FOLLOW instructions. If you want detailed instructions you can view / print the MS Word users guide by clicking the link on the web page.

6. When ready, click the "PerforMax" link at the bottom of the web page (One of two dialog boxes will appear. If available, click "Run the program from its current location", then click "Yes" on the next "Security Warning" screen, OR click the Open button on the File Download box. In no case do you try and save the program to your PC  / disk. . PerforMax will start. Note: It may take a minute or so to start, and you may not see any evidence of activity during this time, be patient, PerforMax generally runs smoothly if one doesn't click too quickly.

Dr. B's CBT's

Here's a list of Dr. B's courses new employee's MUST take. Follow the instructions below to access .

	MODULE NAME
	 FORMCHECKBOX 

	Date

	Emergency Preparedness
	 FORMCHECKBOX 

	

	Equipment Safety
	 FORMCHECKBOX 

	

	Fire Safety 
	 FORMCHECKBOX 

	

	GEMS Awareness
	 FORMCHECKBOX 

	

	Hazardous Materials Safety
	 FORMCHECKBOX 

	

	Police and Security
	 FORMCHECKBOX 

	

	Utilities Emergencies
	 FORMCHECKBOX 

	


1. Start Internet Explorer and go to the PVAMC inTRAnet home page  (http://vaww.portland.med.va.gov);  OR see *InTERnet access notes at end of this document)

2. From the Education Home Page / New Employee Orientation link;

3. Click the "Dr. Bs CBT's" link

4. READ & FOLLOW the instructions on that web page. Note: these are www inTERnet sites.

5. Go to the bottom of the page click the "Gateway to the PVAMC Computer Based Training modules"

6. One of two dialog boxes will appear. If available, click "Run the program from its current location", then click "Yes" on the next "Security Warning" screen, OR click the Open button on the File Download box. In no case do you try and save the program to your PC  / disk. If other pop-up windows appear click Yes & OK..

__________________________________________________________________________________

Mandatory VHA Privacy Policy Training

A. From the Education Home Page / New Employee Orientation link;

B. Click the link to this course and follow instructions

C. AFTER successfully passing the quiz you’ll be taken to a registration form (with turtle on it :), which MUST be submitted to get credit.

	 FORMCHECKBOX 

	Date

	 FORMCHECKBOX 

	


VA ADP Cyber Security Awareness Training

· Same instructions as the VHA Privacy Policy / HIPAA course above.


	 FORMCHECKBOX 

	Date

	 FORMCHECKBOX 

	


VA NO FEAR Whistle-blowing Training

· Same instructions as the VHA Privacy Policy / HIPAA course above

	 FORMCHECKBOX 

	Date

	 FORMCHECKBOX 

	


Prevention of Sexual Harassment Training

1. Click the New Employee Orientation link on the Education Home Page

2. Click the link to this training.

3. The next screen explains your options. Though VALO is an excellent free (to VA employees) inTERnet-based source of training on hundreds of topics, I'd suggest using #1 at this point to save a little time.

4. IF you use option one described above; AFTER successfully passing the quiz you’ll be taken to a registration form (with turtle on it :), which MUST be submitted to get credit.

	 FORMCHECKBOX 

	Date

	 FORMCHECKBOX 

	


_________________________________________________________________________________

HUMAN SUBJECTS RESEARCH *
* If you're a new clinical employee who will have patient contact, you must complete this training.

· Same instructions as the VHA Privacy Policy / HIPAA course above

	 FORMCHECKBOX 

	Date

	 FORMCHECKBOX 

	


Statement of Commitment 

This paper document MUST be signed and given to your supervisor AFTER completing your VHA Privacy Policy (HIPAA) and Information Cyber Security Awareness courses. These are two of the classes mentioned above.

	 FORMCHECKBOX 

	Date

	 FORMCHECKBOX 

	


Employee Entrance & Exit Survey 

NOTE: This survey is optional, but would be helpful feedback to improve  the hiring process.

1. On the PVAMC home page, click the Human Resources link on the right side.

2. In the Staffing section, click the Employee Entrance & Exit Survey link and follow the on screen instructions.

3. NOTE: When you get to question #2 “What is your job title?”, refer to the letter you received from Human Resources notifying you that you’ve been hired. This letter will have your Occupation Series Code. This is the number that will correspond to the job titles on the long list you’ll have to choose from.

InTERnet access Options 

IMPORTANT: This option is ONLY recommended for Dr. B’s CBT’s, VHA Privacy Policy (HIPAA), Cyber Security Awareness and Sex Harassment classes. PerforMax MAY be tried, but read all instructions as it involves some special configurations e. g. initial username (Student) & password (Orientation) are the same for everyone and you must use 648 for first 3 digits of your SS#. 

1. Start your browser (e. g. Internet Explorer).

2. MAKE sure you have ALL Pop-Up Blocking (PUB) software TURNED OFF!  Some known sources are Internet Explorer Tools menu if using Windows XP, and 3rd party PUB’s like Google, Yahoo or AOL. For PerforMax you may also need to ensure you’re using the standard Microsoft VM (setting in Internet Explorer (long story :).

3. Go to the PVAMC inTERnet home page; http://www.va.gov/portland/
4. Click Education link left side

5. Click Computer Based Training link left side

TECHNICAL ASSISTANCE WITH COMPUTER PROBLEMS

A. REMEMBER: We HIGHLY recommend using a PC rather than a Thin Client.

B. Before seeking technical assistance, READ ALL printed and on-screen instructions. Most of these training modules work very well IF you do this.

C. The start pages for most training has troubleshooting information. If you're comfortable with PC troubleshooting feel free to investigate on your own.

D. If you've done the above, and still can't get the PC to work properly consult with your TAC (below). Tell them exactly what is happening, and refer them to the troubleshooting information for the training you were using, e. g. PerforMax.

E. KNOW YOUR TAC (Technical Applications Coordinator). These are individuals all over the hospital to aid with PC problems. To find the TAC in your area;

1. Go to the PVAMC inTRAnet home page

2. Click / Open the  "Quick Links" drop down list and click "TAC Roster"

3. Find your work area, and the associated TAC

F. If TAC's are not available, call or stop by the TIMS Help Desk x55909 , TIMS main office 1st floor Bldg. T51.

For questions visit the Education Website or call Rich Maichle (x 56109), or Wiley Campbell (x 54437).

