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EHS Name: _________________________________
Regulatory Food Safety Program 
   EHS Training Checklist

	SUBJECT
	EHS
	TRAINER
	DATE
	COMMENTS

	GENERAL OVERVIEW

	Office Staff Introductions
	
	
	
	

	Work Space Assignment and Supplies
	
	
	
	

	Health Department Tour
	
	
	
	

	HEALTH DEPARTMENT OVERVIEW- LOCAL ONBOARDING

	Virginia Department of Health
	
	
	
	

	TJHD Health Department

·   Human Services Agencies

· Division of Environmental Health

· Division of Patient Care Services

· Division of Community Health Development & Preparedness
· Laboratory
	
	
	
	

	Division of Environmental Health

· Food Safety Program
· Onsite Well & Septic Section

· Epidemiology
	
	
	
	

	Jurisdictions of Authority

· Albemarle County
· Charlottesville City
· Greene County
· Fluvanna County
· Louisa County
· Nelson County
	
	
	
	

	Automobiles

· Driving Record

· Accident during Work Hours

· Mileage Reimbursement Recordation
· Use of state vehicle
	
	
	
	

	TJHD Employee ID Card

· ID Card Issued
	
	
	
	

	Communication Devices

· Desk Phone Greeting Options

· Email & Standards of Use
	
	
	
	

	· TJHD Employee Orientation—Welcome to TJHD 
	
	
	
	

	· TJHD  Employee Orientation—Your Benefits Provided by TJHD
	
	
	
	

	TJHD Employee Policies

· Standards of Conduct

· Use of Electronic Communication and Social Media Policy
	
	
	
	

	· Workplace Safety and Employee Health
	
	
	
	

	· Workplace Harassment
	
	
	
	

	· Driver Safety Policy
	
	
	
	


	SUBJECT
	EHS
	TRAINER
	DATE
	COMMENTS

	Public Health Functional Areas

	Public Health Overview
	
	Health Director
	
	

	Administration
	
	
	
	

	· Fiscal and Purchasing to include T&E, travel, AR, AP, facilities
	
	Business Manager
	
	

	· Performance Mgmnt: Strategic Planning, Accreditation, QI
	
	Administrator
	
	

	· HR-Orientation
	
	HR Analyst
	
	

	· Communicable Disease Program
	
	Epidemiologist 
	
	

	Community Health and Programs Outreach
	
	
	
	

	· Community Health Assessment, Communications, Safe Sleep, Improving Pregnancy Outcome (IPO), car seats
	
	Health Educator
	
	

	· DMT Explanation and Activities
	
	DMT Assistant
	
	

	Environmental Health
	

	· Overview and General Programs
	
	EH Manager
	
	

	· Onsite water & sewage program
	
	Onsite EH Supervisor
	
	

	· Food Program, Tourist Establishments, Public Swimming pools, Migrant Labor Camps, Child Care/ Adult Care/ Mental Health Facilities
	
	Food EH Supervisor
	
	

	· Rabies Program
	
	Rabies Coordinator
	
	

	EP&R Program
	

	· Medical Reserve Corps (MRC)
	
	MRC Coordinator
	
	

	· Emergency Preparedness
	
	Planner
	
	

	Information Technology
	

	· EP&R Program W drive/ U drive/Phones and voicemail/Outlook / VDH Specific Software
	
	IT Specialist
	
	

	Nursing
	

	· Plan First, STD, Family Planning, TB, Dental Varnish, Prenatal, Baby Care, Immunizations, Refugee, Nursing Home Screenings
	
	Nurse Manager
	
	

	· Office Services
	
	OSS Supervisor Sr
	
	

	· Women Infants, and Children (WIC)
	
	WIC Coordinator
	
	

	· Tour of Facilities
	
	Clerical Supervisor
	
	

	· Charlottesville/Albemarle Health Dept
	
	Clerical Supervisor
	
	

	· Fluvanna County Health Dept
	
	Clerical Supervisor
	
	

	· Greene County Health Dept
	
	Clerical Supervisor
	
	

	· Louisa County Health Dept
	
	Clerical Supervisor
	
	

	· Nelson County Health Dept
	
	Clerical Supervisor

	
	

	SUBJECT

EHS

TRAINER

DATE

COMMENTS



	DIVISION & OFFICE ADMINISTRATION

	Division Organizational Chart
	
	
	
	

	Chain of Command
	
	
	
	

	Other Lines of Communication
	
	
	
	

	Professional Conduct / Accountability

· TJHD/VDH Employee Handbook

· Code of Ethics

· Standards of Conduct
· Dress Code Memorandum
	
	
	
	

	Professional Development

· Professional organizations (NCAEHA, NEHA, VEHA)

· Certifications (REHS, CP-FS, CFM)

· State Training in food prior to standardization

· Continuing Education

· In-service Training
	
	
	
	

	Outside Employment

· No conflict of interest
· Approved by the Director
	
	
	
	

	Work Hours/On-Line Time & Attendance

· Compensatory Time Policy

· Leave Requests (Annual & Sick)

· Snow Days / Administrative & Unscheduled Leave (Emergency Response Duty (On-Call)
· MS Outlook Calendar
	
	
	
	

	· Education and Training Requests

· Supervisory Approval
	
	
	
	

	· Virginia Freedom of Information Act

· Requests made through _______________
	
	
	
	


	EH PROGRAM OVERVIEW

	Team Approach
· Inspection Due Dates
· Individual Caseload
· Teamwork to Meet Deadlines
	
	
	
	

	Types of Foodservice Operations Regulated

· Adult Day Care Food Service
· Bed & Breakfast Food Service

· Campground

· Carry-Out Food Service Only

· Caterer

· Child Care Food Service

· Commissary

· Fast Food Restaurant

· Full Service Restaurant (Independent & Franchise)
· Group Home Food Service

· Hospital Food Service

· Hotel Continental Breakfast

· Jail Food Service

· Mobile Food Unit

· Nursing Home Food Service

· Public / Private School Food Service

· Seasonal Fast Food / Full Service Restaurant

· Summer Camps

· Temporary Food Establishment
· USDA Summer Food  Service Program

	
	
	
	

	SUBJECT

EHS
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DATE

COMMENTS



	EH PROGRAM OVERVIEW (Continued)

	Permit to Operate a Foodservice Establishment

· Permit and plan review fees
· Name of Owner of record

· Zoning permit

· Building permits

· Locality Business License

· Occupancy Permit
	
	
	
	


	Types of Inspections/Tasks

· Routine 

· Risk Factor Assessment

· Training

· Follow- Up

· Complaint Investigation

· Pre-Opening / Change of Ownership 

· Temporary Food Establishment (TFE)

· Plan Review (New/Change Owner)-TJ Policy
	
	
	
	

	Establishment Folders

· Plan Review information/Menus

· Foodservice Inspection report forms

· Written Correspondence

· Notes to File, Faxes
· Complaint Documentation
· Foodborne illness complaints/investigations
	
	
	
	

	Enforcement Policy-TJ Policy

· Imminent Health Hazards 
· Suspension of the Permit to Operate
· Closure
· Notice of Alleged Violation (NOAV)
· Informal Fact Finding Conferences (IFFC)
· Appeal Hearings

· Revocation of the Permit to Operate
· Consent Orders
	
	
	
	

	Food-Related Illness & Foodborne Illness Outbreak Protocol

· Risk-Based Inspection Methodology

· Communicable Disease/EPI-Unit
	
	
	
	

	Staff Meetings
	
	
	
	

	FOOD SAFETY SECTION TRAINING (REQUIRED) 

	· Certified Food Management Certification
· FDA ORA-U Coursework (Food Curriculum)
	
	
	
	

	STATE (VDH) TRAINING (REQUIRED PRIOR TO STANDARDIZATION)

	· Public Health Principles & Communication

· Food Safety Microbiology

· Food Safety Laws, Statutes & Regulations

· Plan Review

· Process HACCP

· FBI Investigations

· FD170
	
	
	
	


Statewide Employee Orientation Program (SEOP): 
A collection of courses and information that is designed to give new employees general information about VDH and meet the training requirements established by the Department of Human Resource Management (DHRM) within the first year of employment.
	Topics/Course Titles
	Train Course ID
	Completion Timeframes
	Date Completed

	VDH: SEOP - Overview of the Virginia Department of Health
	1050838
	Within 30 Days of Start Date
	

	VDH: New Employee HR Basics
	1044659
	Within 30 Days of Start Date
	

	VDH: Protecting Confidential Information at VDH
	1032033
	Within 30 Days of Start Date, Then Annually
	

	Freedom of Information Act (FOIA)
	1015814
	Within One Year of Start Date
	

	VDH - Cyber Security Awareness Training*
	1040598
	Within One Year of Start Date, Then Annually
	

	VDH: Code of Ethics (2013)
	1044656
	Within One Year of Start Date, Then Annually
	

	DHRM - Alcohol and Other Drugs Policy*
	1018120
	Within One Year of Start Date
	

	DHRM - Preventing Workplace Violence*
	1018246
	Within 90 Days of Start Date
	

	DHRM - Slips, Trips and Fall Prevention
	1019270
	Within 30 Days of Start Date
	

	EDR - Workplace Dispute Resolution Services Overview*
	1025518
	Within One Year of Start Date
	

	Terrorism Security Awareness Orientation
	1032422
	Within 90 Days of Start Date
	

	DHRM - Compensation Management
	1018213
	Within One Year of Start Date
	

	VDH: Basic Level Emergency Preparedness and Response Certificate
	1017973
	TSAO - Within 90 Days of Start Date
All Other Courses - Within Probationary Period
	

	Continuity of Operations Planning (COOP)
	N/A
	Within 30 Days of Start Date
	

	Bloodborne Pathogens
	1024622
	Before Performing Job Duties and then Annually
	

	Conflict of Interest ACT (COIA)*
	1015605
	Within 30 Days of Start Date; then Every Two Years
	

	Hazard Communication
	Work Unit
	Before Performing Job Duties and then Annually
	

	Health Insurance Portability and Accountability Act of 1996 (HIPAA)  
	1017135
	Within 30 Days of Start Date
	

	HRSA Unified Health Communications tool
	1010508 or 1010510 (does offer credits)
	Within Probationary Period
	


Statewide Employee Orientation Program (SEOP) Continued

	Topics/Course Titles
	Train Course ID
	Completion Timeframes
	Date Completed

	Improving SWaM Procurement Performance
	1024478
	Within 30 days of procurement duties and annually
	

	Personnel Protective Equipment
	Work Unit
	Before Performing Job Duties and then Annually
	

	Respiratory Protection
	Work Unit
	Before Performing Job Duties and then Annually
	

	Statement of Economic Interest Form completion*
	Work Unit
	Day One; then Annually
	

	Time and Effort Reporting
	1027968
	
	

	VDH Continuity of Operations (COOP) Plan and Emergency Response Employee Checklist
	1031675
	By December 31 of each year
	

	VDH Driver Safety Policy
	Work Unit
	Before Driving a State Vehicle
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