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(A) Policy Statement 
 
New employees of the Rehabilitation Services Department will be qualified via education and experience for their 
position.  Each new employee will be provided with orientation to the department, the hospital and to the policies 
and procedures of the department and institution. 
 
(B) Purpose of Policy   
 
To ensure that each employee is qualified to meet the needs of the persons served. 
To provide each employee with the knowledge necessary to function to their best ability within the 
Rehabilitation Services Department. 
 
(C) Procedure  

 
1. Each new employee will be hired following all Human Resources policies and procedures regarding 

verification of background, credentials, licensure (as appropriate), etc. 
 
2. Each new employee shall attend the orientation program provided by the hospital's Human Resources 

Department. 
 

3. A departmental orientation program will be set up by the individual assigned to orient the new employee. 
An orientation checklist and competencies will be completed on each new employee and will be kept in the 
departmental personnel file. 
 

4. All personnel will be assessed and trained in techniques as required by their job descriptions by their 
supervisor or his/her designee. 

 
5. New employees are required to complete competencies as indicated by the hospital or department. 

 
6. Employees beginning to work in a new program area may require another orientation period. 

 
7. Agency personnel are not considered employees; however, will be utilized via contracts following 

completion of credential verification, orientation (including safety), and assessment and training of 
techniques as required by their job description.  Competencies will be completed as appropriate. 
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