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P S i N

CARSONCITY

HEALTH & HUMAN SERVICES

Work Force Development Plan

Purpose & Introduction

Introduction

In this plan

Questions

Training and development of the workforce is one part of a comprehensive
strategy toward CCHHS’s quality improvement. Fundamental to this work is
identifying gaps in knowledge, skills, and abilities through the assessment of
both organizational and individual needs, and addressing those gaps through
targeted training and development opportunities. This plan provides
development of individual competencies for employees, increased overall
organization effectiveness, and improved public health outcomes.

This document provides a comprehensive workforce development plan for
Carson City Health and Human Services (CCHHS). It also serves to
address the documentation requirement for Accreditation Standard 8.2.1:
Maintain, implement and assess the health department workforce
development plan that addresses the training needs of the staff and the
development of core competencies.

This workforce development plan contains the following topics:

Topic See Page |

| Agency Profile 2
Workforce Profile 5
Competencies & Education Requirements 7
Training Needs 10
Goals, Objectives, & Implementation Plan 12
Curricula & Training Schedule 15
Evaluation & Tracking 19
Conclusion/Other Considerations 20
Appendices

For questions about this plan, please contact:
Nicki Aaker

Director CCHHS

775-283-7704

naaker@carson.org
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Agency Profile

Mission &
vision

Location &
population
served

Mission: To protect and improve the quality of life for our Community through disease
prevention, education and support services.

Vision: Carson City Health and Human Services leads the region in providing services that
support healthy communities.

The City of Carson City, NV (a consolidated municipality) is located in Western Nevada,
approximately 30 miles south of Reno, NV and east of Lake Tahoe. Carson City Health and
Human Services (CCHHS) is located a few blocks Northeast from the center of Carson City,
where it is easily accessible to the population it serves. Additional location is found in Douglas

County in the town of Gardnerville, located in the center of the town.

Population/Demographics Carson City & Douglas County:

Nevada-US Census Bureau (http://www.census.gov) updated Carson Douglas
7/10/14 City County
Population, 2013 estimate 54,080 47,118
Persons under 5 years, percent, 2010 5.8% 4.2%
Persons under 18 years, percent, 2010 21.4% 18.5%
Persons 65 years and over, percent, 2010 16.5% 23.7%
Female persons, percent, 2010 48.1% 50.0%
White alone, percent, 2010 (a) 81.1% 92.0%
Black or African American alone, percent, 2010 (a) 1.9% 0.9%
American Indian and Alaska Native alone, percent, 2010 (a) 2.4% 2.2%
Asian alone, percent, 2010 (a) 2.1% 1.8%
Native Hawaiian and Other Pacific Islander alone, percent, 2010 (a) 0.2% 0.2%
Two or More Races, percent, 2010 2.9% 2.9%
Hispanic or Latino, percent, 2010 (b) 21.3% 11.8%
White alone, not Hispanic or Latino, percent, 2010 70.7% 81.6%
Living in same house 1 year & over, percent, 2008-2012 78.9% 85.7%
Foreign born persons, percent, 2008-2012 11.9% 6.0%
Language other than English spoken at home, pct age 5+, 2008-2012 | 20.0% 8.8%
High school graduate or higher, percent of persons age 25+, 2008-

2012 86.3% 92.6%
Bachelor's degree or higher, percent of persons age 25+, 2008-2012 | 20.9% 25.5%
Veterans, 2008-2012 6,230 5,635
Mean travel time to work (minutes), workers age 16+, 2008-2012 17 24.7
Homeownership rate, 2008-2012 60.5% 72.9%
Housing units in multi-unit structures, percent, 2008-2012 25.4% 12.0%
Median value of owner-occupied housing units, 2008-2012 $221,900 | $303,800
Households, 2008-2012 21,122 19,226
Persons per household, 2008-2012 2.54 2.43
Median household income, 2008-2012 $53,987 $61,099
Persons below poverty level, percent, 2008-2012 15.0% 9.7%

e Other public health agencies that serve the population include (but are not limited to):
Nevada Division of Public and Behavioral Health, Partnership Carson City, , Ross Clinic
(FISH), Carson Tahoe Health, and Sierra Nevada Health Center
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Governance CCHHS is overseen by the Carson City Board of Health and chaired by the
Carson City Public Health Officer. The board is composed of the Carson City
Board of Supervisors, the CCHHS Public Health Officer, the Carson City
Mayor, and the Carson City Sheriff. The Director of CCHHS gives bimonthly
reports and updates to the Board of Health, who in turns provides input and
direction as to both the present and future activities of CCHHS.

BOARD OF HEALTH(see appendix with current names)

Public Health Officer - Dr. Susan Pintar

Mayor — Robert Crowell

Sheriff — Ken Furlong

Ward 1 Supervisor — Karen Abowd

Ward 2 Supervisor — Brad Bonkowski

Ward 3 Supervisor — John McKenna (Lori Bagwell 1/2015)
Ward 4 Supervisor — James Shirk

Organizational CCHHS is comprised of six divisions and is overseen by a director.
structure (Appendix: Org Chart)

Director — Nicki Aaker

Disease Prevention and Control, Manager — Dustin Boothe
Public Health Preparedness, Manager — Angela Barosso
Clinical Services, Manager — Veronica Galas

Chronic Disease Prevention & Health Promotion, Manager —
Currently dept. reports to Director

Human Services, Manager — Mary Jane Ostrander
Administration/Finance Manager — Ana Jimenez
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Learning CCHHS fosters a culture of professional development that will enable its

culture employees to acquire new skills and build a long-lasting and satisfying career
within the organization. This Workforce Development Plan will aid
employees, supervisors, and members of leadership in making choices to
best promote this culture. The Plan also ties to the CCHHS desire for
continuous quality improvement, by giving employees and supervisors’
access to tools and other resources to facilitate efficiency and the highest
quality of work. The values listed below define the foundation for the CCHHS
learning culture.

Values:
e Respect for Others — We treat everyone equally.
¢ Competence — We stay current with the latest resources available.
e Collaboration — We work together to meet the mission and move
towards our vision.
e Ethical — We work professionally, respecting confidentially and
following laws and regulations.

Funding CCHS is funded through various sources including city general fund, grants,
permits and licenses fees, and collected fees and reimbursements for direct
services such as clinic services and immunizations. Training support is
funded through direct division budgets and grant funding as appropriate.
Carson City also provides policies for tuition reimbursement and training

requests.
Workforce Policies specifically tied to CCHHS Workforce Development can be found in
policies the CCHHS Policy Manual, located on the shared “H” Drive electronically,

and the Resource Center in hardcopy. City wide policies are supported
through a software program call Policy Tech. All employees are given a user
name and password to access policy tech.
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Workforce Profile

Introduction

This section provides a description of the Carson City Health and Human
Services’ current and anticipated future workforce needs. This is a difficult
area to predict as workforce changes with funding sources.

Current
workforce , B Category #or %
demographics | Total # of Employees: 53
# of FTE: 37
% Paid by Grants/Contracts: Approximately
62%
Gender: Female: 48
Male: 5
Age: < 20: 0
20 -29: 6
30-39: 9
40 - 49: 10
50 - 59: 16
>60: 13
Primary Professional Disciplines/Credentials:
Leadership/Administration: 6
Nurse: 14
Registered Sanitarian/EH Specialist: 4
Epidemiologist: 1
PH Investigator: 1
Health Program Specialist / Health Educator: 2
Case Manager: 3
Social Workers: 0
Medical Directors: 1
Estimated # of employees < five years from eligible retirement 7
Table as of 11/24/2014
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Future
workforce

CCHHS is an organization with lean staffing resources. Just as many organizations
have been forced into the same leanness to remain viable and sustainable; our
staff must fill multiple functions within our organization especially in the area of
preparedness and response. We must look at the ability to cross-train staff in
programs, positions, and depth. CCHHS promotes the team concept and
discourages staff from working in silos. Staff is encouraged to train and gain
knowledge in other areas within organization. CCHHS encourages the promotion
of internal staff as much as possible to provide opportunities for the advancement
of staff. Additionally, workforce future training and development must assure staff
stay progressive with technology, education and information, and development of
leadership skills. The aging workforce must also be noted and CCHHS will need to
prepare employees for leadership and succession planning.

Page 6

12/2014



Competencies & Education Requirements
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Core
competencies
for agency

Other
competencies

CCHHS competencies are set to help strengthen the public health workforce by
identifying basic skills for the effective delivery of public health services. CCHHS
has identified the Council on Linkages Core Competencies for Public Health
Professionals as a guide for development of the current and future workforce. The
core competencies can be accessed using the following link:
http://www.phf.org/resourcestools/Pages/Core Public Health Competencies.aspx
CCHHS public health professionals will evaluate their competency level with the
core competencies annually and develop training goals to improve their
competency level with the Core Competencies for Public Health. The assessment
tool used will be located at:

http://www.phf.org/resourcestools/Pages/Competency Assessments For Public

Health Professionals.aspx
(Each professional employee will need to establish a login to phf.org)

Competencies and expectations of the three categories of employees within
CCHHS:

e Administrative( support staff) — Competencies include providing support to
Program and Management level staff; basic through advanced office management
skills; applicable cultural competencies; customer service skills; communication
skills; applicable computer application skills; knowledge of organizational policies
and practices related to emergency operations, personnel regulations, referrals to
outside organizations, and other pertinent information.

e Program (professional) — Competencies apply to public health program staff.
Specific responsibilities of these professionals may include program planning and
development, implementation, and evaluation; fieldwork; outreach activities;
establishing and maintaining community relations; managing timelines, budgets
and work plans; presenting recommendations on policy issues; knowledge of
organizational policies and practices related to emergency operations, personnel
regulations, referrals to outside organizations, and other pertinent information; and
other organizational tasks as assigned. These competencies apply to public health
professionals who carry out the day-to-day tasks of public health programs and are
not in management positions.

e Management — Competencies apply to public health professionals at a
management level and to leaders of public health organizations. These
professionals typically have staff that report to them and may be responsible for
the major programs or functions of an organization. Examples of responsibilities
may include setting a strategy and vision for the organization; managing or
overseeing program grants; hiring and training staff, knowledge and development
of organizational policies and practices related to emergency operations,
personnel regulations, and other pertinent information; and building the
organization’s culture.

CCHHS realizes that the core competencies do not always cover each
specific position and may use other competencies to assure staff is
competent at the level of expectation for the organization. The evaluation
process annually provides additional assurance that staff is competent to
perform their job functions and descriptions.
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CE/Certificatio
ns required by
discipline

Multiple public health-related disciplines require continuing education for
ongoing licensing/practice. Licensures held by staff, and their associated CE
requirements, are shown in the table below. Certifications are available and
may be encouraged by CCHHS. (examples of disciplines with certifications)

Discipline Nevada CE Requirements/
Certifications Recommended
Nursing 30 contact hours every 2 years
Registered Environmental Health 12 CEUs per year
Specialist

Advanced Nurse Practioner

30 + 15 CEUs specific to
Women's Health

Epidemiologist

Assigned by Manager

Public Health Preparedness

Assigned by Manager

Certified Health Education Specialist

Certification with renewals
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Competency Development

Introduction
&Purpose

Training needs
assessment
results

Agency-specific
needs

Other
Training
needs

Carson City Health and Human Services training objectives are to develop
employee competence through progressive and efficient training programs to
improve public service, increase efficiency and economy, build and retain a
skilled workforce, and use best practices to provide performance excellence.
CCHHS has a purpose to develop employee potential and competence
through coaching, education and training, mobility opportunities, and on-the-
job training. This is critical to organization effectiveness and success.
Workforce training needs have been identified through our New Hire training
requirements (Appendix: New Hire Assignments) and continued training with
annual competency assessments and evaluations. It is the responsibility of
the employee and management, working in partnership; to assure training
goals and needs are met for each employee. In addition, CCHHS conducted
a workforce development survey in September of 2013.

The workforce plan implements a competency assessment tool to be used
for all employees upon hire and annually. This competency assessment
provides objective documentation on the employee'’s individual competency
to perform job functions and a time line to complete initial training upon
hire. (Appendix: example of tool).

The workforce development survey conducted in September of 2013
identified areas staff felt confident in their knowledge and understanding
and areas staff felt they needed more knowledge and skill development. (
Appendix [attach survey results]) The top 3 areas identified for increased
knowledge and skill are:

1. Grant management
2. Continuing Education in related professional service
3. Leadership training
The staff was also asked to identify barriers to training and education. (
Appendix [attach survey results]) The top 2 barriers identified by staff are:
1. Funding
2. Lack of available time for training and staff coverage to allow
attendance at training

CCHHS strategic plan 2013-2017 identifies 4 priorities to meet our mission: To
protect and improve the quality of life for our Community through disease
prevention, education, and support services. Participation in the annual update
of the strategic plan by employees demonstrates commitment and competence
of our workforce. (see strategic plan)

CCHHS has identified additional training needed in the implementation of the
workforce plan, competency development, and evaluation process. Management
will provide ongoing development of competency assessment and documentation
of employee competency which will incorporate an objective evaluation process.
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Other
information

Carson City Health and Human Services will develop and maintain a Training
Committee. The Training Committee meets quarterly to review, develop,

survey staff training needs, and provide advisement to management
regarding training and education development.

Departments/Divisions/Staff- identified for training and competency completion.

Position

Report to Division/Dept.

Board of Health

Elected Official/Board of Supervisors

Director of Health and Human Services

City/Board of Health

Managers

Director of Health and Human Services

Leads of Dept.

Manager

Management Assistant

Manager of Dept.

Public Health Educator

Chronic Disease and Health Promotion

Public Health Program Specialist

Chronic Disease and Health Promotion

HIV Services Coordinator

Chronic Disease and Health Promotion

Public Health Nurse

Clinical Services

Nurse Practitioner

Clinical Services

Public Health Planner

Public Health and Preparedness

Public Health Planner-MRC Coordinator

Public Health and Preparedness

Business Manager

Director of Health and Human Services

Billing Specialist

Clinical Services/ Public Health and
Preparedness

Public Health Investigator

Disease Prevention and Control

Epidemiologist

Disease Prevention and Control

Environmental Health Specialist

Disease Prevention and Control

Grants Analyst

Administration/Finance

Accounting Technician

Administration/Finance

WIC Breast Feeding Peer Counselor

Human Services

WIC Program Specialist

Human Services

Workforce Case Manager

Human Services

Workforce Specialist

Human Services

Case Manager

Human Services
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Carson City Health and Human Services
Training Goals & Objectives
2013 - 2017
Goals, Objectives, & Implementation Plan

Introduction This section provides information regarding training goals and objectives, as
well as resources, roles, and responsibilities related to the implementation of
the plan.
Roles & The table below lists individuals responsible for the implementation of this plan as well as the associated

responsibilities  roles and responsibilities

:"Roles:& Responsibili t

[l S poarbe A Lo i P

Board of Health Ultlmately responsnble for ensuring resource llablllty to |mplement
the workforce development plan.

Director of Health and | Responsible to the Board of Health for workforce strategy, priority
Human Services setting, establishment of goals and objectives, and establishing an
environment that is conducive and supportive of learning. Identifies
high potential employees as part of agency succession plan.

Human Resources Provide guidance to the Director and Managers regarding workforce
development and assist in creating a culture that is conducive and
supportive of learning. Works with Directors and Managers to find
appropriate training/development opportunities for staff. Provide
guidance to the Director and Managers with coaching, mentoring
and succession planning. Responsible for assisting of workforce
development needs, plans, and issues.

Department Managers | Responsible to the Director for all employees within their divisions.
Supports, coaches, and mentors supervisors and/or employees to
assure that appropriate training resources and support structures are
available within the division. Assures completeness of timely
competency training and evaluation. Identifies high potential
employees as part of agency succession plan.
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Carson City Health and Human Services

Training Goals & Objectives
2013 - 2017

Supervisors

Responsible to their Manager and employees to ensure that
individual and agency-based training initiatives are implemented.
Works with employee to develop an individualized learning plan and
supports the implementation of the plan and competencies (i.e. time
away from work, coaching, opportunities for application, tuition
reimbursement). Identifies high potential employees as part of
agency succession plan.

All Employees

Ultimately responsible for their own learning and development. Work
with Manager or Supervisor to identify and engage in training and
development opportunities that meet their individual as well as
agency-based competencies and training. Identify opportunities to
apply new learning on the job.

Communication Goals and Objective will be communicated to staff and Board of Health by

plan the Director and Managers. Communication may occur at staff meetings,
Board of Health meetings, or posted training schedule for staff. The
Workforce Development Plan will also be posted on the CCHHS intranet-
Hdrive. When the plan is revised or edited, staff will be notified via email
and the electronic document will be updated.

Goal ¥ . _Objectives ... . | TargetAudience | Resources | Responsible Party |
Develop a Workforce By April 2014 a draft plan will be completed | All Health and Human | PHAB, TRAIN, Director, Managers
Plan that includes and presented to management for review Service Employees, NACCHO
competency tools and Dec. 2014 Workforce plan will be presented | Board of Health
documentation of and training to employees on implementation
competent workforce of the plan

On-going evaluation, revision, and
implementation of the plan
Establish objective Present evaluation tool to Director and All staff Performance Director, Human
Evaluation performance Managers by May 2014 evaluations Resources
tool Present evaluation tool to Human Resources Employee and
by July2014 Manager/Supervisor
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Carson City Health and Human Services

Training Goals & Objectives

2013 - 2017

Nov/Dec 2014 Inform employees of
evaluation tool to be used at annual
evaluation

Annually, as part of performance review
process and competency review process

Establish a Quality e  Provide training to employees on Quality All Staff e Quality Director and
Improvement Culture Improvement Improvement Managers
and procedure e  Provide standard format for documenting team, training
Quality Improvement projects schedule of
e  Encourage departments and staff to take classes,
initiative in establishing an improvement e standard
project documentation
tools on Hdrive
Provide a training e  Establish a training calendar to post All Staff Internal email All staff
schedule to staff training opportunities to staff system, CCHHS
e Managers to post training to employees website, TRAIN,
as optional or mandatory internal
o Assure all staff have log in to TRAIN to mailboxes,
access assigned training Communication
boards
Develop a Training o Establish a training committee that is All staff TRAIN, on line Director, Chair of

Commiittee

multidisciplinary by December 2014
Meets quarterly to review and develop
training and education

public health
training, trade
magazines,
conferences, staff
surveys

Training Committee
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Carson City Health and Human Services Curricula & Training Schedule

Introduction This section describes the curricula and training schedule for Carson City Health and Human Services.
This represents examples of current curricula and training. This schedule is a moving, flexible document to be
utilized by staff and managers. This is not inclusive of all training staff completes.
Topic Description Target Competencies Schedule Resources
Audience Addressed
New Hire Orientation | Module and checklists All new hires initial Orientation Manual, checklist,
attending City orientation day
Confidentiality/HIPPA | Patient and client All Staff Mandatory , 1,7,8 | Initial/annual HIPPA Privacy Policy
confidentiality rights
Safety and Evacuation | Manual on department All Staff Initial/annual, Policy and manual
safety and evacuation drills
Cultural Training on cultural All Staff 4 Initial/annual TRAIN Course
Diversity/Ethics diversity and ethical review
issues in public health
Essentials of Public Training on the science of | All Staff 6 Initial/annual TRAIN Course
Health public health and the review
Essential components
Effective Training to effectively All Staff 3.5.8 Initial/annual TRAIN Course
Communication communicate with clients, review
coworkers, and
community partners
Emergency Training Foundation for local All Staff 6,78 Initial/annual

for Local Public
Health

public health in
emergency planning
principles and integration
of public health into the
emergency planning
process

review
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Carson City Health and Human Services Curricula & Training Schedule

Age Competency Training on overview of | Clinical Staff 1,3 Initial/annual Age Competency Table
age related stages and
how to interact,
communicate and educate
across the life span
ICS 100 Basic training on All Staff 1,2,3,4,5,6,7,8 Initial/annual FEMA training web site
IS 907 emergency response and review
NIMS 700 incident command
systems
Quality Improvement | Training on continuous All Staff 7,8 Initial/annual | CCHHS power point
quality improvement Board of Health April 11, Conference
cycle 2014
Public
Health
Development
Conference
e Mandatory
training on
site 2013
thru 2014 at
staff
meetings
e  Presentation
to Board of
Health
March 2014
Blood Bourne Educate staff on the types | Mandatory for Initial/annual National Safety Compliance,
Pathogens/Infection of blood borne pathogens, | clinical staff training material, modules, DVD
Control as well as prevention and optional for
measures, and steps for all other staff
post exposure follow-up
Web IZ Training on entering Clinic and PHP | 2 Initial or as Nevada State Web IZ training at
immunization data into staff as assigned by training location deemed by state
the state data base required by management
manager, any
other staff
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Carson City Health and Human Services Curricula & Training Schedule

deemed by
management to
enter or review
immunization
status
Annual Nursing Skills | Training and education on | Nursing Annually in Conference and training at
Day requested areas by staff January or Carson City Health and Human
and mandatory annual February Services in Carson City.
training on point of care
testing
Workforce Train and educate all staff | All Staff December 2014 | Training time slots to attend in
Development Plan on the workforce plan and Conference room at CCHHS and
Training introduce new DCHHS
competency and
evaluation documents
Carson City Public Conference to build a All Staff, Board April 11, 2014 Carson City Legislature building
Health Development more robust public health | of Health, other
Conference workforce. Topics include | local health
public health policy, departments,
incorporating public coalition
health into city/county partners
governance, accreditation
path, grant writing,
quality improvement,
SLV program,
Technology Computer training on All Staff Optional Training offered free at Carson
software programs and City Library
operations
Leadership Practical leadership All Staff 3,8 Optional, TRAIN
development for peak encouraged
performance
Leadership- Addresses change in the Managers/ 3,5,8 Initial/annual TRAIN
Intermediate public health environment | Director review
and leadership skill to
continue advocating for
programs and policies
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Carson City Health and Human Services Curricula & Training Schedule

Budget Planning and | Overview of the All Staff 7 Optional, TRAIN
Management importance of integrating encouraged
strategy and budget
planning
Program Evaluation Teaching skills in All Staff 1,2,7,8 Optional, TRAIN
conceptualizing, planning encouraged
and implementing
practice of public health
programs
Annual Nevada Public | Annual conference that Staff request Varies Optional,
Health Conference trades locations each year | and approval by encouraged
between the North and management
South.
Annual Nevada Annual conference that Staff request Varies Optional,
Immunization trades locations each year | and approval by encouraged
Conference between the North and management
South
CCHHS Lunch and Quarterly lunch and learn | All Staff Varies Optional, Division/departments/community
Learn sessions encouraged partners
Leadership Carson Annual Leadership class | Leadership Assigned and City partners and government
City hosted by Chamber of approved by
Commerce management
Nevada Annual conference that Staff request or Assigned and
Environmental Health | trades locations each year | assigned and approved by
Association between the North and approved by management
Conference South management
Public Health and Annual Conference Staff request or Assigned and
Preparedness Annual assigned and approved by
Summit by NACCHO approved by management
management
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Evaluation and Tracking

Introduction

Evaluation

Tracking

Evaluation of training will provide Carson City Health and Human Services
with useful feedback regarding its efforts, including content, delivery, vendor
preferences, and training effectiveness. Accurate evaluation tracking is
necessary, particularly for professional continuing education documentation
and quality improvement purposes. This section describes how evaluation
and tracking of training will be conducted.

Carson City Health and Human Services will evaluate trainings using several
methods contingent on the type of training and provider of the training.
Surveys, evaluation forms, informal and formal feedback sessions, and
discussion with manager or supervisor at annual evaluation appointments.
This feedback will provide measure of success of trainings. Success will also
be measured in observation of employee transferring training to their work.
The department has developed a standardized form to be used for evaluation
of training.

Training will be tracked a variety of ways. Documentation of training may
include attendee list, certificates of completion, transcripts, or TRAIN
employee list of completed courses.
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Conclusion / Other Considerations

Other agency Carson City Healith and Human Services has developed a Strategic plan with

documents and components that support Workforce Development. Competency and

plans evaluation documentation was evaluated and new documentation tools were
developed to provide objective evaluation of the employee and support
documentation of a competent employee.

Review of plan  This plan will be reviewed annually by management. Staff members will be
encouraged to review and provide input to improve the plan.

Authorship ;‘g;s“plan was developed by the following individuals, and finalized December
Dustin Boothe Division Manager, Disease Prevention
and Control
Angela Barosso Division Manager, Public Health
Preparedness

Valerie Cauhape Program Specialist/Accreditation Lead
Rachael Rasner Public Health Nurse

Sandra Wartgow Public Health Nurse
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Appendix A: If Needed
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