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Required
Training
Topics
When
How often
All Staff 
(including manager)
Orientation
-    Emergency procedures (fire, medical, crisis)
-    Staff members' job responsibilities
-    Physical layout of facility
-    Facility's policies and procedures
-    Residents' rights
Within 3 working days after date of hire
Once
ALL STAFF 
(including manager) providing personal care services
First Aid
(American Red Cross Standard First Aid course OR training provided by licensed physician, registered nurse, or emergency medical technician)
Recognition and emergency management of bleeding, burns, poisoning, respiratory distress including choking, musculoskeletal injury, wounds including animal and insect bites, sudden illness, shock, hypothermia, heat stroke and exhaustion, and frostbite
Certification must be current as of date of hire or training must have been obtained within three years prior to the date of hire
Ongoing
(must be kept current)
ALL STAFF
(including manager) providing personal care services
Personal Care Training
Correct techniques of providing personal care services to others
Prior to providing personal care services
As needed
ALL STAFF 
(including manager) in a facility accepting residents diagnosed with mental illness
Mental Health Orientation
General information regarding caring for persons diagnose with mental illness and instruction on how to access local mental health crisis or emergency services related to mental illness.
Within 30 days of hire
Once
ALL STAFF 
(including manager) in a facility accepting residents diagnosed with mental illness
6 hours annual training
Topics relevant to persons diagnosed with mental illness
Within twelve months of hire 
Annually	

Manager
Initial training on running adult care facility
Topics include, but are not limited to -  Cleanliness/sanitary conditions -  Conflict resolution -  Documentation -  Financial management -  Resident screening and referral procedures -  Role and responsibilities of adult care facilities -  Role and responsibilities of ombudsmans, other governmental systems and resources	
Within twelve months of hire or initial licensure of facility
Once
Manager 
6 hours annual training on running adult care facility
Topics pertinent to running an ACF, including the above topics and -  Implementation and interpretation of ACF administrative rules and statutes -  Personal care service protocols -  Policy and procedure updates
Within twelve months after first year
Annually
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