
STANDARD OPERATING PROCEDURE
EMPLOYEE HEALTH

SOP 4.14

Purpose: TO OUTLINE THE PROCESS FOR OVERSEEING AND MONITORING HEALTH ISSUES FOR ALL DIHS EMPLOYEES (FEDERAL AND NON-FEDERAL) WORKING IN DIHS MEDICAL FACILITIES.  TO ALSO DESCRIBE THE EXTENT OF HEALTH CARE SERVICES PROVIDED BY DIHS TO EMPLOYEES.

I. EMPLOYEE HEALTH

1. DIHS human capitol (HC) personnel shall ensure candidates for clinical positions complete the pre-employment checklist. 

2. After hiring, HR personnel shall send the pre-employment health checklist to HSAs. 

3. HSAs shall use the pre-employment checklist to identify needed areas of employee health education and monitoring

4. HSAs shall strongly recommend that clinical staff obtain vaccination or provide evidence of immunity to the following:

a.  Varicella 
b.  Measles, mumps,  rubella

c.  Hepatitis A

d.  Influenza (annual vaccination)  
5. Testing for TB infection (TST, QuantiFeron®, or other FDA-approved test for TB infection) should be done at least annually, or more frequently if indicated as per CDC guidelines.  Employees who have previously had a positive TB test should seek appropriate diagnostic and treatment guidance from their regular health care provider.  Employees should have their physician complete the DIHS Tuberculosis Test Form. 
6. The HSA shall document injuries incurred by employees while on duty in the Employee Health Record and an Incident Reporting Document Form (QMD 010) should be submitted by the HSA to Headquarters Medical Services Branch.
7. The Medical Services Branch shall file forms and retain and destroy them according to federal policy

8. The individual who provided emergent care shall document care provided to the employee in the employee’s Employee Health Record. 
9. The HSA shall ensure all clinical staff have an updated and signed Statement of Health per policy. 
II. MAINTANANCE OF EMPLOYEE HEALTH RECORDS

A. DIHS headquarters personnel shall oversee pre-employment health requirements for all DIHS staff 
B. The Health Service Administrator shall assume responsibility for monitoring and tracking employee health issues at each site once the candidate is employed with DIHS.
C. The HSA shall initiate an Employee Health Record for all staff working in the clinic.  These records must be kept by HSAs in a secure, locked location. HSAs should ascertain whether or not they need to furnish information on Employee Health Records of non-Federal DIHS staff to personnel systems of such employees.  
III. SHARING EMPLOYEE HEALTH INFORMATION 

A. From time to time it may be necessary for infection control officers (ICOs) to obtain aggregate data on immunization status, TB infection status, or TB conversion status of employees within their facility.  The HSA should furnish this information to ICOs without identifying information to maintain confidentiality of employees.
B. Accrediting agencies may request that a facility provide information on employee health.  These data should be provided in aggregate without identifying information to protect the confidentiality of staff. 
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