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SARATOGA COUNTY PUBLIC HEALTH 
2015 TOPICS FOR ANNUAL REVIEW   

 
 
TO:  SCPH Staff /Contractors    
 
FROM: Cathi Duncan, Director of Public Health, Director of Patient Services  
 
DATE: December 4, 2015                                                 
 
RE:  Topics for Annual Review - 2015 
 
 
 
 
 
We have a responsibility to provide our patients with the best care possible.  By keeping 
ourselves safe, healthy and up to date on issues, we can provide that quality care.   
 
The Annual Review packet including new/revised policies and Corporate Compliance 
materials is now available on-line at www.saratogacountyny.gov.  
Click on “Departments”, select Public Health, select “employee annual review”   
 
    
After you have reviewed the information, please sign and return the attached forms which 
are noted below: 
 

a. Annual Mandated Training Acknowledgement Sheet* 
b. Annual Self-Health Assessment completed by employee*   
c. Confidentiality of Information/HIPAA Training Acknowledgement* 
d. Confidentiality Statement* 
e. Medicaid/Medicare Corporate Compliance Plan Acknowledgement* 
f. Computer Use/Internet Technology Use Policy* 

 
 
Policies and Procedures 
SCPHNS Policies and Procedures:  Policies/procedures are developed and/or updated 
continuously and are approved by the Board of Supervisors.  Agency supervisors review 
new/changed policies/procedures at team meetings.  The Director of Public Health and Director 
of Patient Services have a copy of the Policy Book.  You are encouraged to review it periodically 
and, especially, if you have a question. 
 
The following Policies & Procedures were developed or revised since the last Annual Update 
and have been placed on the website for review: 
 
 
January 2015 – September 2015 

 
 Personal Protective Equipment (PPE) Policy and Procedure (revised) 
 Medicare PPS Billing Policy and Procedure -NEW 
 Medication Reconciliation Policy for Therapy Only Patients (revised) 

*Sign, Date & Return 
these 6 sheets to the  

Attention of Cathi Duncan, 
Director’s Office by 

Friday, December 21st   
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 Peer Review Audit Policy and Procedure (revised) 
 Utilization Review Pain Management Audit Tool - NEW 
 Code of Ethics for Nurses - NEW 
 Walk in Blood Pressure Checks Policy and Procedure with Appendix A & B- NEW 
 Annual Employee Health Assessment (revised) 
 Patient Transfer Procedures for Emergency Situations (revised) 
 Immunization Clinic Policy and Procedure (New 8/26/14) 
 Procedure for Processing of Regulated Medical Waste (Revised 2/27/15) 
 Biliary Tube Flush Procedure (New 3/10/15) 
 AED (Automated External Defibrillation) Policy and Procedure (New 3/11/2015) 
 Medicare Other PPS Billing Policy and Procedure (New 11/3/14) 
 Procedure for Dry Sterile Dressing 
 Procedure for Wet to Dry Dressing 
 Home Health Aide Policies- (Revised 9/14/15), added new section regarding         

supervisory documentation 
 Home Care Registry- (Revised 9/11/2015), updated with HPN Coordinator 

identified as the Emergency Preparedness Coordinator.  The HPN Coordinator will 
assign agency staff various roles, instead of the Medical Secretary.  

 Urethral Catheterization Procedure- (Revised 9/09/2015), – updated 
attaching catheter bag to catheter tubing as a clean technique, instead of “aseptic”. 

 Physician Orders Tracking Policy and Procedure for Maternal Child, Lead, 
Tuberculosis and Synagis Programs –NEW- 

 Physician Orders Tracking Policy and Procedure for CHHA and LTHHC Program – 
(Revised) 

 Peer Review Audit Tool (revised) 
 Compliance Audit Tool (revised) 

 
Reporting Requirements 
 

Medical Device Reporting:  Agency policy states that we will report to the FDA and the 
device manufacturer when it is determined that a device has or may have caused or 
contributed to the death or serious injury of a patient.  This can be found on Page 23.2 of our 
Policy Book. 

 
 Domestic Violence:  If you have a situation where you suspect or know domestic violence is  
 occurring, you can refer the individual to the following numbers.   

 DOMESTIC VIOLENCE HOTLINE (available 24/7) – 1-800-942-6906; 
 LOCAL NUMBER – 584-8188; RAPE CRISIS HOTLINE – 587-2336. 
  
 If you would like more information on this subject, you can call the local Domestic Violence  
 office at 583-0280. 
 

 Child Abuse:  New York State recognizes certain professionals to hold the role of mandated  
reporter or child abuse or maltreatment.  Included in this list are registered nurses and social  
workers.  Mandated reporters are required to report suspected child abuse or maltreatment 
when, in their professional roles, they are presented with reasonable cause to suspect abuse or 
maltreatment.  If, in your judgment, a child is in imminent danger, you need to call the hotline 
immediately and report the situation.  If the situation does not pose an imminent danger, you 
should discuss the situation with your supervisor first.  The mandated reporter’s hotline 
number is:  1-800-635-1522.  If you have further questions, there are pamphlets available or 
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online at www.ocfs.state.ny.us. 
 
Methamphetamine Laboratory:  A pamphlet entitled “How to Recognize the Signs 
of a Clandestine Methamphetamine Laboratory” can be found in the on-line materials. 

 
Advance Directives:  Many people are worried about the medical care they would be given if  
they should become terminally ill and unable to communicate.  Advance directives are  
documents written in advance of a serious illness that state your choices of health care, or  
name someone to make choices for you if you are not able to do so.  Examples of advance  
directives are Living Wills, Health Care Proxies, and Do Not Resuscitate (DNR) orders.   
Please see the Director of Patient Services if you would like more information on advance 
directives. 

 
Workplace Violence Policy:  As required by Section 27-b of the NYS Labor Law, all public 
employers with 20 or more employees must have a Workplace Violence Prevention Plan.  
Saratoga County implemented its plan and policy in accordance with the Department of 
Labor guidelines.  Saratoga County’s Workplace Violence Policy as well as information 
about the policy and incident reporting can be found in the on-line materials..  

 
FACILITY INFORMATION 

 
Right to Know/MSDS:  (A flier is included in available for review in the on-line materials). 
You have a right to know of the health effects and hazards of toxic substances at your work 
site.  We are required to have a current Material Safety Data Sheet (MSDS) for all chemicals 
we use.  They provide information about the chemical including ingredients, potential health 
and physical hazards, personal protective equipment, first aid, spills procedures, handling and 
storage.  These sheets can be found in the MSDS Book located in the Assistant to the 
Director’s office, next to the Director’s Office.  A videotape is available on your right to 
know.  Please see the Director if you wish to view it.   

 
Fire/Safety Plan:  Evacuation Procedure Guidelines for Public Health are in this packet.  The 
safety of all employees and patients is of utmost importance.  Our agency policy on 
emergency situations can be found on pages 18 and 18.1 of the Policy Book.  The objectives 
are to have everyone remain calm, in contact with their immediate supervisor, and never take 
risks.  We hold fire drills four times a year and disaster drills two times a year.  Please review 
the guidelines and know your exit routes if you are in the building and have to evacuate.  
Always remember that wherever you are in the building at the time of an alarm or directive 
to leave the building – you should just leave the building.  Do not return to your office to get 
your pocketbook or coat.  The Public Health Nursing Service Evacuation procedure is 
available for review on-line. 

 
Computer Use/Internet Technology Use Policy:  Information concerning the Computer and 
Internet Use Policy for the County of Saratoga is found in the on-line materials.   
Please review this information.  Sign and return the acknowledgement sheet.   

 
CONFIDENTIALITY 
   

HIV Confidentiality Regulations:  Public Health Law (Article 27-F requires that information  
 about AIDS and HIV be kept confidential.  This agency recognizes and respects the  
 importance of ensuring confidentiality.  The law restricts disclosure of HIV-related  
 information.  When disclosure is authorized by a signed release, the person receiving the  
 information MUST keep it confidential. The Agency Policy on release of HIV related  

http://www.ocfs.state.ny.us/


 4 

 material can be found in the Policy Book on the page labeled 30.6. 
 

  Included in the on-line materials the following: 
  - Policy/Procedure for Release of Confidential HIV Related Patient Information 
  - Related Attachments A, B, C, D  
 
  Confidentiality of Information/HIPAA:  Attached is information regarding 

Confidentiality and Health Insurance Portability and Accountability Act (HIPAA) to 
include Saratoga County’s HIPAA document, Saratoga County Public Health’s HIPAA 
Procedure for Access, Use, and Disclosure of Individually Identifiable Health 
Information, Saratoga County Public Health’s Notice of Privacy Practices, Incidental 
Uses and Disclosures, and Saratoga County Public Health’s HIPAA Compliance Training 
document.   Family Educational Rights and Privacy Act (FERPA) information is 
enclosed for Early Intervention staff only.  Please review this information.  Sign and 
return the HIPAA Training Confirmation sheet.      

  
INFECTION CONTROL/BAG TECHNIQUE 
 
Policies and Procedures 
 

Infection Control/Bag Technique Policy:  The agency Infection Control Policy is found on-
line materials and also in the Policy Book on page 30.4.   Labs are conducted on the second 
Thursday of each month at 2:00 p.m. for the nursing staff to review bag technique and aseptic 
technique.  Each nurse is required to attend this yearly on the month of their anniversary date, 
and every effort needs to be made to attend on the assigned month.  Home health aides 
receive training on an annual basis at one of their scheduled monthly meetings.  Therapists 
need to follow proper infection control practices when dealing with patients.  Nurses need to 
be sure that aides working with their patients are following proper infection control 
measures.   

    
 Standard Precautions (formerly Universal Precautions):  These are addressed in the Infection 

Control Policy 30.4 listed above and are part of said policy.  Also attached in the on-line 
materials is a copy of our agency procedure for Standard Precautions and Transmission-
Based Precautions.  Should you have any questions relative to this policy, please see Gayle 
McNicholas, the Communicable Disease Nurse.   

 
 Hand washing Policy:   Staff members are required to follow appropriate hand washing 

procedures to prevent the spread of infection.  The agency policy on hand washing is 
included is found on-line. 

 
 Bloodborne Pathogens (BBPs):   Bloodborne pathogens are microorganisms, usually viruses, 

carried in a person’s blood that cause infection and disease.  You can become infected by 
contact with infected blood.  The most common BBPs are HIV, Hepatitis B and Hepatitis C.  
Transmission of BBPs can be interrupted with the use of stand precautions.    

 
 Included in the on-line materials are copies of: 

Bloodborne Pathogen Exposure Control Plan  
Pamphlet - Hepatitis B – Are you at risk?  
Pamphlet – Hepatitis C – Are you at risk? 
Pamphlet – Occupational Exposure to Bloodborne Pathogens.  It can be tri-folded 
and carried in your nursing bag or daybook as a handy reference. 
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Exposure Management Protocol for an Employee Exposed to a form of Bloodborne 
Pathogen.  This protocol includes all necessary forms to complete should an 
exposure occur.  It should be carried in your nursing bag. 
 

 
 Saratoga County Public Health Exposure Control Plan:  The agency Exposure Control Plan 
 Book is located in the Prevention Office.  It contains all the agency policies/ procedures/ 
 protocols regarding infection control and exposure to infectious materials.  It is updated on 
 an ongoing basis.  Staff is encouraged to review the book periodically and especially if a 
 question arises. 

    
 Tuberculosis:  Tuberculosis is a bacterial disease usually affecting the lungs.  Included in this 
  packet is the NYS Department of Health Fact Sheet on Tuberculosis.  Our agency is in 
 charge of  monitoring the TB activity in this county.  We hold a clinic once a month where a  

physician will  see patients with positive PPDs and those with active disease who are not  
communicable.  For patients with active TB, we go into the home and do Direct Observed 
Therapy (DOT), in which we watch the patient take their medications on a daily basis.  All 
staff is required to have a PPD  test done annually unless they have had a positive test in the 
past. Anyone with TB related questions should see Jamie Berardi, our TB nurse.        

 
EMERGENCY PREPAREDNESS 
  
Emergency Preparedness Program:  To effectively respond to an emergency or disaster, 
Saratoga County Public Health Nursing Service must engage in preparedness activities.  These 
activities include: 

• Participation in the Countywide Emergency Preparedness Committee 
• Volunteer recruitment, training and education 
• Development and updating of emergency plans with guidance from NYS Department 

of Health 
• Administration of vaccines/prophylaxis medications to a large number of people in a 

short time period in the event of a public health emergency.  Point of Dispensing 
(POD) sites have been established and POD drills are regularly practiced with Public 
Health staff, volunteers, and multiple agencies within the county.    

• Fit testing for N-95 respirator masks is part of preparedness to protect staff from 
airborne spread of illness, such as Tuberculosis.  Fit testing is done for all new staff 
and reviewed annually thereafter.   

   
 Any questions regarding Emergency Preparedness can be addressed with Cathy Medick, our 
 Emergency Preparedness Coordinator. 
 
 Emergency Preparedness Policy:  The agency needs to be prepared for a safe and effective  

operation should the county experience a large-scale emergency or disaster.  We have a plan 
in place to address such emergencies.  This plan, Operation of SCPHNS in an Emergency or 
Disaster, is part of the Policy Book and can be found on pages 18 – 18.2.  A copy of the 
Policy is included in the on-line materials.  All agency employees will function in specified 
roles during an emergency.  We conduct or participate in drills on a regular basis to ensure 
that we, along with our community partners, are prepared should an emergency occur within 
the county.  
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CORPORATE COMPLIANCE 
 
This on-line materials includes copies of the Medicaid and Medicare Corporate Compliance  
Plans for Saratoga County and Saratoga County Public Health.    
After you review this information, please sign and return the Corporate Compliance Plan 
Acknowledgement Sheet. 
 
FREEDOM OF INFORMATION LAW (FOIL) AND FREEDOM OF INFORMATION 
ACT (FOIA) 
 
The Clerk of the Board of Supervisors is designated the “Records Access Officer” and all 
requests for County records under the FOIA should be directed to him/her.  Below is Saratoga 
County’s Freedom of Information policy. 
 
 

FREEDOM OF INFORMATION 
 

In accordance with the New York State Public Officers Law, Resolution 66-78, amended by 229-
94, has established rules governing public access to County records.  The Clerk to the Board has 
been designated “Records Access Officer” and all requests for County records under the 
Freedom of Information Act should be forwarded to her/him.  Requests for public access to 
public records shall be accepted during the normal hours of business of the agency.  A fee of 
$0.25 per page will be charged to individuals requesting copies of public records. 
 
Copies of Resolution 66-78, as amended by Resolution 227-94, are available from the Clerk to 
the Board. 
 
 
*Anyone receiving a Freedom of Information Request should forward it to the Director of Public 

Health.  Please do not give out any information, with the exception of your New York 
State Department of Health contacts 

  


	After you have reviewed the information, please sign and return the attached forms which are noted below:

