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C K * cU  „» P ublic H ealth Records Course 

T opeka, Kansas

Alpha Kenny, Training Officer

( 1 )  To im p ro v e  t h e  o p e r a t i o n a l  e f f i 
c i e n c y  o f  t h e  l o c a l  and  S t a t e  h e a l t h  
d e p a r t m e n t s .
(2 )  To o r i e n t  t h e  c l e r i c a l  p o s i t i o n  i n  
r e l a t i o n  t o  p u b l i c  h e a l t h  o r g a n i z a t i o n s ,  
e m p h a s i z i n g  t h e  v a l u e  o f  t h e  w o rk  and 
o f  o p p o r t u n i t i e s  i n  t h i s  f i e l d .  S u c h  
work i n c l u d e s  a d m i n i s t r a t i v e  work ,  p e r 
s o n n e l  work ,  r e s e a r c h  and  s t a t i s t i c s ,  
l a b o r a t o r y  work ,  and n u r s i n g .
T h e s e  o b j e c t i v e s  w e re  o b t a i n e d  by a c 

q u a i n t i n g  t h e  t r a i n e e s  w i t h  t h e  p ro g ra m s  
of  p u b l i c  h e a l t h  s e r v i c e s  o f f e r e d . b y  o f f i 
c i a l  and n o n o f f i c i a l  a g e n c i e s .  E m p h a s i s  
was p laced  on th e  p o s i t i o n  o f  the  s e c r e t a r y  
i n  r e l a t i o n  t o  t h e  o v e r - a l l  p u b l i c  h e a l t h  
p r a c t i c e s  o f  l o c a l ,  S t a t e ,  an d  F e d e r a l  
g o v e rn n e n ts . B e t t e r  u n d e r s t a n d i n g  was ga ined  
by e x p l a i n i n g  t h e  f u n c t i o n s  and r e s p o n s i 
b i l i t i e s  o f  t h e  d i v i s i o n s  o f  o f f i c i a l  
a g e n c i e s .  Study and p r a c t i c e  i n  t h e  a r t  of  
p r o p e r  r e c o r d - m a i n t e n a n c e  was o f f e r e d ,

T r a i n i n g  o f f i c e r  and  t r a i n e e s  d i s c u s s i n g  
u s e  o f  h e a l t h  d e p a r t m e n t  r e c o r d s  i n  an  
i n f o r m a l  c l a s s  s e s s i o n »

R e c o g n i t i o n  o f  t h e  i m p o r t a n c e  o f  t h e  
c l e r i c a l  p o s i t i o n  i n  l o c a l  and S t a t e  
h e a l t h  d e p a r t m e n t s ,  and o f  t h e  l a c k  o f  

f a c i l i t i e s  o f f e r i n g  an o p p o r t u n i t y  f o r  
t r a i n i n g  of  s e c r e t a r i e s  and c l e r i c a l  work
e r s  i n  p u b l i c  h e a l t h  p r a c t i c e s ,  c r e a t e d  a 
demand f o r  s u c h  a program.  P u b l i c  h e a l t h  
a d m i n i s t r a t i v e  p e r s o n n e l  e x p r e s s e d  a need 
f o r  t h i s  t r a i n i n g .  The h e a l t h  o f f i c e r s  and 
a d m i n i s t r a t o r s  w e r e  s y m p a t h e t i c  t o w a r d  
improving  t h e  q u a l i f i c a t i o n s  o f  t h i s  typ e  
o f  p e r s o n n e l  and  i n c r e a s i n g  t h e i r  j o b 
i n t e r e s t .

A program of  t r a i n i n g  b a s e d  on t h e  p h i 
losophy of  “ l e a r n i n g  by d o i n g ” was o f f e r e d  
t o  t h e  a d m i n i s t r a t o r s  of  t h e  Kansas S t a t e  
Board of  H e a l t h .  T h i s  program was approved 
and p re se n te d  t o  a s e l e c t e d  group  of  q u a l i 
f i e d  i n d i v i d u a l s .  T h i s  “ p i l o t  c o u r s e ” had 
a t w o - fo ld  o b j e c t i v e :
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u s i n g  s p e c i f i c  r e c o r d s  and p r o c e d u r e s  fo r  
t h e  p u r p o s e  o f  i n c r e a s i n g  t h e  p e r s o n n e l  
e f f i c i e n c y  o f  t h e  t r a i n e e .

C l a s s e s  were c o n d u c t e d  u n d e r  t h e  j o i n t  
d i r e c t i o n  of  t h e  f u l l - t i m e  P u b l i c  H e a l t h  
R e c o r d s  T r a i n i n g  O f f i c e r  and t h e  K ansas  
S t a t e  H e a l t h  Department Records C o n s u l t a n t .  
The f u l l - t i m e  t r a i n i n g  s t a f f  and t h e  c o n 
s u l t a n t  s t a f f  o f  t h e  T r a i n i n g  C e n t e r ,  and 
t h e  f a c i l i t i e s  o f  t h e  Topeka  Ci t y-Sha wnee  
C o u n t y  H e a l t h  D e p a r t m e n t  and  t h e  K ansas  
S t a t e  Board  o f  H e a l t h  were a v a i l a b l e .  The 
C h i e f  o f  R e c o r d s  and R e p o r t s  S e c t i o n  of  
t h e  Bureau  o f  S t a t e s  S e r v i c e s ,  U. S. Pu b l i c  
H e a l t h  S e r v i c e ,  cams t o  Topeka ,  t o  p r e s e n t  
t h e  s u b j e c t ,  “ Records  and R e p o r t s  R e q u i r e 
m e n t s  o f  F e d e r a l  A g e n c i e s . ” The  mode of  
i n s t r u c t i o n  was by  l e c t u r e s ,  c l a s s r o o m  
d i s c u s s i o n s ,  v i s u a l  a i d s ,  and  s u p p l e 
m e n t a r y  r e a d i n g .

P a r t i c i p a t i o n  i n  th e  k e e p in g  o f  r e c o r d s  
unde r  competen t  s u p e r v i s i o n  was i n t e g r a t e d

t h r o u g h o u t  t h e  p r o g r a m .  O p p o r t u n i t y  t o  
observe  t h e  f a c i l i t i e s  and f u n c t i o n s  of  t h e  
l o c a l  and S t a t e  h e a l t h  d e p a r t m e n t s  was 
provided .  Each t r a i n e e  was r e q u i r e d  t o  p r e 
p a r e  a manual c o n t a i n i n g  l o c a l ,  S t a t e ,  and 
F e d e r a l  r e p o r t s  and r e c o r d s .  The completed 
manuals  were r e t a i n e d  by t h e  t r a i n e e s  f o r  
r e f e r e n c e .  The sys tems  of  r e p o r t s  and r e c 
o r d s  o f  v a r i o u s  o u t - o f - S t a t e  l o c a l  and 
S t a t e  o f f i c i a l  a g e n c i e s  were s t u d i e d  and 
inc orpo ra ted  i n  t h e  r e f e r e n c e  m anu a ls .  A l l  
c l a s s e s  were conducted in  an in for m a l  manner 
and the  t r a i n e e s  were encouraged  t o  express  
t h e i r  v i e w p o i n t s  f r e e l y .

The i n d i v i d u a l  a t t e n t i o n  r e q u i r e d  by th e  
t r a i n e e s  f o r  t h i s  type  o f  t r a i n i n g  l i m i t s  
t h e  number of  persons a t t e n d i n g  each  s e s s i o n  
t o  e i g h t .  P r e p a r a t i o n  o f  t h e  r e f e r e n c e  
manuals r e q u i r e s  a c c u r a t e n e s s  i n  d e t a i l  by 
t h e  t r a i n e e  and t h e  i n s t r u c t o r .

Sc he du le  No. I l l  d e p i c t s  t h e  d a y - b y - d a y  
work  d u r i n g  a 2-week p e r i o d .

SCHEDULE NO. Ill

DAILY SCHEDULE OF P R A CTICAL PUBLIC HEALTH RECORDS COURSE

FIRST WEEK
Monday Tuesday Wednesday Thursday Friday Saturday

A.M.

P.M.

R e g i s t r a t i o n

I n t r o d u c t i o n  
t o  Course

The Work of a Local 
H e a l th  Department

O bse rva t ion  T r i p  
Local H eal th  
Department

The Work of  a 
S t a t e  H eal th  
Depar tment

O b se rv a t io n  T r ip  
D i v i s io n  o f  
S t a t e  Board of 
H eal th

The Work of  th e  
U. S. P ub l ic  
H e a l th  S e rv ic e

O bse rva t ion  T r i p  
S an i to r ium  and 
C l i n i c s

S e c r e t a r i a l  
E f f i c i e n c y  

Cor r e  spondence 
M ail ing
R e c e p t io n i s t  D u t ie s  
Appointment 
P ro ce s s in g  Records  
P rep a r in g  R ep o r ts  
F i l i n g
P lann ing  of  Work 
O f f i c e  Procedures  
R eferences  
Other Aids

P u b l i c  R e l a t i o n s

SECOND WEEK
Monday Tuesday Wednesday Thursday Friday Saturday

A.M.

P.M.

A d m in i s t r â t ive  
Records 

F i n a n c i a l  
P e r s o n n e l  
V i t a l  S t a t i s t i c s  
R ep o r ts  
P u b l i c i t y

S e r v i c e  Records  
Communicable D iseases  
I n d i v i d u a l  S e rv ic e s  

M a te rn i ty  
I n f a n t  
P r e - s c h o o l  
School

S e rv ic e  Records 
S a n i t a t i o n  
Labora to ry  
D ental
Medical C l i n i c s

Records  and Repor ts  
Requirements  of 
F e d e ra l  Agencies 
Working Procedures

Records and Repor ts  
of th e  S t a t e  
Board of H eal th  
Working Procedures

R ecords  and R epor ts  
o f  Loca l  H eal th  
D epar tm ents

R ep o r t s  
S ource  of 
I n f o rm a t io n  

Methods of 
Compil ing  

R e l a t i o n  t o  Records 
P r e p a r a t i o n

S p e c i a l  R ep o r t s  
Surveys 
E v a lu a t io n s  
T ab les  
C h ar ts  
Maps
Applied  Drawing

R e p o r t s  of 
T r a in ee s
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