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The LHD Director will create a recruiting team to review, interview, and select contact tracing staff.  A COVID-19 Staffing Liaison is needed to communicate with staffing vendors, time reporting.  The three CT positions include a Communicable Disease Investigator, Contact Tracer, and Social Support Connector.  The LHD Director will determine the number of contractors needed to complement their internal staff based on the current need.
Steps:
· Develop recruiting team
· Assign a COVID-19 Staffing Liaison
· Share all guidance with assigned staff
All LHD staff involved with recruitment and time reporting will need a KOG account and access to the SharePoint site established by the state.  Resumes for employment are accessed at the SharePoint site.
0. If you do not already have an established KOG (Kentucky Online Gateway) follow the KOG User guide to create an account. (users may not share accounts)
0. If you have an existing account but need a password reset, please email koghelpdesk@ky.gov. 
0. Additional resources:
2. KOG FAQs
2. KOG account creation video

In addition, recruitment team members and your LHD COVID-19 Staffing Liaison must request CHFS Staff user permissions to view resumes on the SharePoint site. https://sp13external.chfs.ky.gov/sites/OATS/cv19cts/resumes/Forms/Active.aspx
Send request for SharePoint access to Jimmie Patterson at Jimmie.Patterson@ky.gov or Deanna Sallee at Deanna.Sallee@ky.gov and KOG account issues.
LHD Recruitment Team Responsibilities 
The LHD recruitment team is responsible for reviewing and interviewing candidates for the three contact tracing disciplines needed.  Steps include:
· Recruitment team reviews candidates on the SharePoint site (https://sp13external.chfs.ky.gov/sites/OATS/cv19cts/resumes/Forms/Active.aspx ) and schedule interviews (sample questions attached).  Use Contract Tracing Staffing Guide Process (attached) to view resumes. 
· Submit the list of names and position titles selected to the COVID-19 Staffing Liaison assigned at your agency.
· COVID-19 Staffing Liaison will submit names to vendor(s), Local Health Personnel (LHP)  (LH.Personnel@ky.gov)
· Repeat process for additional staff
COVID-19 Staffing Liaison Responsibilities						        8/25/20
COVID-19 Staffing Liaison will be the liaison for LHDs, vendors, and Local Health Personnel for contact tracing activities.  This position may be an internal employee in HR, finance, administration, etc.  COVID-19 Staffing Liaisons will code their time related to these activities to the COVID 19 cost center.  
The COVID-19 Staffing Liaison must have access to KOG and SharePoint.  Access resumes through the SharePoint site https://sp13external.chfs.ky.gov/sites/OATS/cv19cts/resumes/Forms/Active.aspx .  Follow the Contact Tracing Staffing Guide Process (attached) to search for specific positions. 
0. If you do not already have an established KOG (Kentucky Online Gateway), follow the KOG User guide to create an account. (users may not share accounts)
0. If you have an existing account but need a password reset, please email koghelpdesk@ky.gov 
0. Additional resources:
5. KOG FAQs
5. KOG account creation video
0. Contact Jimmie Patterson (Jimmie.Patterson@ky.gov) for access to the SharePoint site and KOG questions

Responsibilities include:
· Submit candidates selected to the vendor(s) by email and copy Local Health Personnel at LH.Personnel@ky.gov.
· Contact and onboard contact tracing employees- HIPAA forms, policy forms, confidentiality forms, training needs (Katie.myatt@ky.gov), distribute equipment, etc.
· Assign equipment (phone, laptop, headphones, etc.)
· Serve as point of contact for vendors and Local Health Personnel (LHP)
· Record and report time to vendor weekly by noon Monday
· Monitor the need for additional or less staff and report to LHP Inbox (LH.Personnel@ky.gov)

You may contact Krista Hamilton (krista.hamilton@ky.gov) for recruiting questions and Jimmie Patterson for KOG or SharePoint questions.
