Roles & Responsibilities

Learners will take a hands-on learning approachw
Learners will actively participate in home activities
and deep dive into policies and procedures, as well
Plans and Behavior Plans during their Shadow Shifi
successful completion of all assigned Toolbox Trair
In-Person Skill Sessions, DMA Training, Recipient R
Home Orientation Checklist within 30-days from h
Learner will be evaluated on the material covered ¢

their Home Manager, so ask questions as needed.

In accordance with the various regulatory agencies
have sound knowledge and the ability to teach of e
Home Trainer is responsible for verifying and valid
readiness for the DSP role by asking open-ended ar
In-Home Trainer will demonstrate, in a show and te

on-the-floor, in real-time.

The Learner’s Home Manager will monitor the Lea
Competency Assessment, as well as all assigned To
In-Person Skill Sessions, DMA Training, Recipient R
Home Orientation Checklist is completed within 3(
questions they may have regarding the information
onboarding. The Learner’s Home Manager will mak
issues or concerns related to the assessment or an

learnings. The Home Manager is responsible for do
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Beacon’s Learning & Development will provide ongoing support for Field Operations,

Assigned In-Home Trainer, and the Learner throughout the Onboarding Experience. If at

any point additional assistance is required, or if either pafty has questions, comments, or

concerns regarding the material contained here, in

virtual sessions, or via Star Services

(LMS), please feel free to reach out to your onboarding Trainer, the assigned Trainer for

your district, or email: Trainers@BeaconSpecialized.org.

Contact Information

Assigned In-Home Trainer:
Home Manager/Acting: Diasherra Jackson

District Director/Acting: Gerald Ross

Address of Residential Home for Shadow Shifts: 7750 Dutch rd Saginaw Ml
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Le

Onboarding Training Status

Learner’s Hire Date: 10/11/21
Toolbox/LMS Trainings

o Trainings to be Completed:
CPR/FA Skills

o Scheduled:
CPI Skills

o Scheduled:
RR Classroom Training

o Scheduled:
DMA Virtual Classroom Training

o Scheduled:
Medical Skills

o Contact Medical Nurse to Schedule (
] Next Step Username and Password: "User

Initial Training & Employee Database with a
TELL all onboarding training are required to be completed
completed within the first 30 days, Learning & Developme
training is completed. REVIEW remaining trainings with ne
REINFORCE the importance of attending the RR Classroo
consistent internet signal, constant engagement in the clas
quiz at the end. If the RR completion certificate issent toy
upload into your training compliance file.

By signing the acknowledgement ei:/v%he Home Manager
&
Vith all Required Docu

2arne

if nod

Name

1l Rej
within

nt may
=w DSP
m Train
s, an ac

our emd

confirn

mentat

's Name: Jasmine Collins

ate)
: jeollinsPassword: 7XLS1DR"

uired Documentation -

he first 30 days from hire. If training is not

ecommend removal from schedule until

and discuss a game plan for completion.

ng as scheduled. RR Training requires a

tive video camera, and the completion of a

il, please forward to your Home Manager to

hs that the above information about

ion was reviewed.

W-30-

earner

Up
(o o

a

Home Manager
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significant or unusual. These repor
agencies, such as the Licensinjg Div
Manager, and Guardian. Reports m
of the shift and must be written by
involved in the situation. |

Incident Reports are written for: d¢
of resident; emergency depargtmen
harm or harm to others; instances
arrest or conviction of a resident; r
line of sight and hearing range or u
physical intervention/CPI; any susy
resident (this is followed by an immj
911/police contact.

A legal representative is defined as

1) A court-appointed guard
2) Aparent with legal custd
3) Inthe case of a deceased
estate or court appointe
4) A patient advocate unde
another advanced direct]

Sight The staff member always has a cles
To notice or view, carefully and wit

Prompt A reminder or cue; could be both v¢
assistance.

To cause a person to remember; to
someone/something; to make somq

Significant Change Observation or event that is out of
change or potential risk.

Source: Some definitions were provided by Community Mental Health Partnership
Living Support Services 2020, page 5 & 6.
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Day One

Residential Home Tour

Emergency Preparedness Log -

The Emergency Preparedness Logis a red or burgundy binder. REVIEW the table of
contents. SHOW who to contact when therge is afp internal or external emergency.
DEMONSTRATE the emergency plans for f re, ttﬂ‘rnado, full evacuation, shelter-in
place, and bomb threat drills and frequency. External evacuation goalis to
evacuate everyone in three minutes or less. Intefjnal emergency drills require
everyone to shelter in place for ten minutes for tprnados drills and six hours for
shelter in place drills. REVIEW policy [EM-001].

@é’e%e:@h@ﬂe Etiguette & Expectations

REVIEW Telephone Policy [HR-050]

Dv/Eg ergency Phone Numbers
SHOW & TELL location of the emergency p humber flip book.

%”*‘azams Commander -

The All-Hazard Commander is Melissa Will; ams.[[The Home Manager notifies

Melissa in the event of a serious injury or de ath t[[at is aresult of a natural disaster,

house fire, and/or van accident. A serious i}jury defined as requiring medical
attention and hospitalization. The AII—Hazairds Cpmmander should also be notified
for terrorism, bomb threats, power outagesj or ofjher outages, as well as when the
home may become unhabitable. For more d etailg| refer to the Emergency
Management Plan. SHOW where the Emerfgency Management Plan can be
reviewed.

L -
Mé@mb P hreats -

SHOW & TELL how to handle a Bomb Threjat. (1){Btay calm. (2) Obtain the

clipboard with the attached red pen. (3) Fol?lfow thie prompts on the bomb threat

checklist. (4) Once the location of the bomli’J is kniown, quietly notified another staff
|

member to call authorities. (5) Call 911. (6) Call All-Hazards Commander.
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Evacuate home if instructed by Police and/lor AllfHazards Commander. REVIEW
policy [EM-002].

@Evacuaﬁon Routes ~

SHOW & TELL Evacuation routes are posted by ¢very exit. The evacuation plan

outlines two separate routes. Review evacuatiorf routes by walking plans as

outlined on the posting. REVIEW policy [EI\I’I-OOG .

Fire Exits -

SHOW & TELL all fire exits. Fire exit signage is ngt required over all the exits,
however if there is signage it must be illuminatec . If the sign is not illuminated, a

work order must be completed in Facility Djﬁude ilmmediately. ASK How long should

8

it take to evacuate everyone during a fire dfrill? ANSWER: Three Minutes

|
|
i . o « - |
M@ Extinguishers - J

SHOW & TELL the location of and how to use a fire extinguishing utilizing the PASS

technique. (1) Pull the pin. This will break tfj1e tamiper seal. (2) Aim low, pointing the

i

R

5

B

nozzle or house at the base of the fire. (3) Sdueez E the handle to release the
extinguishing agent. (4) Sweep from side to side dt the base of the fire.
DEMONSTRATE Have the New Hire demonstrate how to use a fire extinguisher

B/Operly
Exterior Rally Point/Safe Locations for Fire & Edlacuations -

SHOW & TELL. Walk the path of an exterior evadlation to the rally point or safe

location. Time the evacuation. Repeat drill Uintil yhder 3 minutes.

M Interior Rally Point/Safe Locations for 1 @rf‘mda -

S}-{OW & TELL. Walk the path of an interiou% evacjjation to the rally point or safe

ﬁjfbcation. Stay in rally point or safe location for tef{ minutes.

=, ‘
;

LY In-Shelter Emergencies -
SHOW & TELL. Explain that an In-Shelter Ejmerge ncy might be caused by weather,
loss of power, or an emergency where it is rfot pogsible to evacuate the building.

\
Show how food and water is collected and the logation of the emergency totes.

ASK How long do shelter in place drills last‘5
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SHOW & TELL the location of the First Aid Kits gnd review the items that are
required to be inside. REVIEW how to check the |ntegrity of the First Aid Kit via a

zip tie or lock. Supplies are audited every month pnd/or anytime the First Aid Kit is

opened.
%@hazagd Kit -

SHOW & TELL the location of the Biohazard Kit(§). Review each of the items and

explain how to use. The biohazard trash bal gs arg used when there is a biohazard
spill of blood and/or body fluids that saturates mpterial. The biohazard trash bags
are then placed in the biohazard container, REVIEW Hazardous Materials and

Waste Cleaning Policy [EC-007].

CPR Masks -
SHOW & TELL location and DEMONSTRATE hoy to use. (1) Place the mask over
the patient’s nose and mouth with the narrow end over the nose. (2) Create an
airtight seal by pressing the inflated bag tight to the skin. (3) Tilt the patient’s head
back using the head-tilt chin lift maneuver {o opdn the airway. (4) Give rescue

breaths through the 1-way valve. REVIEW First id and CPR Policy [CTS-018].

The need for reliable emergency power is vital fdr the continued functioning of
residential facilities and operations buildings. Oyr policy is that a power failure is
not just a matter of overcoming “inconvenient” cfrcumstances; it is a matter of
ensuring Resident, Staff, and Visitor safety/secutity that is within the
Organization’s control. REVIEW Emergency Util{ties policy. SHOW & TELL the
location of the Emergency Power Shutdowns: RED = Electric. BLUE = Water.
YELLOW = Gas. REVIEW policy [EC-005].

ﬁ“’&”mé@w Alarm Codes lif applicable) —

SHOW & TELL the location of the key and/or codes. DEMONSTRATE. Note, if this

applies to your residential home location, each rgsident must have the use of

Window Alarms in their behavior treatmen
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Fire Alarm Systems & Codes (if applicable) -
SHOW & TELL. (1) The location of the main box.[2) Keys for the fire pull stations.
(3) Special equipment, process, and/or requiremgnts pertaining to your Residential
Home.

E{%peda% Needs Poster -

SHOW & TELL. Located outside each Resident’sbedroom doors are notifications

outline the special needs of the Resident in case pf an emergency and/or
evacuation. For example: Resident uses a véalking device. Resident uses a
wheelchair. The Resident requires oxygen.:The Resident is prone to seizures.
Binders -
SHOW the location of the binders. REVIEW the yise of binder and any information
that is stored and/or entered within.

wewca Storage -

SHOW & TELL. Chemicals must only be stqred i this location. It must always

remain locked. Chemicals are not to be Ieftgunat nded. If a resident is participating
in a “work in the home” role, the Resident cfanno mix or use chemicals. They can
only wipe or rinse the chemicals after they :1ave een sprayed by a Beacon Staff

Member.

@’éa?ew Data Sheeis (SDS) -
SHOW & TELL the location of Safety Data Sheet[SDS) book. Every chemical found
in the Residential home MUST have an SDSi. If theere is not an SDS for that chemical,

the chemical does not belong in the home. [g)EMONSTRATE how to use the table of
contents, look up a product, and discuss thé; inforimation found under each section
of the SDS. ASK the Learner to obtaina chémica from the chemical storage
cabinet. ASK the Learner to look up the chemicalt SDS. REVIEW with the Learner
that there will be spot audits to ensure everyonelknows how to use the Safety Data
Sheets. TELL that random audits are done to ensyre everyone knows how to look

up chemicals in the SDS. ASK any question§?
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@éecured Residential Storage (s applicable) [CTS-014] - SHOW & TELL Every Resident

has a limited amount of items that can be stored|jn their assigned room. The

i
|
|

remaining items are secured in a residential storfaige and available to the resident at

any time. SHOW how Resident items are s’éored at your Residential Home.

REINFORCE the two-bin storage. Per policy, anyithing exceeding two bins should

be stored offsite in astorage unit at the res dentg/guardian’s expense. REVIEW
Inventory log attached to the bin. DEMON%TRAHI’E how items are added or
removed from the log.

Mm%mmmem of Care [EC-009][EC-010] -

SHOW & TELL the location of the Red or Burgurlfy binder in the home. REVIEW

the Environment of Care emergency prote%:tion lan; facility specs for fire alarms,
furnace, generators, and sprinklers; comp|éted checklist; and the inspection
reports conducted by Beacon and/or outside aggncies. Completed reporting by
Beacon Staff are printed by the HM and stored i the EOC binder. SHOW the
Learner where the reports are housed in the EO( binder. REVIEW policies.

Menemi/ﬁ%eﬁﬁasemem Work Order & Repair -

It is Beacon’s policy to maintain safe and co?mfortable living conditions for
Residents and working conditions for Staff that Jre in either Residential Homes or
Company Vehicles. REVIEW policy [EC-008].

g exe s W
Mamw Dude -

SHOW & TELL how to access Facility Dudejand provide the standardized

i

password. Each password is specific to each homg. Do not change the password.
Facility Dude is used to issue work orders for majntenance. It is everyone’s
responsibility to ensure the Residential home is Hazard free and maintenance

issues are taken care of. REVIEW “How to Submit a2 Work Reguest” found on the

Beacon Systems & Process Index on the ADP Hopne page.
%SQQ“@& Home Temperature -

Residential home temperatures should be alwayq kept at 68 - 72 degrees.
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Elémutes*s & Usage [IM-005] -

SHOW & TELL the location of the house cdnput er. REVIEW the importance of
computer safety and confidentiality when charti ng or documenting. REVIEW when
and how to lock up the computer when not in usé. REVIEW the importance of

following confidentiality and HIPAA guidelines while using the computer or other

eléctronic equipment for communication. REVIEW policy.
Mealtimes & Locations -

TELL each Resident is provided three standard njeals a day plus snacks if someone

is desiring something in-between meals. There shjould be no more than fourteen
hours between meals, for example dinner and brgakfast. Residents participate in
meal planning and prep. MY25 is a meal plahning tool that takes into consideration

the individual Resident’s preferences, dislikes, allergies, and diets and outputs

recipes, menus, and shopping lists. SHOW the lofation of dining room and
EXPLAIN that everyone eats together, including taff. DEMONSTRATE how MY25

works.

Safet)/

M‘Waﬁ%{s, Steps, and Ramps -
TELL it is everyone’s responsibility to remove/eliminate hazards that may cause

slips, trips, and falls. Leaves and debris, such as grass clippings, should be swept

ay. Snow and ice should be shoveled, and walkg, steps, and ramps salted.

Wl adders, Stepstools, and Stairs -
TELL always maintain three points of contact whén using an approved ladder,

stepstool, and/or stairs. Remember a chair or piege of furniture is not a stepstool.

They could tip and cause injury. ASK what dipes three points of contact mean?
F

SHOW the location of ladders and stepstools.
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Confidentiality, HIPAA, and Récipnient Rights

£ sy e om
Confidentiality -

i
i
|
i
|
i
|
|

Confidentiality is keeping personal informa}ztion grivate. As Beacon Employees, we
do not talk about or share information unlefss itigon a “need to know” basis for
anyone working with our residents. Be cau%tious when accessing a resident’s file or
discussing information with a “need to knm}v” indjvidual of who is around you and if
they “need to know.” A Note of Caution: Even without mentioning names, there
are identifiers that would alert a person withoutfa “need to know” status as to the

|
identity of the person you are speaking of. Make ure that there is no way an

unauthorized person can identify a Residerlst thrqugh your conversation. SHOW
the Learner where Resident Authorizations are fpund that outlines what
information can be shared and with whom. REVIEW Release of Information
document which residents and guardians sign togive Beacon Specialized Living
authority to share specific and confidential inforgnation with those that they
specify. REVIEW Policy [CTS-004]: Confidentiallty, Abuse, Neglect & Mandatory
Reporting Requirements. policy. ASK: What rolewould be required to “know”
information about our Residents? ASK: What abgut a parent or guardian? ASK: If in
doubt, who are your resources?
The Health Insurance Portability and Accot ity Act (HIPAA) of 1996 is a
federal law that required the creation of nati standards to protect sensitive
patient health information from being disclc vithout the patient’s consent or

knowledge. REVIEW Policy [HIPAA-01].

Mental Health Code Resources & CMH Mznuzld -

Ig}‘OW location of CMH Manualson BASE(f.iA under Polices & Forms.

Recipient Rights and Responsibilities [Empi Handbook] -
SHOW & TELL where blue books are and pﬁone mumbers for CMH. REVIEW

Abuse/Neglect Claims Filed by Resident POE icy [{R-037]. REVIEW CRR

Progressive Action Grid.
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@Qﬁhace Transistor - interpreter -

REVIEW policy [CTS-012]. ASK In the event of aff emergency would we ever use

another resident, guardian, or minor to translate|for us?

AFC Licensing Rules Act 218 and Location of §

An Act to provide for the licensing and regdlatio of adult foster care facilities; to
provide for the establishment of standards of ca e for adult foster care facilities; to
prescribe powers and duties of the department df licensing and regulatory affairs

and other departments; to prescribe certai n feest to prescribe penalties; and to

repeal certain acts and parts of acts. SHOW Blug Binder location and contents.

E’é‘%/mgei Negiect/Confidentiality/Chapters T & 74 -

“All clients here at Beacon are to be treated with|dignity and respect and shall
remain free of harm or neglect. We as staff, haveja duty to protect the integrity of
our residents and keep our homes free of dangerjor neglectful behavior. This
includes protecting the privacy of residents identity and personal information.”

£ i

REVIEW Recipient Rights Progressive Action Grid.

Licensing incident Report, Location, & Use of Clgrity -
SHOW & TELL Review Clarity and show ad bf how to complete an Incident

Ree/ortﬂ R).

[ Hesident Security -

It is the primary responsibility of the Organizatioh to protect all Residents we
serve. This focus and concern are shared not only by Beacon Specialized Living, but
by referring organizations with whom we contragt. In this light, Beacon has
designated certain homes with structural securedl areas to deter elopement and
potential harm to Residents who may have elopement and safety issues.

Residents are not locked in homes and are able tg leave secured or non-secure
environments when they request to leave. However, if their treatment plan does
not state independent community access, the staff will attempt to redirect the
Resident. If the Resident chooses to leave, Beacoh will follow the

elopement/AWOL protocol. REVIEW Policy [EC-012].
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@;@/es'son Center Plan [PCP) - :

TELL the 1996 revision to the Mental Health Code requires a person-centered

approach to the planning, selection, and deliverylof the supports, services, and/or
treatment a Resident receives from the public mg¢ntal health system (community
mental health programs, centers for persons with developmental disabilities, and
psychiatric hospitals, and mental health service groviders under contract to any of
these). The PCP are individualized for each Resident and outlines specific goals and
objectives. PCPs are updated annually or w;hene\ er aresident and/or their

guardian request it. SHOW location in NextStep [REVIEW policy [CTS-009].

SIGNOFF on in-service plan during ResidertTrejatment Plan Activity.
I

@/ge*ﬁawe“ Plan (BP} - The Behavior Plan (BP) ou
resident might have. SHOW the location of BP infNextStep. REVIEW policy [CTS-
028]. SIGNOFF on BP during Resident Treatmenf Plan Activity.

@’éed Checks

Daytime checks happen every 30 minutes betwepn 6 am and 9 pm. Nighttime

ines any restrictions that a

checks happen every 60 minutes between 9 pm gnd 6 am. The frequency could be

more often if indicated in the BTP or Clinical On-Call. REVIEW policy [CTS-023].

B

ithorized Leave of Absence (AWOL) - [CTSHO37][CTS-0258]

REVIEW policy.

@/C@mwate Compliance Plan Review -

REVIEW Compliance Plan and Comipliance P/

Review Resident Treatment Plang Activity

Learner will review and sign off on Person Centef Plans and Behavior Plans.
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Meet & Greet Activity

Resident Meet & Greet Activity with In-Home Tra§ ner ($0-60 minutes)

O Hot Chocolate Social

O Board or Card Game

O Craft Activity

Mjoin Mealtime with Residents

Day One Assessment
mrner completes DSP Shadow Shift Day C ssessment in Star Services/LMS
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Organizational Review

M Mission Statement -
Since 1978, Beacon Specialized Living has cared for individuals with disabilities and
mental health needs. Our mission is to provide high quality, gentle, compassionate,
evidence-based care to help the people we|servegreach their goals and live rich
lives.

(4 Beacon’s Purpose

REVIEW Letter from the CEQ. ASK how can the Learner uphold Beacon’s Purpose

in their everyday work?
ViCare Values -
We believe that everyone, regardless of their abllities, deserves to be a full

member of their community.

o Integrity: Act honestly, speak the truth, apnd deliver on promises.
Compassion: Be compassionate, caring, and gentle in all that we do.
Advocacy: Encourage and invest in new ideas that elevate equality and
community. ‘,
Respect: Encourage a variety of tho(;ghts that reflect the diversity in our
markets, customers, and workforce.
Excellence: Consistently deliver high quality services that have a positive
impact.

[ Beacon’s Services -

REVIEW the services Beacon provides and\whicly services are provided to your
Residents.

] Organizational Structure -
REVIEW Organizational Structure by identifying Home Manager, District Direct,

and Vice-President.
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REVIEW Beacon’s Systems & Process Index fourjd in Beacon’s Basecamp in the Tell
Me How Tab.

Tell Me Hows (TMHSs) -
REVIEW the location of the TMHs on Beacon'’s Basecamp.

«

ai

bl

nof Command -

REVIEW policy [HR-005].

Tour of Med Room

Resident Medication Location
Schedule

TELL how resident’s are identified duringmedical administration: name,

picture in NextStep, and/or asking ainothe I staff member to confirm the
resident’s identify. i
PRN
REVIEW Policy [MM-004].
oTC
Controlled Substances
= SHOW & TELL the double lock sysfiem and count sheets.
CLIA Certificate

=  Monitoring and Reviewing Medication Expiration Dates

Medication Storage Policy

=  REVIEW Medication Storage%éPolic [MM-009]

REVIEW temperature require?emem s for the medication refrigerator
(36-46 degrees F). SHOW wHere tq find the Daily Medication
/ Refrigerator Temperature Loig in Basecamp under Forms.
myp@-ﬁyper Glycemic Protocol - |
SHOW & TELL the location of the Med Ro Pogter Book and describe the
relvepmia Protocol [MM-002] [MM-

contents. REVIEW Hvpoglycemia and Hype
003].
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Mémre Protocol -

REVIEW the Seizure Protocol Policy [MM-019]

™ Universal Precautions & Supplies -

within the Med Room Poster Book.

REVIEW location of supplies and the protocol far use of each item.

eMAR -

REVIEW eMAR with the Learner.
Paper MAR -

SHOW & TELL location and use of Paper M

il o
NextStep -

TELL NextStep is the system that houses Reside
Learner with their username and log-on credent
notes. DEMONSTRATE how to complete chart n
later in the afternoon. ADDITIONAL TRAINING

AR.

ht information. Provide the

als. DO have the Learner review
otes. Have the Learner chart notes

,documentation training is held

every Wednesday for new hire employees or individuals requesting refresher

training. ASK the Learner if they have attended

re-attend as a refresher. Contact Beacon’s

SHOW location of Health Care Appraisals

Appraisals are done by the Nurse and track

Resident intake or transfer (90 days prior t

apnually; and as required to double check v
ﬁfaﬂs Chart & Weight Log -

TELL vitals and weight are charted every m

and additional times based on the frequenc

MextStep. REVIEW Vital Signs Monitoring

.
8

[1 Clinical and Medical On-Cali Poticy

REVIEW Policies [MM-053] [MM-045]. SH

call information in the medication room. REVIEW
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he training or if they would like to

Operations Trainer for an invite.

n NextStep. REVIEW when Health Care

the Home Manager or DSP Lead:

o intake/transfer or day of admission);

ind weight.

in Nextstep and logs, on the 15t
ten in the Physician’s order in
020].

bcation of Clinical and Medical on-

y process. 1. Call and leave a
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3

R

R

message. 2. Wait for return call. 3. Call andéleave another message if you do not

receive a call back within 10 minutes. If this is anjemergency call 911.
mﬁuenza Vaccine -

TELL Influenza Vaccines are offered yearly no cost. REVIEW Resident

immunization Policy [CTS-019].

reening Residents, Visitor & Staf Prdtocol -

o WATCH Video

o REVIEW COVID 19 Resources on ADP Hpme Page
-

VID Vaccine Policy -

RgX/IEW COVID 19 Vaccination Policy.
M COVID Testing -

exposure, symptoms required, decision cha VID 19 Emergency Response

Decision Tree found on the ADP Home Pag er COVID 19 Resources.

AN

S

SR

Public Outing Activity

mearner will shadow other DSPs and Residents dliring a public outing in the
community. This activity could be to a public park, grocery or other big box store,
or recreational facility, i.e.. bowling, fishing, etc.

Easa

Remember the residents should choose the outings. Often the PCP will contain
suggestions of outings for an individual.

Day Two Assessment
@/Learner completes DSP Shadow Shift Day Two Assessment in Star Services/LMS
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Day Three

Human Resources

MASECAMP -

REVIEW BASECAMP highlighting: Benefiﬁs, Employee Handbook, FAQ, Current

Job Openings, Beacon Heroes, Policies & Forms|Orientation & Training, Get

Promoted (LEAP Program), Leadership, and Beaton Proud.
@/Personnei Policies -

@/REVIEW location of Personnel Policies.

Emplovee Handbook -

E/REVIEW location of the Employee Handbook
<

Benefit Infermation -

o TELL Benefits Informational Virtual Sessions are held every Tuesday. If you

were unable to attend one, please reach qut to your Beacon Operations

Trainer for an invite.

o TELL Newly hired full and part-time emplpyees that they have 30 days from

their hire date to enroll or waive benefitsjvia ADP. Failure to elect or waive

benefits within that timeframe will g:onstiltute awaiver of all benefits. ASK

have you enrolled or waived benefits?

o TELL Questions? Email Benefits@Béeacon Specialized.org.

tmployer Required Notices -

SHOW poster. SHOW postings on BASECAMP.

B/Easﬂa?d—pﬁawe@(% Act “Right to Know” Act

The Bullard-Plawecki Act gives the employee th¢ right to review personnel

records; outlines the criteria for the review; and dictates the information which

may be contained in personnel records.

o Employee Handbook: Written Request tqd HR for Copy of Employee File

HR@BeaconSpecialized.ore.

o Third Party Agencies Right to Information
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Training Reguirements & Annual Refresher Trining -
TELL mandatory training is assigned yearlyil, bi-apnually, and as needed for an
investigation corrective action plan. If training ignot completed within the required

timeline, recommendation for removal from schipdule may be requested by

Learning & Development until training is c;)mplj[ted. Please ensure you are
I

reviewing your Beacon email during your sfched ed shifts to not miss training
notifications. Training will also be scheduled in ypur MakeShift schedule for your

convenience. REVIEW Training/Unauthorized Absences Policy [HR-0021.

EAP Program -

Leadership, Excellence, Advancement, an otion Program is a multi-level
system where DSPs continuously improve ;‘.heir knowledge within their role and
are rewarded by gaining responsibilities and recgiving rewards. DSPs are
encouraged to LEAP forward by one or moz'e levels ayear. Learning &
Development offers weekly informational j.;essic ns on the LEAP program and
virtual coaching sessions to prepare you toi LEAR forward. REVIEW policy [HR-
055]. Additional questions or need help? Réeach dut to Learning & Development at

H

LEAP@BeaconSpecialized.ore.

@/;aj”‘ﬂ}ﬁ‘, imecard/Verify ADP Login -
TELL Learner that we are paid every two wpeks. Prior to the close of the pay
period, log into ADP to review hours workéd and approve. If there is an issue,
contact your Home Manager immediately fo resplve prior to the closing of the pay

cycle.

™7 S .
@/ lirectory of all Employees -

i
1

PROVIDE a phone list of all current staff ml- rs assigned to the Residential

SHOW & TELL Scheduling is done in MakeShift. The needs of the Residents are
always the first consideration when making a schedule. DEMONSTRATE how to

log into MakeShift; view schedule; request schedule change; accept shift; etc.
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%aﬁ Meetings -

TELL Staff meetings are mandatory and heéld on¢e a month. Please make every

attempt to mandatory monthly please make every attempt to attend because itis a

great resource to share new information, discusg solutions, and build teamwork. If
B/yeju have a conflict, contact your Home Ménage as soon as possible.

“Call COff” Procedure

TELL If circumstances require you to call off your shift, you are required to call your
Home Manager 4 hours prior to the start of youf shift after you have attempted to
find coverage. In the event of an emergency, colhmunicate with your Home

anager. REVIEW policy [HR-042].

Y Absence/Tardy -

REVIEW Attendance and Work Schedule F icy[HR-042]. REVIEW Attendance PA

E]77'id on Basecamp. ‘
Leave of Absence & FMLA [Employee Handboo K] -

o REVIEW Family & Medical Leave Pév-i%cy HR-019] and Return to Work
Policy FMLA. Non-EMLA, Workers Comg [HR-0021.
/o REVIEW Paid Time Off Policy [HR-004]. |
[ Paid Holidays -
)R/EVIEW Policy [HR-010].

™ on-Cali Policy -

TELL When a situation arises that the staff feels heeds to be immediately

addressed, contact the on-call person. SHOW thg location of the on-call calendar.

@}EV!EW Policy [HR-051].
Workers Compensation -

REVIEW Policy [HR-013]. SHOW & TELL how toreport a staff injury in Clarity.

Documenting a staff injury is required even if the individual is not seeking medical

treatment. Documentation allows Beacon to leafn and to implement corrective
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measures to reduce risk to our staff in the

injury. REVIEW Drug and S

Cilad

e A

ance Su

eeni

futurd. Drug testing is mandatory after

A

Policy [HR-030].

Substance Abuse -

|IEW Impaired or Disruptive Professio

Plelicy [HR-021].

Prosressive Action {PA) Procedure

REVIEW policy [HR-001]. REVIEW Corpor

bmpliance/Quality Progressive

TELL Beacon'’s policy is to follow the rules
talking on the cellphone while driving. Ever
must hold a current driver’s license. Drivin

Assessment will be conducted by the Home

Company vehicles. Company vehicles canrj

Yehicle Staff Transportation Reguirements

f the

ot bd
Poli

road, including no texting or

yone|must wear a seatbelt. Employees
o traiping is provided and a Driver
> Mar

ager prior to being able to use the
used for personal use. REVIEW

v [HR-044], Company Vehicle

Policy [HR-061], and Company Vehicle anc

1 Acc

dent Policy [HR-043]

b b P B N A S O
Criminal Convictions & Crim

¥ilid

TELL misdemeanors, felonies, and vehicular viol:

within 24 hours.

Sleeping on Duty -
TELL sleeping on duty is not tolerated and ¢
considered neglect and a Recipient Rights§

out of ratio due to a staff member sleeping.f

~ould

If yoy

itions are required to be reported

result in immediate dismissal. It is

iolatfon because your home has fallen

r co-worker falls asleep on the

job, it is your responsibility to call the “on-dall”, the Home Manager, and Recipient

SHOW & TELL the Personal Care/CLS Logs.

Explain the skills that we are assisting the R

documentation. Falsifying documentation is cond

REV

eside

EW each section of the form.
ht with. REVIEW proper

idered fraud, so make sure you
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are documenting appropriately. For examf le, marking off that the individual took a
shower is not the same as assisting with shower
@éhﬁ*’: Duties and Cleaning Schedulie Review -
SHOW & TELL the assigned shift duties, found on the Staff Checklist, and cleaning
schedule. REVIEW how different duties are assigned to each staff on shift. Tasks
are required to be completed within 12 hours. Iflyou cannot complete, document
reason that the task was not completed and communicate during shift change
meeting. ACTIVITY - Complete cleaning schedufe together. Provide feedback as

needed. The cleaning activity that the Learner wias assigned:

N

Q/?%esscieﬂt Assignment Sheet and Transfer Protopol -

SHOW & TELL the location of the Resident Assignment Sheet and REVIEW

Transfer Protocol. When care of a resident is re-assigned to another staff member,
i.e.: doctor’s appointment, a signature is required to transfer responsibility. If a
signature is not obtained, you are held accountable for the care of the residential

although they are not in your immediate care.

@/{iﬁsﬁ‘éog’ Protocol and Logbook -

SHOW & TELL the location of the COVID screenjing station and visitor logs. SHOW

the difference between the Beacon Staff Visitor Log and the External Visitor Log.
DEMONSTRATE how internal and external visitprs sign in; what ID is required;
how to use thermometer; and process to refuse visitation due tb temperature.
REVIEW visiting hours and exceptions to the rule. REVIEW Resident Visitor Policy
[CTS-010]. REVIEW MDHHS COVID 19 Resider|tial Care Visitation Order,
MDHHS Special Case Visitor Posting [COVID Rgsources ADP Home Page] and
Visitors (Staff) [HR-015].

2 o 5 33 ™ o b 4 [ —
Employee Phone/Cellphone Use -

TELL cellphone are not allowed in the Residentidl home at any time to avoid
breaching Resident confidentiality. Residential hbme phone numbers can be given

to family for emergency purposes only. REVIEW|policy [HR-046].
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@{:iaﬁ Media -
TELL Beacon understands that social media canpe a fun and rewarding way to
share your life and opinions with family, friends,fand co-workers around the world.

However, use of social media also presents certdin risks and carries with it certain

responsibilities. To assist you in making respons|ble decisions regarding social

ia, REVIEW the Social Media policy [HR-054].
Smoking Policy -

TELL effective May 1, 2010, the State of M}ichige n passed ACT 188 - Smoking Ban

in Public Places, Workplaces, and Food Es‘éablisr ments. It is the Organization's
policy to comply with this law and provide a smagke-free environment for all staff
members, Residents, and visitors. Therefore, smpking is not allowed in any of the
Residential homes or enclosed attachments to the residential homes, i.e., porches.
REVIEW policy [HR-006]. TELL when a resident js smoking in the designated

smoking area, a staff member is required to be present at all times for observation.

re Logs [1C-008] -
=  REVIEW Policy. ASK what cansist¢nt temperature should the

refrigerator be set to? (32-40 degrees) ASK what consis’tent
temperature should the freezer bg set to? (32 - O degrees) ASK what
time is the temperature log documented at daily? (6:00 am)

o Labeling & Dating Food

= SHOW & TELL The expiration datg should be written on the white

label and placed on the container grior to storage. White labels are
available for order from Gordon Fgod Service. SHOW an example. As
a best practice when storing food, place the new items towards the

back (FIFO “first in first out) to avdid food spoilage.
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o Safe Food Handling Practices & Storage -

= TELL Food borne ilinesses can be prevented by practicing good

personal hygiene, having a clean kjtchen and cooking area, preparing
food properly, and safely storing and disposing food products.
REVIEW policy [IC-014]

o Hair Net, Gloves, and Handwashing

= Hand Hvgiene -Hand washing with soap and water remains critical

for good hand hygiene. Hands sholld be washed for 20 seconds.
DEMONSTRATE washing hands properly. REVIEW policy [IC-002].

Food Handling and Storage Policv[iC-014]

= Review policy.
t Diets -

My25 is used in homes with three or morg Residents.
Menu Planning and Documentation

Consumption Logs
Allergy & High Alert Board
oad Preparation, Substitutions, & Documentafion -
REVIEW the food preparation process, how to rvl[ake substitutions, and where to

document.

Vehi’ 1e Orientation

@/Wee[ v Vehicle Inspection -
SHOW & TELL how to conduct a Vehicle Inspectjon. REVIEW the log and the

p@mts you are required to inspect. ACTIVITY Cdnduct a weekly vehicle inspection.
@/Jem@e First Aid Kif and Fire Extinguisher

SHOW the location of the first aid kit and fire extinguisher.
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[\ Emersgency Vehicle Tote -

SHOW the location of the emergency vehi}cle to
Tote Inventory and conduct an inventory.
Mileage Log -

SHOW & TELL the location of the Mileage

pleted and frequency.

\ce an
/ehicle Cell Phone Policy -
SHOW & TELL A van cell phoneis provided for g
talking on a cell phone. If you are required to tal
toy*ne side of the road and place the car in park.
minutes.
Vehicie Accident Reporting -
TELL if you are in an accident in the company ve

If an emergency, call 911. If non-emergency call

te. REVIEW Emergency Vehicle

hd REVIEW what is required to be

d registration.

utings. There is no texting or
e a call or reply to a text, pull over

_imit your calls to less than 5

hicle, attend to medical needs first.

the appropriate police line and the

Home Manager. Documentation, including pictufres will be required by Beacon and

ouy"ﬁsurance company. Drug testing will be req

cp/ntact maintenance.

mwg Drinks, and Smoking Prohibited

f@s_ea Speed Limit -

TE each company vehicle is equipped wif

Q/}yt’reports erratic driving, hard stops, and
% iz i

Driving Reguirements/Obeving the Law
/\aiid Driver's License
ing/Driving Viclations -
TELL any misdemeanors, felonies, and vehicle vi

must be reported within 24 hours to HR.
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m 1ing Corners and Wheelch

DEMONSTRATE securing wheelchairs in tﬁhe vehicle. TELL turns should be taken at
a slow speed with gradual acceleration as you cdme out of the turn to ensure
minhnal movement of the Resident and wheelchair.

ea&uw Usage -
TELL everyone isrequired to use a seatbelt in the vehicle. Van doesn’t move if
sg,atbelts are notin use.

LW Usage of Oran

TELL Orange Cones are utilized every time the Vehicle is parked. One cone is
placed at the back driver’s tire and the other cone is placed at the front passenger’s
tires ASK why does Beacon utilize orange cones? Answer: It ensures that the driver

cénducts a full 360 inspection.

Yiohle
¥ enic

ie Service -
TELL the process for ensuring that routine vehicle maintenance is scheduled and
coﬁ\pleted.
./J river Test with Home Manager -
o Date Scheduled:

Date Completed:

Doc/or s Appointment Activity

E/Learner will shadow other DSPs and Residents during a doctor’s appointment.
During the appointment they will learn how to dpcument visits and medical
instru?ions, as well as being an advocate for the|Resident.

/

Day/'fh ree Assessment

@ Learner completes DSP Shadow Shift Day Five Assessment in Star Services/LMS
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Training Acknowledgement

@’T/Ibox Trainings

FA Skills

C

C .

Jo -
/ReCIplent Rights Classroom Training

/JEMA Virtual Classroom Training
[ Medical Training

gPMA In-Service Training
JMA Test
adow Shift Daily Assessments

Competency Assessment

E/Competency Assessment Uploaded into-LMS/Sthr Services

In signing this document, | acknowledge that | have completed Beacon Spécialized Living's Onboarding requirement,
including Beacon’s Toolbox Training, CPl and CPR/First Aid In-Person Ski|l Sessions, DMA Virtual Training, Recipient

Rights Classroom Training, In-Home Orientation Checklist, and Cc mpetefcy Assessments.

I agree to abide by the policies and procedures that were explained in this training. | understand that if | have any
questions about the training, materials presented, or information not addiessed in the training, or if | encounter any

problems, it is my responsibility to seek clarification from my Home Mana ber and/or District Director.

| : slake}
~ AN NEAYS '7\1%’0“&/@*5

Learner

f Aﬁssigne in-Home Trainer

5 i
vt

Home Manager

B/[n—Home Orientation Checklist Uploaded into LN1S/Star Services by HM
LT raining was completed within 30 days from Leafner’s Hire Date.
LA raining was not completed within 30 days|from |Learner’s Hire Date.
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