Roles & Responsibilities

Learners wiil take a hands-on learning approach with the Assigned In-Home Trainer.

Learners will actively participate in home activities, ask questions to seek clarification,
and deep dive into policies and procedures, as well as individualized Person-Centered
Plans and Behavior Plans during their Shadow Shifts. The Learner is responsible for the
successful completion of all assigned Toolbox Trainings, as well as CPl and CPR/First Aid
in-Person Skill Sessions, DMA Training, Recipient Rights Classroom Training, and In-
Home Orientation Checklist within 30-days from hire to be licensing compliance. The
Learner will be evaluated on the material covered during their In-Home Onboarding by

their Home Manager, so ask questions as needed.

in accordance with the various regulatory agencies, the assigned In-Home Trainers must
have sound knowledge and the ability to teach of each topic within the checklist. The In-
Home Trainer is responsible for verifying and validating the Learner comprehension and
readiness for the DSP role by asking open-ended and clarifying questions. The Assigned
In-Home Trainer will demonstrate, in a show and tell manner, how to complete each task

on-the-floor, in real-time.

The Learner’s Home Manager will monitor the Learner’s progress to ensure the
Competency Assessment, as well as all assigned Toolbox Trainings, CPl and CPR/First Aid
In-Person Skill Sessions, DMA Training, Recipient Rights Classroom Training, and In-
Home Orientation Checklistis completed within 30 days from hire and to answer any
questions they may have regarding the information they are receiving during their
onboarding. The Learner’s Home Manager will make themselves available to address any
issues or concerns related to the assessment or an on-time completion of required
tearnings. The Home Manager is responsible for documenting training upon completion.

NHO.DSP.ShadowShift.In-Home Trainer
June 14, 2021
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Learners Name;

Onboarding Training Status

[¥1Learner’s Hire Date: -2 2 s\
[YToolbox/LMS Trainings

o Trainings to be Completed:
[0 CPR/FA SKills

o Scheduled: 17, -4~

[FCpiskills
o Scheduled:
mtlassroom Training /ch“\
o Scheduled: V- 9”/5

L1 DMA Virtual Classroom Trainin€
o Scheduled: 121~ 2>

L] Medical Skills

o Contact Medical Nurse to Schedule (of no date)

[ Méxt Step Username and Password:

W"ﬁaining & Employee Database with all Required Documentation -

TELL all onboarding training are required to be completed within the first 30 days from hire. If training is not

completed within the first 30 days, Learning & Development may recommend removal from schedule until

training is completed. REVIEW remaining trainings with new DSP and discuss a game plan for completion.

REINFORCE the importance of attending the RR Classroom Training as scheduled. RR Training requires a

consistent internet signal, constant engagement in the class, an active video camera, and the completion of a

quiz at the end. If the RR completion certificate is sent to your email, please forward to your Home Manager to

upload into your training compliance file.

By signing the acknowledgement below, the Home Manager confirms that the above information about

Initial Training & Employee Database with all Required Documentation was reviewed.

NHO.DSP.ShadowShift.In-Home Trainer
June 14, 2021

Learner i Date
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Definitions

Assistive Device

bvent Keport

A distance approximately equal to the length of an adult human’s
arm, no matter where they are.

To help someone, typically by doing a share of the work. (e.g., some
hand over hand, prompting, guiding, or reminding).

Any device that helps someone do something they might not
otherwise be able to do on their own. These may be items used to
promote, achieve, or maintain an individual’s independence. {(e.g.,
wheelchairs, adaptive switches, canes, walkers, communication
device).

Event Reports are written following an occurrence that is either
significant or unusual. These reports are communicated to outside
agencies, such as the Licensing Division, Recipient Right Office, Case
Manager, and Guardian. Reports must be completed before the end
of the shift and must be written by the staff who observed or was
involved in the situation.

Event Reports are written for medication errors, refusals, or running
out of medication; for any unexplained injury, fall and/or accident
that could have caused injury to the resident; elopement from the
home (Resident still in line of sight from staff); and any “unusual
incident.” Examples include, but are not limited to,: stealing,
environmental emergencies that could have resulted in a need for
medical care but did not, problem behavior not addressed in their
plan such as aggression, smoking in the home, etc.; inappropriate
sexual acts, such as public masturbation, etc.,; and aggressive
behaviors that disrupt the home but did not result in serious injury.

Direct Support Professional (DSP) performs task(s) along with the
individual by guiding their hands through the process.

An unusual or significant event that disrupts or poorly affects the
course of treatment or care of an individual. Incidents may include
but are not limited to behavioral incidents, physical intervention use,
individual death, any accident, or iliness that requires hospitalization,
displays of serious hostility, attempts at self-inflicted harm or harm
to others, instances of destruction to property, the arrest or
conviction of an individual, refusal of care, or medication, etc.

NHO.DSP.ShadowShift.In-Home Trainer

June 14, 2021
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Computers & Usage [IM-005] -
SHOW & TELL the location of the house computer. REVIEW the importance of

computer safety and confidentiality when charting or documenting. REVIEW when
and how to lock up the computer when not in use. REVIEW the importance of
following confidentiality and HIPAA guidelines while using the computer or other

electronic equipment for communication. REVIEW policy.

E( Meaitimes & Locations -
TELL each Resident is provided three standard meals a day plus snacks if someone
is desiring something in-between meals. There should be no more than fourteen
hours between meals, for example dinner and breakfast. Residents participate in
meal planning and prep. MY25 is a meal planning tool that takes into consideration
the individual Resident’s preferences, dislikes, allergies, and diets and outputs
recipes, menus, and shopping lists. SHOW the location of dining room and
EXPLAIN that everyone eats together, including staff. DEMONSTRATE how MY 25

works.

Safety
MRS, 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

away. Snow and ice should be shoveled, and walks, steps, and ramps salted.
M&*s, Stepstools, and Stairs -

TELL always maintain three points of contact when using an approved ladder,

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

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

SHOW the location of ladders and stepstools.

NHO.DSP.ShadowShift.In-Home Trainer
June 14, 2021
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Mﬁguage Translator - Interpreter -

REVIEW policy [CTS-012]. ASK In the event of an emergency would we ever use
another resident, guardian, or minor to translate for us?

Eﬁyc Licensing Rules Act 218 and Location of Book -
An Act to provide for the licensing and regulation of adult foster care facilities; to
provide for the establishment of standards of care for adult foster care facilities; to
prescribe powers and duties of the department of licensing and regulatory affairs
and other departments; to prescribe certain fees; to prescribe penalties; and to
repeal certain acts and parts of acts. SHOW Blue Binder location and contents.

Mi}se/ Neglect/Confidentiality/Chapters 7 & 7A -
“All clients here at Beacon are to be treated with dignity and respect and shall
remain free of harm or neglect. We as staff, have a duty to protect the integrity of
our residents and keep our homes free of danger or neglectful behavior. This
includes protecting the privacy of residents identity and personal information.”
REVIEW Recipient Rights Progressive Action Grid.

Wensing Incident Report, Location, & Use of Clarity -
SHOW & TELL Review Clarity and show a demo of how to complete an Incident
Report (IR).

(] R/ésident Security -

It is the primary responsibility of the Organization 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 contract. In this light, Beacon has
designated certain homes with structural secured 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 to 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, Beacon will follow the
elopement/AWOL protocol. REVIEW Policy [EC-012].

NHQ.DSP.Shadowshift.In-Home Trainer
June 14, 2021
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Meet & Greet Activity

Resident Meet & Greet Activity with In-Home Trainer (30260 minutes)

O Hot Chocolate Social N
O BoardorCardGame \_
O Craft Activity . -

O Join Mealtime with Residents \_/

!
%/g
o

Day One Assessment

earner completes DSP Shadow Shift Day One Assessment in Star Services/LMS

s

S

e

b

|

NHQ.DSP.ShadowShift.In-Home Trainer
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Day Two

Organizational Review

D@ggsém 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 serve reach their goals and live rich
fives.

Wm’z’g Purpose

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

in their everyday work?

Liare Values -
We believe that everyone, regardless of their abilities, deserves to be a full
member of their community.

Integrity: Act honestly, speak the truth, and 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.

o Respect: Encourage a variety of thoughts that reflect the diversity in our
markets, customers, and workforce.

o Excellence: Consistently deliver high quality services that have a positive
impact.

B\Mﬁﬁ”ﬁ services -

REVIEW the services Beacon provides and which services are provided to your

Residents.

M%w%m%iam% Structure -

REVIEW Organizational Structure by identifying Home Manager, District Direct,

ice-President.

or's System & Process Index -

NHQ.DSP.ShadowShift.in-Home Trainer
June 14, 2021
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[ sei ure Protocol -

REVIEW the Seizure Protocol Policy [MM-019] within the Med Room Poster Book.

REVIEW eMAR with the Learner.
[Gaper MAR -
SHOW & TELL location and use of Paper MAR.

NextStep -
TELL NextStep is the system that houses Resident information. Provide the
Learner with their username and log-on credentials. DO have the Learner review
notes. DEMONSTRATE how to complete chart notes. Have the Learner chart notes
later in the afternoon. ADDITIONAL TRAINING, documentation training is held
every Wednesday for new hire employees or individuals requesting refresher
training. ASK the Learner if they have attended the training or if they would like to
rg-attend as a refresher. Contact Beacon’s Operations Trainer for an invite.

Eéea?%%@ Care Appraisals -
SHOW location of Health Care Appraisals in NextStep. REVIEW when Health Care
Appraisals are done by the Nurse and tracked by the Home Manager or DSP Lead:
Resident intake or transfer (90 days prior to intake/transfer or day of admission);
annually; and as required to double check vitals and weight.

[ ¢itals Chart & Weight Log -
TELL vitals and weight are charted every month, in Nextstep and logs, on the 15t
and additional times based on the frequency written in the Physician’s order in
NextStep. REVIEW Vital Signs Monitoring [MM-020].

%%ﬂi@&% and Medical On-Call Policy
REVIEW Policies [MM-053] [MM-045]. SHOW location of Clinical and Medical on-

call information in the medication room. REVIEW process. 1. Call and leave a
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raining Requirements & Annual Refresher Training -
TELL mandatory training is assigned yearly, bi-annually, and as needed for an
investigation corrective action plan. If training is not completed within the required
timeline, recommendation for removal from schedule may be requested by
Learning & Development until training is completed. Please ensure you are
reviewing your Beacon email during your scheduled shifts to not miss training
notifications. Training will also be scheduled in your MakeShift schedule for your

cdHnvenience. REVIEW Training/Unauthorized Absences Policy [HR-002]
LEAP Program -

Leadership, Excellence, Advancement, and Promotion Program is a multi-level
system where DSPs continuously improve their knowledge within their role and
are rewarded by gaining responsibilities and receiving rewards. DSPs are
encouraged to LEAP forward by one or more levels a year. Learning &
Development offers weekly informational sessions on the LEAP program and
virtual coachﬂing sessions to prepare you to LEAP forward. REVIEW palicy [HR-

055]. Additional questions or need help? Reach out to Learning & Development at

LEAP@BeaconSpecialized.org.

% Payroll/Timecard/Verify ADP Login -
TELL Learner that we are paid every two weeks. Prior to the close of the pay
period, log into ADP to review hours worked and épprove. If thereis anissue,

contact your Home Manager immediately to resolve prior to the closing of the pay

cycle.
Directory of all Employees -

PROVIDE a phone list of all current staff members assigned to the Residential
\DjHome

Scheduling -

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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measures to reduce risk to our staff in the future. Drug testing is mandatory after

B}n injury. REVIEW Drug and Substance Screening Policy [HR-0301.
Su

bstance Abuse -

B}&lEW impaired or Disruptive Professionals Policy [HR-021].
-
Progressive Action (PA) Procedure

REVIEW policy [HR-001]. REVIEW Corporate Compliance/Quality Progressive

Acftion Grid,
ransportation Policy -

TELL Beacon’s policy is to follow the rules of the road, including no texting or

talking on the cellphone while driving. Everyone must wear a seatbelt. Employees
must hold a current driver’s license. Driving training is provided and a Driver
Assessment will be conducted by the Home Manager prior to being able to use the
Company vehicles. Company vehicles cannot be used for personal use. REVIEW

Vehicle Staff Transportation Requirements Policy [HR-044], Company Vehicle

?éiis:y [HR-061], and Company Vehicle and Accident Policy [HR-043]
Criminal Convictions & Criminal Charges -

TELL misdemeanors, felonies, and vehicular violations are required to be reported

ithin 24 hours.

Sleeping on Duty -

TELL sleeping on duty is not tolerated and could resuit in immediate dismissal. it is

considered neglect and a Recipient Rights violation because your home has fallen

out of ratio due to a staff member sleeping. If your co-worker falls asleep on the

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

Personal Care/CLS Log -

SHOW & TELL the Personal Care/CLS Logs. REVIEW each section of the form.

Explain the skills that we are assisting the Resident with. REVIEW proper

documentation. Falsifying documentation is considered fraud, so make sure you

SR

5
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EAciaE Media -

TELL Beacon understands that social media can be a fun and rewarding way to
share your life and opinions with family, friends, and co-workers around the world.
However, use of social media also presents certain risks and carries with it certain
responsibilities. To assist you in making responsible decisions regarding social

Zedia, REVIEW the Social Media policy [HR-054].

moking Policy -

TELL effective May 1, 2010, the State of Michigan passed ACT 188 - Smoking Ban
in Public Places, Workplaces, and Food Establishments. It is the Organization’s
policy to comply with this law and provide a smoke-free environment for all staff
members, Residents, and visitors. Therefore, smoking 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 is smoking in the designated

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

Nutrition & Food Safety

@ Safety -
o Refrigeration & Freezer Temperature Logs [1C-008] -

=  REVIEW Policy. ASK what consistent temperature shoulid the

refrigerator be set to? (32-40 degrees) ASK what consistent
temperature should the freezer be set to? (32 - O degrees) ASK what
time is the temperature log documented at daily? (6:00 am)
o Labeling & Dating Food

s SHOW & TELL The expiration date should be written on the white
label and placed on the container prior to storage. White labels are
available for order from Gordon Food Service. SHOW an example. As
a best practice when storing food, place the new items towards the

back (FIFO “first in first out) to avoid food spoilage.

Z

%
%
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o Safe Food Handling Practices & Storage -

=  TELL Food borne illnesses can be prevented by practicing good
personal hygiene, having a clean kitchen and cooking area, preparing
food properly, and safely storing and disposing food products.
REVIEW policy [IC-014]
o Hair Net, Gloves, and Handwashing

= Hand Hygiene ~-Hand washing with soap and water remains critical

for good hand hygiene. Hands should be washed for 20 seconds.
DEMONSTRATE washing hands properly. REVIEW policy [IC-002].
o Food Handling and Storage Policy[1C-014]

/ = Review policy.
%gﬁéem Diets -
o My25isusedin homes with three or more Residents.

o Menu Planning and Documentation

e R

o Consumption Logs
o Allergy & High Alert Board
‘d?@{;@ﬁ Preparation, Substitutions, & Documentation -
REVIEW the food preparation process, how to make substitutions, and where to

document.

S e e s b e e

Vehicle Orientation
r Weekly Vehicle Inspection -
SHOW & TELL how to conduct a Vehicle Inspection. REVIEW the log and the
{ points you are required to inspect. ACTIVITY Conduct a weekly vehicle inspection.
Yehicle First Ald Kit and Fire Extinguisher -
SHOW the location of the first aid kit and fire extinguisher.

AN
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Day One

R

Residential Home Tour

Sem e e

s

R R

[?-:/Em@;“ ency Preparedness Log -

The Emergency Preparedness Log is a red or burgundy binder. REVIEW the table of
contents. SHOW who to contact when there is an internal or external emergency.
DEMONSTRATE the emergency plans for fire, tornado, full evacuation, shelter-in
place, and bomb threat drills and frequency. External evacuation goalis to
evacuate everyone in three minutes or less. Internal emergency drills require
everyone to shelter in place for ten minutes for tornados drills and six hours for
shelter in place drills. REVIEW policy [EM-001].

Telephone Btiguette & Expectations

REVIEW Telephone Policy [HR-050]

@/gmwg@my Phone Numbers

SHOW & TELL location of the emergency phone number flip book.

@%%Hamrdg Commander ~

The All-Hazard Commander is Melissa Williams. The Home Manager notifies
Melissa in the event of a serious injury or death that is a result of a natural disaster,
house fire, and/or van accident. A serious injury is defined as requiring medical
attention and hospitalization. The All-Hazards Commander should also be notified
for terrorism, bomb threats, power outages, or other outages, as well as when the
home may become unhabitable. For more details, refer to the Emergency
Management Plan. SHOW where the Emergency Management Plan can be
reviewed.

E*Zi/ﬁﬁmh Threats -

SHOW & TELL how to handle a Bomb Threat. (1) Stay calm. (2) Obtain the
clipboard with the attached red pen. (3) Follow the prompts on the bomb threat

checklist. (4) Once the location of the bomb is known, quietly notified another staff

member to call authorities. (5) Call 911. (6) Call All-Hazards Commander.
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E(Fire Alarm Systems & Codes trapplicable) -
SHOW & TELL. (1) The location of the main box. (2) Keys for the fire pull stations.
(3) Special equipment, process, and/or requirements pertaining to your Residential
Home.

E(Spec%a§ Needs Poster -
SHOW & TELL. Located outside each Resident’s bedroom doors are notifications
outline the special needs of the Resident in case of an emergency and/or
evacuation. For example: Resident uses a walking device. Resident uses a
wheelchair. The Resident requires oxygen. The Resident is prone to seizures.

E’f Binders -
SHOW the location of the binders. REVIEW the use of binder and any information
that is stored and/or entered within.

(’Ihemica% Storage -
SHOW & TELL. Chemicals must only be stored in this location. It must always
remain locked. Chemicals are not to be left unattended. If aresident is participating
in a “work in the home” role, the Resident cannot mix or use chemicals. They can
only wipe or rinse the chemicals after they have been sprayed by a Beacon Staff
Member.

E(Safetv Data Sheets (SDS) -
SHOW & TELL the location of Safety Data Sheet (SDS) book. Every chemical found
in the Residential home MUST have an SDS. If there is not an SDS for that chemical,
the chemical does not belong in the home. DEMONSTRATE how to use the table of

contents, look up a product, and discuss the information found under each section
of the SDS. ASK the Learner to obtain a chemical from the chemical storage
cabinet. ASK the Learner to look up the chemicals SDS. REVIEW with the Learner
that there will be spot audits to ensure everyone knows how to use the Safety Data
Sheets. TELL that random audits are done to ensure everyone knows how to look

up chemicals in the SDS. ASK any questions?

NHOQ.DSP.ShadowShift.in-Home Trainer
June 14, 2021
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Training Acknowledgement

D’T/dolbox Trainings

[] CPR/FASKills “\2-a-2a

[] CPiSkills

Mecipient Rights Classroom Training
[] DMA Virtual Classroom Training 12t «939” %
] Medical Training

2o
L] DMAIn-ServiceTraining/y\f} \

[] DMA Test

[N-8hadow Shift Daily Assessments

[Ucom petency Assessment

@Qo/mpetency Assessment Uploaded into LMS/Star Services

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

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

| 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 addressed in the training, or if  encounter any

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

.
/ -

Learner Date
Assigned In-Home Trainer Date

RNy X 12 L2024
Home Manager ‘ Date

L] In-Home Orientation Checklist Uploaded into LMS/Star Services by HM
] Training was completed within 30 days from Learner’s Hire Date.
[] Training was not completed within 30 days from Learner’s Hire Date.

NHQO.DSP.ShadowShift.In-Home Trainer
June 14, 2021
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