*spJ1ooal [euosiad Jjay) 10} uoijesiyliaa siyj jo Adod e dosy 0) pebeinosue ale sesfojdwg
‘'sosodind uonejuswinoop Bujules} pue Juswasinquiiadl 10} piesaw) Guipuodsalios uo sakojdws Aq papiooal aq 0} pasu sinoy Buluiel ]

:a1njeubig sakojdwg

‘parias suosiad pue Auedwod siy) yum uoneyuawalduy Jog senijigisuodsal AW pue pardI9l UCHRULIOUI BY) pue)sIapun |

(Nd 40 V)
faae = ol e s :ainjeubig Jsules) WJIE -ayol (s)owny
. (Aam)
2S5V YINAY  YH :uolISOd/Joules | ez [e3] (s)ezea Al
JBYlo Ll
92lj0eld pepIng 92IMBSU| IyNemQ X
:1ayl0 uolleAIasqQ paping Bunesiy wea |
JUSWISSBSSY IS PaAIasqQ anbojeiq pue uonejussald [eiQ X Buluies] pazijenpialpyj
(zinp) Bunse | sbpemouy X USTIUAA Apnig Jios X
Aouajadulo’) pajensuowiaqg SPOYIS|\ JeUOnRONSU| jeurnio4 Bulurea]

-SaINpad0id m:_r__w._._. Hi

"S9OIAISS PaIBjUSD) UOSIad O} UOIONPOAU| pUB ‘Suoiinesald [BsIaAlun ‘Sybiy fenpiaipu] “vydiH ‘siybry [enpialpu| 0} sejjiqisuodsey
jeis ‘Buiodsy yuspiou| ‘saunpasold Buinoday YINOW B YVYA IYNEMQO ‘SIOUI JO Juswiealljel\ 10y JNPY 9|qelauin ‘sainpaosold pue
SaI91j0d IyniemQ ‘YooqpueH sakojdwg ‘senjeA pue UoISSI| IYemQ ‘so1do} BUIMO||0) U} S8SSNOSIP 9SIN0D INOY SAlL SIY) :UORIUSLIQ dIH MON

:Jusjuo) buluiel] jo uondidsag ||

sinoy G :SINOH JpalD uofneauQ aiH maN :oidoj _S \V\Gm é‘g&ﬁ V :99hojdwig 1

wio4 Atewwng Bujuied
o] “IYIemQ



*




4&&&«&& :ainjeubig aakojdwz . :ainjeubig Jaujel)

A
WiJon s Z' 0o VA0 &IV isowi) ot ‘ Huu\ 0 :e1eq UONONIISUI PUE MaIAa] (§) Saioljod -ou] IyemMQO g
AAN
0} :sow| :e1eQ ‘BUHodey pojepueyy aul-Uo Se0IAeS JBIS Y

:sewl| pue sajeq Buiuiel] "Al

pied bujpodal Jo uopngmsiq Jeylo X =1 Tg)
adljoeld peping aoludsul iydemo — X
eyl - anbojeiq pue uopejusasald [eiQ X Bunssy wea|] —
JUSWISSOSSY (IS pPaAtesqQ uononJsul aull-uQ X Bunea Aosinledng
(zinp) Bunsa| abpsmouy]; — X §8INpad01d g SaIDI0g (USNAA X Buluies| pazijenpiaipu|
uonenjeA Adusjaduio) SPOLJ9N [euUondNLsu]| jeurio] bujuiei}

:Seinpadsoig buiurea] ‘|||

(Aoljod Auedold pue spuny
pue Aoljod mainay |ewsdiu| pue Buuoday pajepuepy pue SIouip JO juswiesnjely A0ij0d maiaay |eusaiu] pue Buipnodsy synpy o|geJaujnp jo
Juswieasjjepy) "uaIp|lyd pue s)npe sjgelauina 1oj sainpasold pue sapijod Buipodal Juswieasew s ynemo Buguswaldwi pue paales suosiad
Bunosjoud 10y saniiqisuodsal pue sajos 9akojdwa 0} paje|as sainpasold pue saioljod “ou| IYINEMO 8y} U0 uonoNASUl pue mainay ‘(1oy Buisusor
SQJIAIRS UBWINH) 99'VSHZ PUB GO'VGHZ SeInelS NIN JO sjuswalinbal ejgesydde pue ‘(sioulpy Jo juswieaiyey) 955°929 ‘(SHNPY ejqeisunp)
21657929 pue /GG 9Z9 SaInielS NI Ul sjuswalinbal Buiuodas pue suociuyop oY) Jo uopeue|dxg Juswieal)ew pajoadsns 1o pabaje jo sjuapioul
Buiuodel pue juswiesijew woly SIoUlW pue Ss}npe ajgelaulna Jo uoiosjold ayy Buipiebal Jspodal pajepuew oy} Yum UCRHONIISUI PUB MBIASY

:Jusjuo) buiuiel] jo uondussag

$.npaso.d pue Aojjo4 mairey [eussju] pue Buiioday pajepuepy SIOUI JO JusLLEalfe =
$8.npado.d pue Adljod mainay [euiajul pue Bujioday S)npy 8jqelsun Jo Jusuieslfep =
L0l M3IAZYE TYNYUILNI ANV SNILYOdIY INJNLYINLIVIN

‘ :99kojdwig
A
4 ISINOH WpaI) wJo4 Alewwing Bujuies |

ouf ‘Iyemo



‘Aue aseqejep Buluiels) 10} papiwgns pue ‘(sasnjeubis
Jauiel) pue yers yum) pajejdwop si Lo} wio4 Alewwng Buluiel] mainay |ewsju| pue Buioday juswiease 1ey) seinsue Jsulel j

‘suonsanb 1o Bulules) Joyuny 10} S82IN0S3I YJM Hels sapiaoid pue suolsanb Jels siamsue Jaulel]

19)0ed Buluies; sy} ul pue ‘saioljod yjoq ui ‘paen Buuodey ay) uo siequinu
auoydaje) Aoueby aAnebiisau| [eula)xg JO SUONEDO| By} SaunuUapl Jaulel) “pied Bunioday siynemO yum jels sepiroid Jaulel]

‘Jejs yum Aojjod smainal pue ‘Aoljod Apadold pue spund "ouj IyemQ ay) Yyim yejs sapinoad Jauled |
‘sabed payoeje uo payipuapl se buuodss Juswieasjew o) oyoads suonoas Aoljod ay) smalaal Jaulel |

‘saijod asay) yum aoueljdwod pue paales suosiad Bunosjoud Joy ajqisuodsal ase
Jels 1ey) uojejoadxe SULUOD Jaulel] "M3IASI 10} AD1j04 MIIASY [ewssiu| pue Buiodey pejepuely pue SIOUI JO juswieal)ely sy}
pue Ao1j04 maInay [eussiu] pue Buioday s)npy a|qelaujnp Jo Juswieaney "ouj IynemQ sy} Jo seidod yim yels sapiaoid Jaulel |

‘(ssourpy Jo wawieanjep :bunoday pajepue
pue 1oV YNpY ojqessuinA Bunioday pejepuepy) pajojdwos usaq aAey S8sIn0o Bujuiel) aulj-uo S99IAISS JElS 1ey) SWJYuoD Jsulel]

S9JnNpad0.d pue syuswielinbal AJ1j0d MolAal [eulajul pue bupJodal Juawjesdjje s,IYNemQ buipiebal uodnijsul pue MaiAsy

Bujuren) aulj-uo sasirIag Je)S 0} Juswajddng,
S3I21T0d MIIATY TVNAILNI ANV ONILIOdIY LINFNLVYIHLTVIN "ONI IHIXVMO

uoN98J0Id PIIYD PUE SHNPY 3|qelduinA



Owakihi, Inc.
Training Summary Form

. Employee: wQGQEk Topic: DATA PRIVACY PRACTICES 135 Credit Hours: S

"

. Description of Training Content
Information regarding state and federal privacy regulations governing services for people with disabilities. Meets general training requirements
on Minnesota Data Privacy and HIPAA. Review and instruction on Owakihi’s internal policies and procedures regarding data privacy including
individual privacy rights (i.e. Notice of Privacy Practices) and security procedures.

lll. Training Procedures

Training Format Instructional Methods Competency Evaluations
Place X below for instructional methods used ) . » . .
Self Study Quiz (On-line certificate includes quiz)
Individualized Training *On-line Data Privacy (StarSvcs)
. . % Sign-offs:
Supervisory Mesting & Written:Owakihi Policies -Computer & Info. Usage Agreeement and

Team Meeting

- -Network Security
v/ Owakihi Inservice ¢ Oral Presentation and Dialogue

Observed Skill Assessment

IV. Training Dates and Times

PART |
If applicable: Star Services on-line Data Privacy Practices Date(s): Times: to
M/DIY AM or PM (On-line = 0.5 hour learning credit)
- o PART Il
All Staff (Mandatory): Policy review & discussion Date(s): ._ﬂ»Tus Times: _j1te0 \8 Location:
M/DIY or PM Por _u_<_

Trainer Signature:

Employee Signature: w m ﬁ\rmﬂ\’ﬁ

*1) On-line training requirement: Follow-up discussion with Owakihi Support Coordinator or HR representative for internal policies review.
2) On-line training requirement: Trainer must confirm that on-line training was completed by employee PRIOR to internal policies review.

Employee records training hours on timecard for reimbursement and training documentation purposes. Keep copy of verification.



DATA PRIVACY PRACTICES 135 OUTLINE
*Supplement to Star Services on-line training

Review and discussion of Owakihi’s data privacy requirements and procedures:

1. Trainer confirms that Star Services on-line training (Data Privacy Practices: MN Data Privacy & HIPAA) has been completed PRIOR
to conducting training on Owakihi’s data privacy policies and procedures.

2. Trainer provides staff with copies of Owakihi’'s data privacy policies for review. Trainer reviews policy sections, as follows.

¢ Data Privacy Practices for Owakihi, Inc.
o Components
Who it applies to
Purpose of Privacy Rule
Protected Health Information (PHI Identifiers)
Required Disclosure
Permitted Disclosure
Exceptions
o Treatment, Payment and Operations (TPO)

00 0O0O0O0

¢ Notice of Privacy Practices
¢ Individual Rights Policy and Procedures

¢ Security Practices

3. Trainer answers staff questions, and provides staff with resources for further training or questions.

4. Trainer ensures that Data Privacy Practices 135 Training Summary Form, Computer and Information Usage Agreement, and
Network Security (with staff signatures) are completed and submitted for training database entry.
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New Hire Orientation Quiz

What should you do if you are going to miss work?
a. Nothing, there is enough coverage there — they won’t miss me.
b. Send a text to my supervisor and let them know | won't be there.
Call my supervisor or on-call person to let them know | won’t be there and find out how
they would like for me to proceed.

If you have a question about your employment at Beacon where are the places that you would
be able to find and reference the Employee Handbook? (circle all that apply)
@ O:Drive (Owakihi Network)

Program Site
The Administrative office

@ My personal copy | have been offered

@) ADP

If you have a question about a policy or procedure what should you do? (circle all that apply)
@ Ask your supervisor
@ Reference the Policies and Procedures Manual (available online or at the site)
c. Do what I think is best

You are working with Joe when he tells you that he is really frustrated with his current services.
He says he doesn’t like his staff or his housemates and wants to call his case manager to
complain and asks for your help to call. What should you do?
@ Do nothing, he’s just venting.
@ Help him call the case manager.
c. Tell him his case manager is busy and probably doesn’t want to talk to him.

why? I Péxe Ao V\t\g,

Ramona lives in her own apartment and receives support services from staff 2-3 times/week for
a few hours at a time. When you go to work with her on Tuesday she tells you that she had a
disagreement with the staff who was working with her on Sunday. She told you that the staff
person loaned $5 from her at Target and when she asked for it back the staff person swore at
her, told her she was stupid, and left. Is this abuse as defined by the Vulnerable Adult Act?

@ Yes
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If NO, why?

If YES, then what could/should you do?

Contact the house supervisor or on-call person and let them know about the situation,
they will determine if it is abuse and contact (or not contact) the Common Entry Point. If
they don’t contact them | will get a letter and | can choose to contact the CEP myself.

b. Contact the staff person and ask them what happened before you report this to the
supervisor.

c. Contact the Common Entry Point to report the situation.
Document it in the staff notebook, but don’t report it to anyone.

6. Michael has been playing his Xbox all afternoon. You’'ve asked him three times to clean his
room and he has refused. What should you do? (Circle all appropriate responses).
a. Unplug the Xbox and lock it in the staff office until he cleans his room.
b. Nothing, it’s his apartment and he can decide when he’d like to clean it.
¢) Encourage him to clean his room and offer choices of how he could do it.
% Offer to help him clean his room and then you could play Xbox together for a little bit
afterwards.

7. List three examples of how you can be an advocate for someone you support?

a.
Lo Yo oo
b.
P \wnow- NISY con do
C. |

S IEAVASIN \w_ oo, CPOVOE  Wod oo cow.
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8. True or False. If you are working with a minor and you suspect that there has been abuse you
have the choice as to whether or not you’d like to report this to Child Protection Services.

9. Based on the Universal Precautions Policy what are three ways you can practice Universal
Precautions?

a. (O AT caes
b ¥ b OO SOpECVISr
¢ KY Whor o Ao,

10. True or False: Maltreatment of Vulnerable Adults or Minors should be reported immediately but
absolutely no later than 24 hours after initial knowledge of the incident.
a. )True
b. False

Policy Acknowledgement and Orientation Completion Statement

I acknowledge that | have completed New Hire Orientation. | have been trained on company
policies and procedures and been offered a copy of Beacon Specialized Living Policies and
Procedures. If | have further questions regarding any of the topics | have learned today | know that |
can either reference the manuals or ask my supervisor.

Soep N a7 o

Employee Signature Date







