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%\ Training Summary Form
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Topic: ICl DP E Credit Hours: ‘
Mavded..

L. Employee:

i c Yral Con

Review and instruction on Owakihi Inc.'s 2018 policies and procedures including their location, access, and staff responsibilities

related to implementation of the policies and procedures. Policies and procedures adhere to MN Statutes, Chapter 245D Home and
Community-Based Services Standards.

ll.  Training Pr u
Training Format Instructlo Demonstrated Compete

Self Study X Written: _103 Packet X Knowledge Testing (Quiz)
Individualized Training Oral Presentation and Dialogue Other:
Team Meeting ____ Guided Observation
Owakihi Inservice Guided Practice
Other: Other:

IV. Date(s): N._\\Q\ JNPQND Trainer/Position: S
(WDrY) | -

Time(s): Review Signature: —

(AM or PM) U —

| understand the information | received and my responsibilities for inplementation with this company and persons served.

Employee Signature:

Training hours need to be recorded by employee on corresponding timecard for reimbursement and training documentation purposes.
Employees are encouraged to keep a copy of this verification for their personal records.
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Owakihl inc.
P Y

Policies and Procedures for Program Administration

Overview of Owakihi inc.

Person-Centered Planning and Service Delivery Policy

Service Initiation and Individualized Planning Policy

Temporary Service Suspension Policy

Service Termination Policy

Quality Management Evaluation and Program improvement Policy
Service Recipient Rights Packet

Data Privacy and Confidentiality Policy

Record Retention Policy

Grievance Policy

Funds and Property Policy

Prevention and Detection of Fraud, Abuse and Waste Policy
Maitreatment of Vulnerable Adults Reporting and Internal Review Policy
Maltreatment of Minors Mandated Reporting and Internal Review Policy
Emergency Use of Manual Restraint Policy

Incident Response and Reporting Policy

Emergency Response and Reporting Policy

Incident and Emergency Review Policy

Death of a Person Served Policy

Health Service Coordination Policy

Safe Medication Assistance and Administration Policy

Universal Precautions and Sanitary Practices Policy

Alcohol and Drug Use Policy

Safe Transportation Policy

Orientation and Training Policy

1
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Training Module 103 Quiz

Program Policies and Procedures 2018

T~ . SN
Howasco ) C@\qvhhfaé Date of Quiz;_2X-\O - QO

Employee Name:

Directions: Upon completion, retum the quiz and attached Training Summary Form.
Respond to the following statements using True or Faise

1. /< According to the Person-Centered Planning and Service Delivery Policy, person-centered
service planning and delivery identify and support what is important to the person, as well as
what is important for the person.

(
The Service Initiation and Individualized Planning Policy identifies the Coordinated Service

and Support Plan (CSSP) as the document that guides the services to be provided and the

responsibilities of Owakihi Inc.

2.

A\

According to the Temporary Servicé Suspension Policy, there are two separate procedures
for temporary service suspension and service termination.

4. /( The Service Termination Policy identifies specific conditions under which Owakihi Inc. is
permitted to terminate services.

3.

A
5. \ The Quality Management Evaluation and Program improvement Policy states that
comprehensive evaluation methods are used to assess company effectiveness in meeting
service recipient outcomes and achieving agency priorities.

The Service Reciplent Rights provides procedures for exercising and protecting the rights
of persons served.

et
7. /( The Data Privacy and Confidentiality Policy states that written and verbal exchanges of
information regarding persons served are considered to be private and will be done in a
/( manner that preserves confidentiality

The Record Retention Policy describes how Owakihi Inc. maintains the records for service

y recipients, personnel and program operations.

9. /? The Grievance Policy lets service recipients know that Owakihi Inc. can take action against
/ them any time if they express grievances.

10. X Based on the Funds and Property Policy, it is acceptable to loan money to a person receiving
services if he/she gets into a “tight spot”.

11./3 Maltreatment of Vulnerable Adults Reporting and Internal Review Policy: Mandated
reporters must report any alleged or suspected abuse, neglect or financial exploitation of a
vuinerable aduit.

12. _ilhunatmont of Minors Mandated Reporting and internal Review Policy. When there is
suspected maltreatment of a child, a report must be made to an external (i.e., outside
investigative agency) within 24 hours of the mandated reporter becoming aware of the alleged

or suspected maltreatment.
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13 According to the incident Response and Reporting Policy, incidents need to be
as soon as possible after the occurrence but no later than 48 hours after the incident

ooourred or the program became: aware of the occurmence.

A

14. \ The Emergency Response and 'Reporﬁng Policy identifies response procedures for

events that affect the daily operation of the program whereas the Incident Policy is for
/ occurrences which involve a person.
5.\

The Death of a Person Served Policy states that if staff discover a person who appears to
have died, the first step is to call 911.

16. ; Universal Precautions and Sanitary Practices identifies hand-washing as the single most
important practice for preventing the spread of disease and infection.

17. _&__ Under the Alcohol and Drug Use Policy, staff are prohibited from using alcohol or drugs in
any manner that could impair their ability to provide care or service to persons served.

Complete the correct answer(s) below

18. The Prevention of Fraud, Abuse and Waste Policy provides examples of improper conduct.

a. Circle the activities below which are not acceptable:

alsifying the records of service recipients
Submitting false or misleading time cards
mbezziement
@Aishandling Owakihi Inc. funds or funds of persons served

b. If you have questions or concemns regarding company opée ions, who is the first company
representative you should speak with? __ Qoo Matese/

c. Who is another person that can address your questions or concems? \ e, l/ !\) e -

19. Emergency Use of Manual Restraint (EUMR) Policy
a. Whnat are the allowed manual restraints that may be used by staff on an emergency basis?

. CR\_om\dreds CeNdh  Posthon

2 CP\ Ovo Re=pe Coata Peour:

s CO\ Team (O gocon) Cotvol Fomhoo
A ’T*(a\p_s@'gt\' Pomrnon

b. What are the 3 conditions that must be met if an emergency use of a manual restraint is used?

1. \wvodhgle NtesdonNon oS- e needad A0 Proteat Yue
Paxson OF OIS Fom (g WA Fpogoest hewm

2. Ganga\ fes etk onedk Mot Ve tvre. \aast festridhve a1 kesnigien
Lo enalc A 1med de 1S G Yowd GO éfecr:{.@ e - -
3 (Munde\  resat Yoot e e veaX o ek D

20. Safe Medication Assistance and Administration Policy: Whnat are the three levels of medication
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involvement identified in the policy?

1. Medication SQ,\—uf’

2. Medication AY§S STy e .
3. Medication -M(Y\\mb’ﬂa’(mf\ -

21. The Safe Transportation Policy identifies several precautions to be taken when transporting a
person receiving services. ldentify three:

a. m

b. ‘\90 Cel\ onae & Vr 0N
c. A ea’ﬂn3 / D/m\'\ms .

22 The Orientation and Training Pollcy identifies at least 2 methods of implementing “competency-
based" orientation and training.

a. ‘K‘(\Oﬂ@ a% o testing b. @by (e - skill assessment

Fill in the blanks below

23. Identify two methods that you can locate and access the Owakihi Inc. policies and procedures:
a__ (A0 W) ofbe (5\*23
b. _%65\— b _ak Corpuade e

24. Please identify any questions that you have at this time regarding Owakihi’s policies and procedures:
Nocg o ™S omeont -

, ‘4 == 97 —\—CO

=
TESTING BY TRAINER

Date
» Note the question(s) a weBdincomcﬂy andthoycdon assure that the employee understands
thecomgtmpons)e(sl v ode d m

yee to Supervisor. )

/ _gﬁ;é’@

b4 (ﬁfy ee identified above has demonstrated competency in compietion of the quiz questions. (if




