PHYXIUS

Program Leader
ORIENTATION OUTLINE

EMPLOYEENAME__ e —Uyan
Program Leader Start Date_| /22 /2

The following tasks need to be completed as part of Program Leader Orientation. The
Trainer should INITIAL AND DATE each area as they are completed. The tasks to

complete are as follows.

Tour of Program

Show all of the client bedrooms

Give a brief summary of the clients

Go through closets, cupboards, show where supplies are located

Books (identify each and content)

Keys, what they are for and where the spare keys to the house is located
Furnace, water shut off valves, electrical box, thermometer, clogged toilet

A

Complete all paperwork for Employee File. Explain the guide stapled to back of file

folder.

Read Employee & Client Policy Book. Importance of knowing the policy book

T

On-Call Schedule & Procedures

See Employee Policy Book M

Place signed Program Leader Job Description in the employee file.

Completing Timecards/Payroll

Total up employee timecards using TIMECARD CALCULATOR on Lexar drive.
Keep track of each employee’s hours to ensure they are not going into overtime-
OT results in you losing your $25 per pay period bonus

Write totals of each shift beside the day, write grand total at the bottom

Separate hours into regular, holiday, vacation, on call, in home, and training

Staff should use 2 timecards if they work at both Delta, and Gamma.

Bring time cards to the office each Wednesday morning by 9am.

Let Office Advisors know if any employees don’t have hours a certain week



Review Scheduling of Hours

Complete the schedule every two weeks — there should be 6 weeks of schedule
out at all times

Have a DCS proof the schedule to make sure there are no errors, every shift is
covered, no one is in OT, etc.

Ensure that each employee has a somewhat consistent number of hours each pay.
Specialist employees need 60 hours per pay period, staff meetings can be included
No one should be scheduled more than 40 hours per week

Variable employees should not be regularly scheduled for 30 or more hours/wk.
They can pick up hours but shouldn’t be scheduled that many.

Check schedule regularly for time off requests and shift exchanges

Check timecards against the schedule for deviations. We do not pay staff for time
they punched in early or out late without it being justified. Cross the time off on
the timecard if that happens. :

Have employees fill out availability sheets when they are hired and every school
semester.

Holiday schedule completed in Oct. picking order/number of shifts required based

on seniority. Refer to the policy book for more detailed protocol. m

Program Leader Hours

erations-AdViSors-eenipiete your-sehedule.
Hours worked will vary depending on the needs of the house
Program Leaders non-direct care hours typically last 2 hours a day at the office
M-F.
Inform an Operations Advisor if you are ill or will not be able to make it in.
Time off requests go to the Operations Advisors
Program Leaders are hourly employees and NEVER authorized for overtime.
Hours should total 60-80 hours in a 2 week period.

Holiday Working Requirements

Program Leaders are not required to work holidays

This includes New Year’s Day, Memorial Day, Independence Day, Labor Day,
Thanksgiving, Christmas Day, Easter, and the Program Leaders birthday
Program Leaders will be paid for holidays at regular time for 6 hours. %

J

Add Name and cell phone to Employee Phone Li%

Staff Communication Log

%



e Read the communication log daily when you come to the house

e Write any important notes for staff in the communication log — be as detailed as
possible. The com log may be considered a legal document.

¢ When asking staff to complete specific tasks, designated staff by name, and assign
a set due date so you can hold the individual accountable.

e Make sure entries are appropriate and thorough

o Make sure the com log offers a balance of both positive support, and areas that
need improvement. We don’t want the log to turn into a joke, or a gripe log

T
Petty Cash

e Petty cash gets sent to the office at the end of each month. The Office Advisors
only reimburse petty cash the 1** of each month, so if you don’t get your receipts
and ledger in on time, you may miss reimbursement for that month.

¢ Audit to make sure all transactions are recorded, have receipts, and all math is

correct

e Every transaction from petty cash needs to be debited from the Monthly
Budget Ledger.

e Cross check to make sure entries in petty cash and the budget ledger match budget
categories

e Audit the $ ensuring that all receipts and cash is correct at least twice a week
(once on Monday, once on Thursday or Friday)

Client Financials

e Check CSSP or Comprehensive Consent to see how often financial records should
be sent to guardians/social workers

¢ Audit to make sure all transactions are recorded, have receipts, and all math is
correct

e Audit the $ ensuring that all receipts and cash is correct at least twice a week
(once on Monday, once on Thursday or Friday)

e Ensure that all client bills are being paid on time (pharmacy, any medical bills,

etc)

e Fill out client GRH housing forms monthly if necessary

o Keep in contact with social worker about how much money clients have in their
social welfare funds — clients may need to occasionally “spend down” money )g‘gf

Monthly Budget Ledger

e Check budget ledger regularly to make sure the house is staying under budget

e If you find yourself going over in one area, try to save some money in another
area if possible.

¢ Ask for preapproval from John/Amy for large purchases that will cause you to go
over budget.

e Audit at least twice weekly to make sure math is correct and all transactions have

been recorded M@



e At the end of the month, submit the budget ledger to the office. The more often it
is updated/ audited during the month, the easier it is to finalize at the end of the

month. %

v

Calendar
e Set up activity calendar monthly
e Periodically check if new pictos are needed
e Write all client appointments and activities on calendars so that all staff have easy
access to what is going on at the house, and with the clients %

Review Cleaning List
e Check cleaning list regularly to make sure tasks are getting done
e Review and make changes to cleaning list as necessary )

Groceries/Supplies

e Make a menu for the house.

e Grocery/supply shopping is done weekly at Sam’s Club, or other stores that
you/staff select.

e Use a Credit Card or Sam’s Club check from the office for these purchases.

o Enter purchases on the budget ledger in the appropriate column, Sam’s Club
Checks included.

e Checks and receipts should be sent to the office following the shopping trip.

o Coupon clip, use sales to help make the weeks menu, and shop around ood
deals. Find good values.

-

Progress Notes/End of Shift Documentation
e Check progress notes when you come in for your shift
o Make sure that staff members are documenting in a professional manner
o Make sure that progress notes are thorough and include pertinent details
o Staff should start the progress notes with their name, and shift in parenthesis; they
should end their note with their signature and a straight line to the end of the page.
No empty lines can be left in the progress notes pages
&

o 24 hour account for each individual, needs to be all inclusive.



Incident/ Emergency Reports & EUMR Book

Review all incident/emergency reports & EUMRSs that have been filled out for
errors and accurate information — contact staff if changes need to be made prior to
submitting paperwork to DC/DM.

Make sure appropriate charting has been made in progress notes, etc.

Ensure all parties have been notified within 24 hours (guardian, family, SW, other
license holders)

Send to DC/DM for review/signing within 3 days

Mail copies to SW, guardian, family, other license holders (No later than 5 days
for Incident/ Emergency Reports)

Original goes in Incident/Emergency & EUMR Report Book . ﬁ

First Report of Injury (form & treatment) for staff injuries

Contact an Operations Advisor as soon as possible when a staff is injured. The
Operations Advisors will contact Amy/Amber for further direction.

Workers Compensation file in the cabinet have the forms that staff need to
complete when injured.

There is a highlighted guide indicating what the staff, Program Leaders,
Operations Advisor and Amy/Amber will complete.

If staff seeks medical attention they cannot return to work without the Workability
form completed from their physician.

If staff doesn’t seek medical attention they should write “Incident Only” on the
top right corner of the First Report of Injury. This will protect both the staff and
company if the need for medical attention arises in the future.

Staff are welcome to seek medical treatment wherever they choose. St Cloud
Medical group is familiar with our company, so there will be less paperwork to
complete if they go there. After hours staff can go to CentraCare Urgency Center.
Refer to the Workers Comp file and ask an Operations Advisor or Amy/Amber if
additional questions come up. Qdﬂ

-~ o L

Client Dr. Appointments/ER

Schedule client appointmnents as needed — keep track of annual appointments and
when they are due

Make sure all medication changes are sent to the pharmacy, medications are
delivered, and appropriate changes are made to the MAR.

VHP should be brought to appointments and filled out by medical professional,
then recorded in Visit to the Health Professional log in the big book

Medical appointments should be charted in the progress notes

For psych appts, fill out Psychiatric Summary, and have Dr. sign all medication
related forms that need to be signed (Physicians Orders, Poly-pharm Justification,

Current RX) Q/@,



Do not send just any staff on appointments. Send someone who will listen and
report back accurate information.
Psychiatric appointments need to have a Program Leader present.%%

Review Fire/Storm Drills/Emergency Exit

Fire AND storm drills are conducted monthly (storm rules have changed, they are
during “storm season” which hasn’t been clearly identified, so we want to do
them monthly just to be safe.

Locate all emergency exits

Make sure you complete the Fire/Storm drill reports and logs in their entirety.

Review Home Maintenance

Inform Sabrina by Email when maintenance issues arise or repairs are needed in
the house.

Show maintenance log for staff to fill out if they find problems

John or Amy must be notified of all large house problems (water in basements,
large changes to the house, anything requiring immediate attention.)

Check periodically if maintenance issues are getting resolved

Some staff will volunteer to fix things. Talk to John or Amy before authorizin
staff to complete jobs. 7\2%

Van Maintenance

Bring van in for regular oil changes (every 3000-4000 miles) — tires should be
rotated every other oil change

We go to Dyre Enterprises since it is convenient and provides great service. Todd
320-241-0886. Leave message with number to call back. Let him know you are
calling from Phyxius. He does not know houses by name such as Beta, Gamma,

ete:
Notify John/Amy of any other vehicle issues prior to making the appropriate
appointments

Fill out vehicle maintenance log as needed
File van mileage logs and refill as needed 9;%
Free engine check up at Auto Zone ’

End of month tasks

Print MARSs for each client — make sure month/year is appropriate, make any
necessary changes. Put current copies of MARSs in the Vehicle Book as well.
Complete census,and send to the office when requested by Lisa - keep a copy at
the house



Print data sheets for all clients, log and file previous month’s data

Send petty cash report and budget ledger to office

Send credit card receipts and log to office (1% and 16™ of each month)

Audit and file client financial records — send any necessary copies out to
appropriate parties

Check that fire/storm drill has been completed, and forms filed in Safety Bosk

House parties

Organize a “house party” once a year

Invite client friends, family, and social workers

Think of a fun “theme”. Food, decorations, games, etc all can coordinate
Involve the clients in the process as much as possible

Staff meetings

Use template (Staff Meeting Attendance Sheet) on jump drive to write staff
meeting agendas. This has some required items we need to address each meeting
like Safety.

Have staff sign in on the template (Staff Meeting Attendance Sheet)

Include items discussed at Program Leader meetings

Keep notes throughout the pay period on items you want to discuss at the meeting
Delegate a staff member to notes during the meeting for staff who are unable to
attend

Place meeting notes in Training Book after the meeting is over

Record all training hours on staff training logs (1 hour for attendees, %2 hour for
reading the information)

Staff Meetings are the best way for your staff to get the required training hours
they need.

Staff unable to attend need to contact the Program Leader prior to each meeting

since they are mandatory. Absences from the staff meetings are reflected in the
employee counseling log the same way shift absences are reflected. Mg

Program Leader meetings

Meetings are lead by the Operations Advisors following Staff Meetings.
Come with your planner

Take notes throughout the meeting, and keep the Program Leader Meeting
Agenda the Operations Advisor hands out. This is full of information to refer
back to.

Record all training hours in your training logs

Come to the meeting with your planner, pen, paper, any anything else the
Operations Advisors have requested.

Pot Luck!! Every Meeting. Sign up for what you will bring in the Email.

7 i



New hires

Amy and the Operations Advisors will review resumes, interview, and hire staff
as needed

Program Leaders are responsible to keep Operations Advisors informed of
specific needs of your program so we know what weekend shift the new hire will
be working, and details about the weekday hours the program has available so we
can hire someone who will be of relevance for you.

If you need someone who has morning availability Operations Advisors must
know this.

Once staff has been hired the Operations Advisor will set up their first day of
training with the Office Advisors, and send you an email. The email will contain
brief info about the staff, confirm their weekend shift, and will ask you to stop by
the office when they meet with Operations Advisors and Office Advisor for in
office training.

Meet new staff at the office — introduce yourself, give them an overview of the
house and the clients

Set up a training schedule for them — include med training, first aid training,
orientation packet, reading time, and shadowing shifts

Let them know when their first scheduled shift/weekend will be

Give them contact phone numbers for the house, yourself, and the Operations
Advisors

Be welcoming and friendly! It’s hard starting a new job.

After they start working, contact them to see how things are going, and if they are
feeling comfortable.

Good communication is key to keeping our new hires on track.

Keep the Schedule Blocks current. This is the tool we use to hire for your home.

Staff Training

Maintain staff training logs
o (Staff are required 30 hours of training within 60 days of hire, 24 hours

~per-year for their-first 5 years-of documented-experience; and 12 -hours per
year after 5 years of documented experience.)

Staff need to complete Maltreatment of Minors, VA, HIPAA, OSHA, TI, and
Core Training yearly, in addition to reading and reviewing the Service Recipient
Rights
Schedule full-speed TI semi-annually with Operations Advisor
After annuals, staff need to read and sign off on a client’s PSTP/ABP, CSSP (A),
IAPP, and Self-Management Assessment as well as after any changes are made
Program Leader manage, and document in their own training files.



Staff Wage Increases
o Office Advisors track staff’s hours worked and give staff raises as they hit the
designated hour milestones, specified in the policy book.

e Employees get a company sweatshirt after working for 2000 hours. The Office w
Advisors will track hours and reward these accordingly.

Employee counseling

e Inform the Operations Advisors about any staffing issues you observe yourself or
that are reported to you by other staff

e Discuss the issue with the employee and devise a plan for improvement

e Record the conversation in the employee counseling log

e Be specific when recording tardies, absences, etc. in the employee counseling
record. Include date of shift, time shift was supposed to start, and when staff

actually showed up 7?%
¢ Have balance with your staff. You want to talk to them about things they are 7
doing well, in addition to areas that need improvement.

ESF Changes
¢ Email Lisa, Sabrina and Amy with all ESF changes
o ESFs should be updated with any change in employee status (Specialist, Variable,
LOA, return from LOA), position change (Program Leader), change in home
house), raise, address, phone number, or name change

e New ESFs go in employee file — staple to old ESF %

Ve
Client Medications

e Most medications are delivered on a four week cycle

¢ Some medications (OTC, creams, laxatives) need to be ordered when they are
low.

o Check all medications when they arrive to make sure they match the MAR, that
there are the correct number of pills, that all medications are accounted for, etc

o ~Make sure you havecurrent prescriptions for every medication, and it
matches the instructions in our MAR.

o Update the MAR with any medication changes made at client appointments
e Review the Medication Administration Policy Book periodically to refresh
yourself on the information Juleena is teaching in her Med Admin class.

e Contact the pharmacy to double check they have received new orders for

medications
o Review the Medication Administration Policy Book regularly for revisions.
I
oy
Medication Errors

o Staff discovering medication errors should fill out the medication error report
e Report errors to Operations Advisors when clients didn’t get the medication at all,

or if they got the wrong medication. ﬁé



e & o o

Go over the error with the staff who made it — there is a section for them to fill out
and a section for the Program Leader to sign

If excessive errors are occurring, re-training on medications may be necessary
File medication error reports with the employees file who made the mistake
Missed documentation, call the staff and inform they have 24 hours to sign

Never file a MAR that is missing documentation W

Medication Administration Review Record

Client

Quarte

~Need to-be completed every three months:

These are found in your filing cabinet under (Medication)

Must be done at the end of every month.

Before you file MAR’s away you need to identify all medication administration
Errors discovered during the month for each client in your program.

To make this easy to identify. When you discover a Med Error and you write up a
medication administration error report just make a copy of it. Original goes into
employee file and copy you keep until you transfer that data onto Medication
Administration Review Record at the end of the month.

Programs 72@

Review client programs to make sure they are still relevant, effective, etc
Work with Operations Advisor to revise programs when changes are necessary
Make sure staff are reading and signing off on all changes, and after annual
meetings )

Update objectives in relevant documents (CSSP (A), ABP/PSTP) after each
quarterly report since your criteria more than likely changed.

Staple the new sheets on top of the old sheet when you are just modifying the
Objectives. When you have procedural changes you may need to reprint the

entire program. ,S

rly Reports

They should have the date of the report (Sept 19, 2011), the date range of the
report (June-Aug 2011), and the quarter indicated (2™ Quarter), all on the first
page.

If you are not a DC/DM, you need to have an Operations Advisor’s name on the
report as well.

Review program data and objectives, make recommendations based on data
Send to Operations Advisors to review before mailing out

Change objectives on client programs if necessary ’
Collect data. ggg
e

10



Annual Meetings

Refer to “Annual Meeting Prep” sheet on jump drive as a reference for paperwork
that needs to be completed
Coordinate with EIDT to set up a time for annual meeting at least two months in
advance.
Review client IAPP, CSSP (A), and Self-Management Assessment and coordinate
any changes with day program
Modify the PSTP/ ABP to be consistent with your Annual Assessment
recommendations. Have Operations Advisors review before mailing out and
getting signatures.
Complete Annual Assessment, and the 4™ Quarterly, recommend program
changes based on current behavior data and service outcomes
Update Client Information Sheet, Annual Consents and Policies, IAPP, CSSP (A),
and Self-Management Assessment, PSTP/ABP, County Annual Medical Review,
Service Providers for all members of the EIDT.
Sort all paperwork into nice piles prior to the meeting. You should have a pile of
papers for the family/guardian, social worker, client, John/Amy, Operations
Advisor, work, and yourself. Put flags/highlight areas that you need signed and
returned to you. This will insure a signature isn’t missed.
Following the meeting go through the clients’ big book, and pull out all the old
consents and paperwork, and replace it with all the new stuff. This will allow you
to double check you have everything. File the old stuff in the overflow.
When presenting at the Annual Meeting speak clearly, confidently, loud enough
for everyone to hear, and present the information in a positive upbeat manner.
Remember you are talking about someone’s child/relative. The team wants to
hear the fun stories, and good things the client is doing.
Be organized, ready to answer questions, and on task to keep the flow of the
meeting moving along nicely. We don’t want to rush the meeting, but we also
don’t want long pauses of silence.

el

Communication

Keep Operations Advisors in the loop with any staffing issues, client behaviors,
guardian’s concerns, etc.

Use the Client/Guardian Complaint/Concerns Binder in the office to store printed
emails, documented phone calls, etc.

Contact family/guardians at least every other week by email or phone call (some
families will require more frequent contact) to update them on how the clients are
doing. Include concerns, good things, cute stories, ect. — Contact more often if
any issues arise. If you choose to call, sum up your chat and email the Operations

Advisors

11



e Email social workers (include Operations Advisors) at least every other week to
update them on how the clients are doing. Include concerns, good things, cute
stories, ect. — Contact more often if any issues arise. Get reports from staff on
how things are going with both the other staff and the clients during times you are
not at the house yourself. Remember HIPAA privacy. Don’t include “Protected
Health Information” (ex. diagnosis, med changes, doctor visits, date of birth,
social security number, address, client name, etc) in an email. Try to refer to the
person as “him”, “her”, or their initials if absolutely necessary. All updates that
would include Protected Health Information should be done over the phone.

e Stay in touch with your staff. Try to see them face to face as much as possible.
Be flexible with your schedule to allow opportunity to connect with all your staff,
especially new staff, and anyone we have concerns about. You are the “main
connector” between the staff and the rest of the team (clients, families, social
workers, Operations Advisors, and John & Amy), so be approachable, available,
and friendly.

e Inperson, phone and email are approved methods of communicating with your
staff members, and your co-workers. If a staff text messages you, please kindly
remind them that you can receive their texts, but not respond to them. Text
messaging is still not an approved form of appropriate communication in the

workplace. )(j\g

Ownership of Your Home
o Take pride in you house!
Take it personal.
Responsible for the success of the program.
The house and staff are a reflection of you.
Have a critical eye and personalize your program. « 9]5(

/¢

House Rules

e Each house has a list of rules. These rules serve as guidance and structure for our
clients. These rules can be updated or modified on a regular basis, depending
upon the needs of the clients.

e At times it may be nice to talk with your staff about the rules. What’s working,
what’s not? Getting input from your staff is crucial to developing effective
structure. %

Dealing with House Drama
e Address concerns as they arise. The longer a concern exists, the more impact it
will have on the morale of the house.
e Stay in contact with your staff. Ask what is working, what is not.
o Ask the questions you do not want the answers to. Doing so will bring clarity and
insight into how your staff feel about the work environment and their co worker%

12



e Ifan issue has been addressed with an employee, but you do not see any
improvement. Bring the concern and discuss it with an Operations Advisor.
Completing Client Taxes

e Taxes are completed every year for our clients.

e Program Leaders will delegate a staff to take each client to get their taxes
completed.

¢ There are several places that offer free tax preparation for our clients. Salvation
Army, Catholic Charities, St. Cloud Technical college. Call ahead for an
appointment.

¢ Bring something to keep the client occupied as it can be a long wait time.)#

County Licensing Packets

e The programs are relicensed by the county on a yearly basis. Every other year,
the program will have a paperwork relicensing while opposite years will have a
site visit.

e Prior to a site visit, make sure the program is clean and presentable, make sure the
staff working that day knows licensing will be coming.

e John will receive the packet and fill out his portions. He will then pass the packet
down to an Operations Advisor. The Operations Advisor and Program Leader
will complete the licensing packet and return it to John.

e Keeping employee files current will assist you in making the relicensing process
easier.

First Aid/Tornado Kit
¢ Both first aid and tornado kits must be gone through monthly. Anything missing
or expired must be replaced.
e Lists for both kits-are-located-under the 245D-file-under-the-misc- file—When———————————

having a staff audit these kits, make sure they utilize a list to ensure accuracyﬁg

Direct Care

e Program Leaders are expected to work Direct Care hours. The amount of Direct
Care you will be required to work is between 20-30 hours per week. Operations
Advisors will schedule your Direct Care hours and your Non Direct Care hours
based off your preference calendar that you turn in.

» Sometimes the quickest way to build a team, and gain the respect of your staff is
to help them out when they are in a pinch. We don’t want you taken advantage
of, but if all other options have been exhausted and someone needs a favor, for the
Program Leader to help out goes a long ways for the entire house. Be open to
working a variety of shifts for your team.

13



As a Program Leader you will need to assist in cleaning the house, performing
client cares, etc to teach your staff, as well as demonstrate leadership skills. Asa
leader you should not expect your staff to perform a task that you are unwilling to
do yourself, or that you do not know how to do yourself. Although you will not
routinely have to do each job, you are expected to be able to perform every job in
the house. You have to be the expert in your house. j\gsgg

Attitude

A positive, upbeat, attitude is KEY to your success as a Program Leader.

Your employees are your biggest asset. You are only as good as your worst
employee. Remember that, and strive to bring those individuals up to the level we
find acceptable.

Not every employee will be good enough to be a Program Leader, an Operations
Advisor, or an owner. That is not a bad thing. We hire a range of employees and
appreciate the balance.

Each employee has positive attributes. Part of your job as a Program Leader, is to
extract those strengths and run with it. Not everyone will be like you, look like
you, or think like you. Again, that is a good thing. We want diversity, and
different ways of thinking, acting, and performing. The only quality we ask ALL
our staff to possess is a positive attitude. The only job function we ask ALL our

staff to perform is to take exceptional care of our clients.
/"

I have read and reviewed the information outlined above. The issues have been reviewed
by me and the Operations Advisor. All of my questions have been answered. I agree and
accept to the following of these guidelines and perform the duties in my Program Leader
Orientation Training.

Date of Final Completion I - %’ 20

I NHIIAS s

Program Leader ignature

il

Operatién :i?ére X ~..
(The Operatlon dvi that reviewed this packet, ensuring all items have been
signed off, and trained on)

14
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PHYXIUS
DIRECT CARE STAFF
ORIENTATION OUTLINE
EMPLOYEE NAME Sy Nice Tran
Hire Date WigrNg

The following tasks need to be completed as part of Direct Care Staff Orientation. The
Trainer should INITIAL AND DATE each area as they are completed. The tasks to
complete are as follows.

*As a trainer, explaining the Why’s and How’s we do things to a new staff can not
only make them feel more confident in what they are doing, but also encourage
them to be more diligent as they now understand the reasoning behind what they
are doing.

*Encourage staff to seek out answers within the house before reaching out to other
resources. Empower them to make their own decisions while they are working,
and let them know that others are available as resources, but should not be the first
resource.

Client Specific
o Show all of the client bedrooms
o Give a summary of the clients
o This should include things like diagnosis, functioning level, daily routine,
triggers, likes, dislikes, etc.
o WHY we do the things we do, and interact the way we interact.
o Redirection Strategies.
o Passion- Try to relay the passion you have for your clients through stories
and experiences you’ve shared with each individual. This can help your
new staff form a connection with the clients they are going to bg serving.

I NTVATYS

House Specific Items: Tour of Program
e Program Abuse Prevention Plan (PAPP)
Internal and External Reporting Policy
House Rules (show staff where they are and examples for enforcing them).
Location of fire extinguisher, emergency exits, storm shelter, fire alarms, furnace,
water shut off valves, electrical box, thermometer, etc.
House Disaster Plan- where is it located and what steps do staff take
Go through closets, cupboards, show where supplies are located
Books in Phyxius system (identify each and content)
Files in the Phyxius File Cabinet (identify the KEY and show frequently used
forms)
e Keys, what they are for and where the spare keys to the house is located {{ }{7 “8 C‘f

Complete all paperwork for Employee File [ [ ’ 2'20 [ 8 Q Z
Add staff name tag to a mailbox slot in the house IR (2#



Review Vulnerable Adult Law (computer exam) /- 7! / X 0‘%

HIPAA Training (video and test) /- 78 ”C‘j/
Maltreatment of Minors Training (packet and test) TR IXOZQ
Read Employee & Client Policy Book e 3 (8 C i
Place signed Job Description in the employee file. n V’\
Program Leaders

e Who are they at this house?

e What do they do that is different from a DCS?

e How do you become a Program Leader? Wiz 0‘}

Completing Timecard
o Identify all columns
¢ How to clock in and out for shifts.
¢ At midnight on Tuesday into Wednesday you clock over to the next day
¢ Schedule blocks, and the importance of clocking in and out as close to your
scheduled shift as possible. iz Ny ¢

Scheduling of Hours

¢ The only people allowed to write on the schedule are the Program Leader’s.

o Overtime: Our pay week starts on Wed and ends Tue. Explain anything above 40
hours in the pay week constitutes overtime. It is the employee’s responsibility to
prevent OT. OT can only occur with management approval.

e Schedule Discrepancy- any shift that does not match the key on the schedule,
please use the form.

o Time off request/Exchange of shifts — Review the worksheet with them in the
schedule book.

¢ You are responsible for working or covering your weekend shift. 07,;

n |z

After Hours On-Call Procedures

e The After Hours On-Call is a system made up of John, Amy, Operations
Adpvisor, and Program Leader’s for emergency support. The on call is not
going to come assist in the situation but provide support over the phone.

e You would call the After Hours On Call after you have already exhausted all
of your houses resources and still have questions.

¢ Some examples of why to call may include (verifying that the correct
paperwork has been completed after a clients emergency hospital admission,
client death, fire, anything that potentially will cause negative press for

Phyxius.
Wz CHU/




Holiday Working Requirements

e All staff are required to work holidays.

o Phyxius recognizes Easter, Memorial Day, Fourth of July, Labor Day,
Thanksgiving, Christmas Eve (6pm to midnight), Christmas Day, New Years Eve
(6pm to midnight), New Years Day and up to 6 hours on your birthday as a
holiday. Refer to policy book for details about how shifts are filled.

o Holiday schedule format for Thanksgiving, Christmas, Christmas Eve and New
Years, and New Years Eve.

o Staff will receive time and a half for holiday hours. E

Staff Meetings

o Staff meetings are held at the office one Friday each month. Your Program
Leader’s will communicate the next staff meeting date at the staff meetings & will
put a note in the com log.

e Staff meetings are MANDATORY. If you can’t make it to the meeting notify
your Program Leader’s in advance.

¢ Best way to stay involved and knowledgeable about everything going on in your
house.

¢ Learn about functions of client’s behaviors, best ways to interact with the clients,

changes within the house, and increase consistency by getting all staff on the
same page. l\“Z “X 94

Add Name to Employee Phone List 1t / | 1 ! | Y ()‘5’

Staff Com Log
e Review what to include and what not to include
e Emphasize the importance of thorough and accurate communication, and how this
will benefit everyone.
Read it after punching in, and write in it before leaving.

Not a gripe or complaint log. If you have concerns please speak with the per
directly and/or your Program Leader’s. I , lZ ”8 Q 5

Petty Cash
¢ Circle the date, location, and amount on the receipt. Include the staff initials and
the clients’ initials if the purchase was for the client.
e DO NOT GO OVER BUDGET without prior approval from your Program
Leader’s.
e Demonstrate how to make up a receipt using the receipt book.
o Every transaction from petty cash needs to be debited from the Monthly

Budget Ledger.
e Audit the $ ensuring that all receipts and cash is correct. i / 111 lx 0\%




Client Financials
e Explanation of who buys what: what the house pays for, and what clients are
responsible for.
e Audit the money daily to ensure all receipts and cash are correct.

B |\ Co
Credit Cards — [ 4 “K %

o Select staff will have the opportunity to use a Phyxius Credit Card. This is only
to be used for Phyxius purchases. If you accidentally use it for personal reasons
notify the OA’s and your Program Leader’s promptly. They will arrange for you
to reimburse Phyxius.

Keep your log and receipts in the Financial Book.
e Subtract your purchases from the Monthly Budget Ledger the day you make the

purchase.
o DO NOT GO OVER BUDGET without prior approval from your Program
Leader’s.
e Turn your ledger and receipts in to the OA’s on or before the 1% and 15% of each
month. (L1407
Activity Calendar

e Review the calendar for the day when your shift starts to help plan out your shift.
NI g
Review Cleaning List

o All staff are responsible for the appearance and well being of the house.
e Overnights are responsible for the majority of the deep cleaning of the house.
o Initial all tasks you completed,
o Although cleaning is an important aspect of the job, we would rather you
are engaging the clients when possible, and cleaning during downtime.

WICH (475

Review Garbage/Recycling pick up g I 1Y 03('

Review Dietary Menu & Guidelines

o Ovemights pull out the frozen-foedneeded-forthe next day 1o thawout=
All food in the refrigerator must be dated and labeled.
Leftovers are good for three days before they need to be thrown away
Condiments are good for 3 months
All other food read the expiration dates
All staff are responsible for cooking.
What to do if a client does not want what is on the menu.
Any Individual dietary restrictions for clients.

W8 OF




Progress Notes

Start the entry with your name and shift in parenthesis.
Only use black ink
All clients must be charted on for each shift
There should never be open lines or spaces in the notes where others could write.
If you make an error use a single solid line to cross it out and write “error” next to
it with your initials.
Do not use other housemate names in client’s progress notes.
If it is the end of your shift write “EOSR” in the left column, if it is medical
concerns write “medical” ect.
Choose your words carefully!
Avoid slang and abbreviations.
Detail oriented, but objective is the key
Sign the entry with your name, title, and use a solid, straight line to end the entry.
WHY we track what we track, WHAT we use it for! ¢
g o

Program Book/MAR/other end of shift documentation

Sign off/complete all charting prior to leaving your shift. Examples: subtract any
purchases from the Monthly Budget Ledger/Petty Cash Log, initial that you
passed medications, record the behavior data in the Program Book, write your
mileage in the Van Mileage Log if you went on an outing, put an entry in the
Incident/Emergency Log if you noticed a large bruise on a client after they
returned home from work, initial the items you cleaned in the Cleaning Book, fill
out the Schedule Discrepancy for why you had to stay late today, sign off on the
Staff Meeting notes in the Training book if you missed the last staff meeting,
write a note in the com log giving a brief narrative of how the clients are doing,
and what is going on for the remainder of the day.

W4 118 93

Incident/ Emergency Reports

Client to client contact

Falls -

Broken bones/burns

Elopements

Bites

Missed medications

Negative Behaviors not covered in the behavior program

Property destruction of another housemates property or Phyxius property
A scene in the community that could lead to negative press for Phyxius.
Any Police Involvement

In “Reports” section of house forms.

Detail oriented, but objective is the goal. Speak to the points of what happened.

Social Worker and Guardian must be notified within 24 hours of incident
occurring. by ]Z“K QI’



Incident Report Log (Log of Individual Incidents)
e Minor injuries (Scrapes, bruises, falls, etc)
e Minor falls that currently do not show any sign of injury
e Used to protect staff and Phyxius from liability in the event a case manager or
guardian was to question a client’s injury.
WICIS 0‘2(

Medication Administration

e You must go through Medication Administration class, pass the test, and
complete the observation of med passing prior to passing any medications.

e Medication refusals —~complete the Medication/Treatment Error/Refusal Report
form and notify guardian and case manager if a medication is not taken at all.

¢ Only medications on the Standing Orders form or Physician Orders form/scripts
may be given.

e Medication Release Form needs to be completed prior to us releasing medications
to be passed outside of our care ex. client going on a home visit \!

¢ Ifa client takes a PRN Psychotropic Medication the protocol for how, and when
to pass that medication is located in the MAR section for that client.

¢ Know the side effects of the client’s medications and notify your Lead Worker’s
if you have concerns.

Emergency Use of Manual Restraint
e When to complete this form: anytime we go “hands on.”
¢ People that need to be called within 24 hours (SW, Guardian, family)
e In “Reports” section of house forms. \IvALYS UJA/

First Report of Injury (form & treatment)

o Preferred clinic is the St. Cloud Medical Group during regular business hours

e 24 hours to fill out after Program Leader’s or management was notified about the
injury, whether you are planning to see the doctor or not.

e Express Care at St. Cloud Medical Group or CentraCare Urgency Center after
business hours.

¢ Emergency Room at the St. Cloud Hospital when Express Care/Urgency Center is
closed

¢ Get medical treatment for any bite that breaks skin

o Bring 2 forms to the doctor: “First Report of Injury” & “Return to Work Release”

e [fyou go to the doctor you cannot return to work until we have received the
Return to Work Release form from your doctor.

e Stay in contact with Lead Worker’s regarding recovery s O'j’

Client Dr. Appointments/ER
¢ Program Leader’s and select staff are responsible for the majority of the client
appointments but the DCS may need to accompany a client to an appointment for
common colds, illnesses, or some other unplanned medical need.
e Visit to the Health Professional form must be completed and accompany the client
to the doctor. The staff is responsible for filling out the top portion of the sheet



and verifying that the doctor/nurse has completed the second section before
leaving the appointment.

e The completed sheet must be given to the Program Leader’s so recommendations
can be followed, and the form can be filed.
If there are any follow up appointments please write them on the schedule.

o Dental referral Form must accompany clients to all dental appointments and b
completed by the physician. ulzuy O\i

[

Review Fire/Storm Drills/Emergency Exit
e Fire & Storm drills conducted monthly ‘ U‘JL
e Locate all emergency exits and storm safety meeting places 1\ [ Zl lY

Review Home Maintenance
o Notify your Program Leader’s and they will reach out to Office Advisors to
arrange for repairs. (12 [ (& g




Client 1:

Read Self Management Assessment

Read Coordinated Service and Support Plan (CSSP)
Read Coordinated Service and Support Plan Addendum
Read Individual Abuse Prevention Plan (IAPP)
Review Client Medication & Side Effects

Review Client Medical Concerns/Hx

Review Client Financial Affairs/Checking

Review Client Social History (if available)

Review Client Programs

Review Client Behavioral Concerns

Review Completion of Self-Care Tasks

Review Community Outing & Precautions

Review Important Family Hx/Concerns

Review Regular Scheduled Appointments/Activities
Review Seizure Plan of Care (if needed)

Review Phone Call/Visitation with family protocol
Review Diet/Menu

Review Service Recipient Rights & staff’s role in
upholding them

Discuss Person Centered Approach

Client 2:

Read Self Management Assessment

Read Coordinated Service and Support Plan (CSSP)
Read Coordinated Service and Support Plan Addendum
Read Individual Abuse Prevention Plan (IAPP)
Review Client Medication & Side Effects

Review Client Medical Concerns/Hx

Review Client Financial Affairs/Checking

Review Client Social History (if available)

Review Client Programs

Review Client Behavioral Concerns

Review Completion of Self-Care Tasks

Review Community Outing & Precautions

Review Important Family Hx/Concerns

Review Regular Scheduled Appointments/Activities
Review Seizure Plan of Care (if needed)

Review Phone Call/Visitation with family protocol
Review Diet/Menu

Review Service Recipient Rights & staff’s role in
upholding them

Discuss Person Centered Approach

|/ n/lﬁ’”%
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Client 3:

Read Self Management Assessment 1| / I'L/ ’8/0'/{/
Read Coordinated Service and Support Plan (CSSP) v
Read Coordinated Service and Support Plan Addendum
Read Individual Abuse Prevention Plan (IAPP)

Review Client Medication & Side Effects

Review Client Medical Concerns/Hx

Review Client Financial Affairs/Checking

Review Client Social History (if available)

Review Client Programs

Review Client Behavioral Concerns

Review Completion of Self-Care Tasks

Review Community Outing & Precautions

Review Important Family Hx/Concerns

Review Regular Scheduled Appointments/Activities
Review Seizure Plan of Care (if needed)

Review Phone Call/Visitation with family protocol
Review Diet/Menu |
Review Service Recipient Rights & staff’s role in ,
upholding them

Discuss Person Centered Approach

Client 4:

Read Self Management Assessment N

Read Coordinated Service and Support Plan (CSSP) \ /
Read Coordinated Service and Support Plan Addendum \ /
Read Individual Abuse Prevention Plan (IAPP) \ /
Review Client Medication & Side Effects \ /
Review Client Medical Concerns/Hx \ /
Review Client Financial Affairs/Checking \ /
Review Client Social History (if available) \ /
Review Client Programs \
Review Client Behavioral Concerns \
Review Completion of Self-Care Tasks Y,
Review Community Outing & Precautions A
Review Important Family Hx/Concerns [/ \
Review Regular Scheduled Appointments/Activities \
Review Seizure Plan of Care (if needed) \
Review Phone Call/Visitation with family protocol \
Review Diet/Menu \
Review Service Recipient Rights & staff’s role in \
upholding them ]

Discuss Person Centered Approach N \




Completion of CPR Class
A. Registered for class (list date & time) Bﬂh
—"

B. Attended Class & Received Certificate ) x
Completion of First Aid Training

A. Registered for First Aid training NIA

B. Attended Class & Received Certificate 1-\% 1 (HA

Completion of Driver’s Training

A. Written Test ll-Z&-M 22

B. Behind the Wheel driving test 11-281% daf/
Completion of Medication Training v

A. Registered for class (list date & time) It +- 18 02&

B. Attended Class (list date & time) il. 4 1% jo-115(2.5)

C. Passed Medication Competency (date & time)  //- !?'gz o430 (.5)

D. Watched Medications Passed (date & time) 11- 141K 0;!7
Completion of Therapeutic Intervention Training

A. Registered for class (list date & time) 13015 Zﬂ’SP 0%’

1-30/ C))

B. Attended class and received certificate [1-30-1% (%

I have read and reviewed the information outlined above. The issues have been reviewed
by me and the Lead Worker’s. All of my questions have been answered. I agree and
accept to the following guidelines and perform my duties in my Orientation Training.

Date of Completion

11-30- 1§ %ﬁ

__. Laswdit Farmec

Employee Signature Program Leader’s Signature
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