DIVERSIFIED HEALTHCARE, INC.


COMPETENCY VERIFICATION,
SKILLS VALIDATION/CHECKLIST


POLICY:

Employee will only be assigned to duties for which they are qualified and competent.

PURPOSE:

1.	To ensure the provision of safe quality care to clients.

2. 	To ensure compliance with North Carolina laws and regulations.

PROCEDURES:

1. Diversified Healthcare, Inc. will document that the In-Home Aides are competent to perform client care tasks or activities to which they are assigned.  Those individuals will perform delegated activities under the supervision of persons authorized by state law to provide such supervision.

2. Those In-Home Aides who are subject to occupational licensing laws shall meet requirements consistent with the rules established by the occupational licensing board that they are subject.  Agency shall document that its’ In-Home Aides are competent to perform client care tasks or activities that they are assigned.  Meeting competency includes a demonstration of tasks to the Service Supervisor/RN.  

Those In-Home Aides who are not subject to occupational licensing laws shall only be assigned client care activities for which they have demonstrated competency, and the documentation of which is maintained by the Agency.  Meeting competency includes a correct demonstration of tasks.

Diversified Healthcare, Inc. will document the In-Home Aide’s competency for all tasks assigned for the care of the client.

3.	In-Home Aides should be supervised by the Service Supervisor/RN who may further delegate specific supervisory activities to In-Home Aides as designated by the Agency’s policy.

4.	In-Home Aides shall be subject to the method of frequency of supervision defined in the Agency’s policy.  

5.	The Service Supervisor/RN or Agency Director will ensure In-Home Aides will be able to attend any continuing education programs.

DIVERSIFIED HEALTHCARE, INC.


IN-HOME AIDE COMPETENCY
CHECKLIST


TASKS PERFORMED BY IN-HOME AIDE
	

	
1
	
2
	
3
	
4
	
5
	RETURN
DEMONSTRATION



	 [  ]  Full Body Bath
	
	
	
	
	
	

	 [  ]  Partial Bath
	
	
	
	
	
	

	 [  ]  Shower
	
	
	
	
	
	

	 [  ]  Sponge Bath
	
	
	
	
	
	

	 [  ]  Grooming/Shampoo Hair
	
	
	
	
	
	

	 [  ]  Foot Care
	
	
	
	
	
	

	 [  ]  Special Skin Care
	
	
	
	
	
	

	 [  ]  Nail Filing
	
	
	
	
	
	

	 [  ]  Retrieving Clothes
	
	
	
	
	
	

	 [  ]  Dressing
	
	
	
	
	
	

	 [  ]  Mouth/Denture Care
	
	
	
	
	
	

	 [  ]  Assist w/Ambulation/Transfer
	
	
	
	
	
	

	 [  ]  Assist w/Walking
	
	
	
	
	
	

	 [  ]  Assist w/Simple Exercises
	
	
	
	
	
	

	 [  ]  Encourage Physical Activities
	
	
	
	
	
	

	 [  ]  Assist Client w/Toileting
	
	
	
	
	
	

	 [  ]  Clean Client’s Perennial Area
	
	
	
	
	
	

	 [  ]  Prepare Meals
	
	
	
	
	
	

	 [  ]  Clean up After Meal Preparation
	
	
	
	
	
	

	 [  ]  Encourage Proper Nutrition
	
	
	
	
	
	

	 [  ]  Assist Client w/Eating
	
	
	
	
	
	

	 [  ]  Observe Meal Storage
	
	
	
	
	
	

	 [  ]  Observe and Report to Client or Family Members
        Improper Meal Storage and Accumulation
	
	
	
	
	
	

	 [  ]  Observe and Report Cooking Equipment Failure
	
	
	
	
	
	

	 [  ]  Vacuuming
	
	
	
	
	
	

	 [  ]  Sweeping
	
	
	
	
	
	

	 [  ]  Dusting
	
	
	
	
	
	

	 [  ]  Mopping
	
	
	
	
	
	

	 [  ]  Doing Laundry
	
	
	
	
	
	

	 [  ]  Changing Client’s Bed Linens
	
	
	
	
	
	

	 [  ]  Making Client’s Bed
	
	
	
	
	
	

	 [  ]  Grocery Shopping
	
	
	
	
	
	

	 [  ]  Assist w/Paying Bills
	
	
	
	
	
	

	 [  ]  Reading and Writing Reports for Client
	
	
	
	
	
	

	 [  ]  Check Smoke Alarm
	
	
	
	
	
	



I, ______________________________________ with the job title of __________________________________
have checked the above skills to show my level of competency.  I understand that the key to this checklist is:

1 = Poor			2 = Below Average			3 = Average		4 = Above Average		5 = Excellent

Signature:  _______________________________________________    Date:  _________________________

RN Signature:  ____________________________________________    Date:  _________________________

DIVERSIFIED HEALTHCARE, INC.


PERSONNEL POLICIES

PERSONNEL RECORDS, CONTENT, AND RETENTION


POLICY:

The Agency will maintain information about its staff for the purpose of Personnel and Employee Benefit Administration.

PROCEDURES:

1.	The Agency must establish and maintain a system for collecting and retaining employee’s records in a locked and secure area and for controlling access to those records by the employee and others.

2.	Employee’s personnel files should be standardized and at a minimum include:

· An application or resume which lists education, training and previous employment that can be verified, including job title

· A job description with record of acknowledgement by the staff

· Reference checks or verification of previous employment

· Records of tuberculosis screening for staff

· Documentation of Hepatitis B immunization or declination for hands-on care staff in accordance with the Agency’s exposure control plan

· Airborne and blood-borne pathogens training for hands on care staff, including annual updates

· Performance evaluations according to Agency policy and at least annually. These evaluations are confidential

· Verification of staff’s credentials as applicable

· Records of the verification of competencies by Agency supervisory personnel of all skills required of in-home aide staff to carry out client care tasks to which the staff is assigned

3.	Orientation checklist

A.	Employment Eligibility Verification Forms (I-9), along with photocopies of the verifying documents, are maintained in a separate file for at least 3 (three) years after the date of hire or 1 year the date of termination whichever is later.

B.	Documentation related to a criminal conviction or department of motor vehicle records check should be retained in a sealed portion of the staff’s personnel file but make available for staff review in accordance with applicable laws.



C.	Health and medical information, including the pre-placement health exam, should be maintained separately from the staff’s personnel file.  Access should be monitored.

4.	It is the responsibility of staff to notify their supervisor of personal changes, such as a change of name, address, telephone number, marital status, dependents, and person to contact in case of emergency.


RETENTION OF RECORDS

	
Type of Record

	
Term of Retention


	
Employee Personal Records

	
7 years after termination


	
Employee Medical Records

	
3 years after termination


	
Payroll Records
	
7 years after termination


	
I-9 Forms EEO DATE Forms
	
3 years or 1 year after termination, whichever is later


	
Job postings, advertisements and job
Applications of non-hires, interview

	
1 year

	
Work Scale
	
2 years


	
Work Schedule

	
2 years






DIVERSIFIED HEALTHCARE, INC.


PERSONNEL POLICIES

ANNUAL PERFORMANCE EVALUATION


POLICY:

Clear communications of job performance standards and ongoing evaluation of staff performance in relation to those standards are key factors in good staff relations and productivity.

PROCEDURES:

1.	Performance reviews will be conducted at the end of the orientation period and at least annually thereafter.

2.	Later, the Service Supervisor/RN should review the draft evaluation to make sure that:

· Good performance has been recognized

· Necessary areas for improvement have been spelled out

· The proper balance between observations, concerning good performance and need for improvement has been achieved reflecting accurately the staff’s overall performance

3.	The Service Supervisor/RN may ask the staff to do a self-evaluation.  This can help the staff recognize the challenges of an effective evaluation.

4.	A performance evaluation interview should be scheduled to allow the staff and Service Supervisor/RN review and discuss the evaluation and the staff’s self-evaluation if applicable.

5.	The staff should sign the written evaluation.  Signing the evaluation indicates agreement.  If the staff refuses to sign the evaluation, it should be witnessed and noted.  The Service Supervisor/RN should provide a copy of the written evaluation to the staff.

6.	The written evaluation should be maintained in the staff’s personnel file.



DIVERSIFIED HEALTHCARE, INC.


PERSONNEL POLICIES

IN-SERVICE TRAINING


POLICY:

To ensure staff of Diversified Healthcare, Inc. can be up-to-date in any training pertinent to the services he/she will be providing.

PROCEDURES:

1.	During orientation and yearly thereafter, when applicable outside sources can render training, the following trainings will be provided by the Service Supervisor/RN or Agency Director.:

· Blood-borne Pathogen
· CPR and Heimlich Maneuver
· Fire Safety

2.	The Nurse Aide (NA) is responsible for maintaining 12 hours of in-service each year.

3.	The NA must renew listing every 24 months.



DIVERSIFIED HEALTHCARE, INC.


PERSONNEL POLICIES

ORIENTATION


POLICY:

At Diversified Healthcare, Inc., new employees will receive a planned, structured, and competency-based orientation to the Agency.

Orientation:

This orientation will:

1. Follow a structured plan

2. Consist of

· General orientation to the Agency

· Job specific orientation that includes infection control, safety precautions, job assignments, clients’ rights

· Each employee to receive a copy of the policies and procedures

PROCEDURES:

General orientation will be successfully completed before a new employee starts his/her specific orientation.

1.	The job-specific orientation begins immediately following the general orientation.  It acquaints the employee with the performance expectations of the job and gives an overview of the skills, materials, and network of individuals needed to accomplish the performance expectations.

	The employee’s immediate supervisor is responsible for conducting the job-specific orientation and making sure that employee demonstrates correctly and adequately those skills to be demonstrated.  Documentation of the In-Home Aide skills demonstrated competency will be maintained.

2.	Generally, the job orientation allows the employee to develop skills at a competent performance level.

A.	Both employee and employer are able to assist the match between the job and employee.

B.	The Service Supervisor/RN is responsible for overseeing this period.

3.	During the job orientation period, an orientation performance evaluation may be written and orally reviewed at 30, 60, and 90 days by the immediate Service Supervisor/RN.



If employee’s performance during the orientation period is less than competent, the Service Supervisor/RN will:

A.	Extend the orientation period for up to an additional 30 days, if it is believed the employee will be able to attain a competent level of performance

B.	Transfer the employee to an available job for which he/she is qualified

C.	Terminate the employee for failure to meet job expectations or standards.
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PERSONNEL POLICIES

CRIMINAL BACKGROUND CHECK


POLICY:

1.	It is the policy of Diversified Healthcare, Inc. to require all potential employees to present a County Criminal Record Check (Police Report) prior to hire and then undergo a State Criminal Record Check within 3 days of being offered a conditional employment based on the outcome of the State Criminal Record Check.

2.	Any prospect employee who refuses to consent to a State Criminal Record Check cannot by law be employed by Diversified Healthcare, Inc.

3.	The State criminal record name check costs $10.00 and the fingerprint check costs $14.00.  If the applicant has been a resident of North Carolina for less than five (5) years, then the offer of employment is conditioned on consent to a State and national criminal history record check of the applicant.  If the applicant has been a resident of North Carolina for five (5) years or more, then the offer is conditioned on consent to a State criminal history record check of the applicant.  A criminal record check will be conducted online, i.e., Castlebranch, for employees who have lived in North Carolina.

4.	The State Criminal Background Check, upon return from the SBI, is to be held extremely confidential.  The Agency Director only should open and review the results and maintain a guarded file for such information.  Never place records in the employee personnel file.

PROCEDURES:

1.	Present a local criminal record check prior to hire.

2.	Sign consent form for state criminal record check.

3.	Obtain a criminal background check prior to employment.

4.	Agency Director will review results of all criminal record check and maintain confidential files.

5.	Employment will not be continued if the potential employee’s criminal record check states the following:

· Conviction to a felony offense which consists of any act that is of a violent nature, including but not limited to, assault, battery, rape and murder

· Conviction to any type of abuse or neglect

· Conviction to any drug-related incident which occurred within the last 2 (two) years or of a conviction in which the applicant intends to sell.  Should the applicant have a prior record, the Agency may work out a Drug Testing Schedule to ensure the applicant’s ongoing compliance
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