SECTION ONE

Organization and Administration

Policy No.
MiSSTON STALEIMENIL. ....ceueiiiitieiieeteeite ettt ettt et be e et e e bt e st e ebeesabe e bt e snaeenbeesaeean 1-001
GOVEINING BOAY . .ieutiiiiiieiieiiieiie ettt ettt et e st e et e sabeebeesabeesseesssesnseesssesnseesssesnseens 1-002
Addendum: Governing Body Members™...........ccooiiiiiiiiiiiiiiiiiieseeeeee s 1-002.A
Addendum: Governing Body Orientation Checklist™ ...........ccoceviininieniiinieniiinieieneene, 1-002.B
CONTLICE OF TNEETESE ...ttt et et et s bt e sae e et esaeesbeeeaee s 1-003
Addendum: Conflict of Interest Statement™............coceeierieierieneeienierei et 1-003.A
Referral Disclosure and Care DECISIONS .......eerueeeueeruieriieiieaieeriteeteesieesteesbeesabeesstaeseeeeeesanean 1-004
Public DiSClOSUIE StAt@MENT .....cc.veruiiieriiiriietieteriteteete et ste ettt ettt et et see e sanesaeeneens 1-005
Administrative Qualifications and Responsibilities..........cccueeeveerieriueeneeniieenieeieeae e e 1-006
Appointment of Executive Director/AdminiStrator .........oo.eeviuierieriianiinieeiee st 1-007
Designation of Individual in Absence of Executive Director/Administrator™® ........................ 1-008
HOSPICE AQMINISIIALOT ...eutiieieeiiieiie ettt ettt et e sttt e et e bt e sabe e bt e sabe e bt e eneeenbeesaeean 1-009
Regulatory COMPLIANCE ....covveeviriieriieieitesitesie ettt eiesite et ettt st ste et sbtesbeesbesatesbeenaesanenaeenneas 1-010
Addendum: Additional State Requirements™...........cccccoviiriiiiiiiiiinieiieeeee e 1-010.A
POLICY DECISIONS. . ..eeuveueiiieteeiintteste et ettt e sttt st ebesht e st esbeestesbte bt eatesatesbeentesntesbeesesnsenaeennens 1-011
Development of Policies and Procedures .........ccoc.eeveeiiiiiiiiiiiiiiiieeieeeeeeeee e 1-012
Addendum: Required Policy ChecKlist™® ......ccc.coiiiiiiiiriiniiieiieieceeeeeeee e 1-012.A
Addendum: Administrative Policy Renewal/Revision Flow Sheet™...........ccccoooeeiienen. 1-012.B
Clinical Policies and ProCedures.............coteruiriiriieniinienieieeiesiteieete sttt 1-013
Use of Organizational CRATt ............ooiiiiiiiiiie ettt 1-014
Addendum: Organizational Charts™ .............ccocevierieiiiienieeee e 1-014.A
Uniform QUality Of Care.....c...oouiiiiiiiiieie ettt et 1-015
Experimental Research and Investigational Studies..........ccceeeveeeiieriieiieniiieiiecieeee e, 1-016
Organizational PIanning.........cooeeiiiiiiiiiiiieeeee ettt et 1-017
Addendum: Organizational Goals and Objectives™ ..........ccoceeiiiiiiiiiienieiiieeeee e 1-017.A
ContingencCy PIaNNING ......coiuiiiiiiiiieie et ettt sttt e st ebe et n 1-018
Contingency Plan If Organization CIOSES......c.cuevueeruerieriierierieniteieeiesieenee et esie e 1-019
Branch/Subunit COontrol ..........ooiuiiiiiiei ettt 1-020
Contracted Service PIOVIAETS. ......coueeuirieriiiieiieriteieetesttee ettt sttt st s 1-021

*Requires organization-specific information.
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SECTION ONE

Organization and Administration

Policy No.
Hospice COoNtracted SEIVICES .....veeruieriieriiieiieiie ettt ettt ettt sttt et esateebeesaee s 1-022
Addendum: Hospice Contracted Services ReVIEW™ ........ccccoceviivieiiiniinieniienienieeieneenee 1-022.A
Written Agreements for Contracted SETVICES .......eevueeriieriieriiieiiieeieeiee ettt 1-023
Addendum: Written Agreement for Contracted Services™..........ccovvieviiiiienieniiieninnnne, 1-023.A
SCOPE OF SETVICES ...ttt ettt e b et b e e bt e bt e satesbeeshbeenbeenns 1-024
Addendum: Organization-Specific List of Procedures and Treatments™* ........................ 1-024.A
Listing of Services ProVIAed.......cooueiiiiiiiiiieii ettt eann 1-025
Informed Consent for Patient and Family/Caregiver...........ccooieevierieeiieenieeiienieeieesiesneaenes 1-026
Addendum: Sample Informed Consent for Medical Photography ..........cccccevceeiiienncn. 1-026.A
Medicare HOSPICE BENEIt. . .ccuiruiiriiiiiiiiiiieieeieeieet ettt sttt 1-027
Medicaid HOSPICE BENETIT. . ...ueiuiiiiiiiiieiie ettt sttt 1-028
Hospice Site Visitor Home Visit CONSENL ......eeuiiruiirueriiriinieeieniienieeie sttt sie e sieesieenneas 1-029
Financial Responsibility and Medicare Written NOLICES .........cevueerieeriieniieiiienieeieeeieeiee e 1-030
Addendum: Advance Beneficiary Notice (ABN) of Noncoverage ..........c.cceevvveeveennennee. 1-030.A
Addendum: Notice of Medicare Provider NONCOVETage .........ceevueerueenieeniieniienieeieeeenn 1-030.B
Addendum: FFS Expedited Review Detailed NOtICE ......cccevververieiniinieniiiienieniecieeeene 1-030.C
Addendum: Additional CMS Resources for ABN and Expedited Notices...................... 1-030.D
HOSPICE INNOVALION 1.uteiiiiieieniieiiiiiierieeicetit ettt sttt ettt sate st e besasesaeenneas 1-031
Hospice Operational PIanning .......ccoec.eoiiiiiiiiiiiieieeee ettt 1-032
Marketing PIAN .......cooiiieieiirieeieeiesieee ettt ettt st b et b et st e et 1-033

*Requires organization-specific information.
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SEC TION TWO
Program/Service Operations

Policy No.
AVALIADIIEY OF SEIVICES. . cuueiuiiiiiiiiiieitieteete ettt sttt st et 2-001
Patient Bill of RightS/ReSpONSIDIIIIES ... .ceeveeruiiiiieiieiieeiie ettt 2-002
AdMiSSION DOCUMETIES ......eeeiiiiiiieiie ettt ettt ettt ettt e st e bt e st e et e sabeesbeesaeeebeeeaeean 2-003
Informed Consent/Refusal of Treatment .........cceeeeveriirieniieieniereeieseeeecete e 2-004

Addendum: Sample Informed Consent for Medical Photography ...........ccccccvveiivennnnnn. 2-004.A
Financial ReSPONSIDIIIEY .....eeruiiiiiiiieiiieie ettt st e sb e et e e an 2-005
Complaint/GrieVanCe PIOCESS .........eeiuiiiiiiiiiiiieriie ettt ettt et et e saeeabe s sn e eeeesnte s 2-006
Fostering Internal COMMUNICALION ......evuviriieiirieniieieeiteeiteteete sttt et st e st et saeesbeeeessnesneennens 2-007
Interface of Patient Data and Management SYSTEMS .......eevueerreeriiesiieesieenieeiienreesirenaeeneenenes 2-008
Clinical/Service Data COLIECION. .....cc.uiiuiiiiiieiiet ittt sttt e st e e st e et e saaeeeeesaeean 2-009
ACCESS t0 INTOTMATION ..eeitieiie ettt ettt ettt eb e st e e bt e sateebee st an 2-010
Principles of Information Management ...........c.ceccueeriierieenieenieeniienieeiee e ereesreesseessaeesseesenes 2-011
Patient Privacy RIGRES ...couiiuiiiiiieiieie ettt ettt sttt 2-012
Addendum: Notice of Privacy PractiCes......cocceuuiiiiiiiiiniiiiiienieeiieseeeee e 2-012.A

Minimum Necessary Uses Of PHI........coooiiiiiiiiii et 2-013
Minimum Necessary Disclosures of PHI......co..oooiiiiiiiiiiiiieeeeee e 2-014
Uses and Disclosures 0f PHIL.....c..cooiiiiiiiiiiieiieeeeetee ettt 2-015
Authorization for Use or Disclosure of PHI .......cccccooieiiiiiiiiniiiiiieeneseeeeeeseeeseseeeas 2-016
Minimum Necessary Requests for PHI.........ccccoiiiiiiiiieeeee e 2-017
Privacy of Health Information of Deceased Individuals..........cccceeeiieeiiiniiiiniiniiiiienieeeeee 2-018
Patient Requests for Privacy REStIICHONS ....c.eeveruieriiriiniieieeieniterieeiesit ettt 2-019
Patient Requests for Confidential CommUNICAtiONS ........cccueerereervierveeriienieeiienreeiee e eaeenenes 2-020
Patient Requests for Access t0 PHI .....oouiiiiiiiii e 2-021
Patient Requests t0 Amend PHI.........cccooiiiiiiiii et 2-022
Patient Requests for Accounting of PHI DiSCIOSUIES .......ccueevuiieiieriiieiieeieeiieeie et eae e 2-023
Fundraising and PHI .........oooiiiiiiiiiiiee ettt 2-024
Marketing and PHI.........ooiiii ettt e 2-025
Privacy TTaININE. ..eeutiiiiieiieiie ettt ettt et ettt e bt e et e e bt e s it e e bt e sabe e bt e snbeebeesaeean 2-026

*Requires organization-specific information.
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SEC TION TWO
Program/Service Operations

Policy No.
Sanctions for Privacy and Security VIOIations ........cccceerieeiieiiieiiienieeieeieeee e 2-027
Identity Theft Prevention Program ..........cccceoiuiiiiiiiiiiniiiieie ettt 2-028
Addendum: Identity Theft Risk Assessment Worksheet™.............ccoocveriiniiiiiiininennnne. 2-028.A
Addendum: Identity Theft Risk Response Matrix™...........cccceeevienieniiieniiennieenieeieeeeeee. 2-028.B
Safeguarding/Retrieval of Clinical/Service Record..........ccooiiiiiiiiiiiiiiiiiiniieieieeeciiee e 2-029
Computer Access to INfOrMAtION .....coueiiuiiiiiiiiieie ettt 2-030
BUSINESS ASSOCIALES ...euvveuvieniieiieriieieeitesttete ettt sttt et st e bt et e sate s bt e bt satesbeeasessaesatensesueenstens 2-031
AVANCE DITECHIVES ...eeueteiutieiieeieeite ettt ettt et ettt s bt et e bt e sabe e bt e sateebeesasasbeesaeean 2-032
Addendum: Advance Directive Information Statement ...........ccceeuveeeiieriieniiiiiiieiieenenne. 2-032.A
Addendum: Durable Power of Attorney for Health Care*.............ccceevviiiiiiiniiniiiieee, 2-032.B
Addendum: POLST POLICY™ ....ooiiiiiiiieiiiie et 2-032.C
Do Not Resuscitate/Do Not Intubate OTders ..........cceieiiieriieriiiniienieeiee et 2-033
Cardiopulmonary RESUSCITATION ......ceveeuteriieieriinieenteeitesteeste ettt sie ettt e st eaesbeenaeeaee e 2-034
Assessment Of Possible ABUSE/NEEIECL .......ooeeiiiiierieeniirieiieieete ettt 2-035
Addendum: Organization List of Private and Public Community Agencies
That Provide or Arrange for Assessment of Suspected or
Alleged Abuse/Neglect™ ........ccoiiiiiiiiiiirieeeeeee e 2-035.A
EthiCal ISSUES ..e.uvevieriieiieeeiesieete ettt ettt ettt ettt b ettt sb et et e s bt e sbe et e eutesbeeaesatenaeenseas 2-036
Nondiscrimination Policy and Grievance Process™..........coceeveiriiiiieniieeiienieeiesieeee e 2-037
Facilitating CommuUuNICatiON™...........cooueriiriiinieeienierieete ettt ettt st sbe e e saeesaeenneas 2-038
Addendum: Organization List of Interpreters™..........occoiiieiiiiiiiiiiiiieeeeeee 2-038.A
Corporate Compliance Plan ..........cccoouiiiiiiiiiiiiiieieeereee et 2-039
Addendum: Sample Compliance Report .........cocueeiiiiiiiiniiiiieieeiieeeeee e 2-039.A
Corporate Compliance OFffICET........eiiuiiiiiiiiiiiiee et 2-040
Internal Control Systems/AcCoOUNtabilities .........coveruerueriierieiierierieeie et 2-041
Addendum: Kickbacks, Inducements and Self-Referrals............cccceeriirciienieniieniiennns 2-041.A
Physician Licensure VerifiCation .........cocueiiuiiiiiiiiinieiieeie ettt 2-042
SOCTAL IMEAIA ..ttt ettt ettt e e b e s at e e bt e s bt e et e e sbbe e bt e sabeebeesaeeenbeanas 2-043
Addendum: Social Media and Blog GUIdelines ..........cccueveeuerienieeiienienienieseesieeie e 2-043.A

*Requires organization-specific information.
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SECTION TWO
Program/Service Operations

Policy No.
Privacy OFf PHI ..ooiiiiiiieeee ettt sttt st s 2-044
Breach ANALYSIS .oouuiiiieiieeieee ettt ettt st s an 2-045
Breach NOHHICATION .. ..ceiutiiiieiie ittt ettt ettt s bt st e b e eaee s 2-046
Security Management PIOCESS .......c.eeuereeriiriiniieienienieeiesites ettt sttt 2-047
WOTKEOTCE SEOUIILY vttt st et st 2-048
Information Access Management ..........cccueerieeiieiiieiienie ettt st et 2-049
Security Awareness and TTalNINg........ceeueerieriieiienieeie ettt besbee e eiteeae 2-050
Security Incident PrOCEAUIES .......cevuerieriiiriiiierieeieeitetee sttt sae e 2-051
ContingeNCY PIAN....couiiiiiiiiiieieeeeee ettt sttt et she bt ettt 2-052
EVAIUALION ..ttt ettt ettt e b e e et e d e et e e bt e sateebeesaeean 2-053
Facility ACCESS CONIIOLS ..c..uiiiiiiiiiiiietee sttt ettt ettt ettt ettt b e sate et e saee s 2-054
Workstation Use and SECUTILY .......ecrueriierieirierienitiiteeienieesieete sttt sttt st 2-055
Device and Media CONIOLS ....co.viruieiirieiiieiie ettt sttt st s 2-056
Access Controls: Technical Safeguards.........cccocueeieiiiiiiiiiieeee e 2-057
HIPAA Security Audit CONtrolS .........cc.eiiiiiiiiiiiiiiiie et 2-058
INtEGTIEY CONIIOLS....veiuiiiietiiie ettt sttt ettt sttt be ettt e b et saeenes 2-059
Person or Entity AuthentiCation. ....ccuueevereerierierienieeienieesieete sttt st 2-060
TTanSmMISSION SECUTTLY ...eeervieiiueetieiiiiitie ettt ettt ettt ettt sit e et e s bt e e bt e sabeebeesaeean 2-061
WhistleDIOWET PIOTECTION «...ccveeeiiiiiiieiiieiiie ettt ettt ettt e e s 2-062

*Requires organization-specific information.
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SEC TION THREE

Fiscal Management

Policy No.
Annual Operating BUA@ET .......cocueeiuiiiiiiieeieee ettt 3-001
Capital EXpenditure PLan ..........ccooioiiiiieieee ettt et 3-002
Financial Management and COntrol.........ccceevieiierieninienieeeesterieee ettt 3-003
FISCAL SOIVEINICY ..ottt ettt ettt b e shb e sbt et e aesate bt nae e 3-004
FInancial REPOTES ....cueeiiriiiiieiieiiesieee ettt sttt st sbe e st sbe e st sate i enae e 3-005
FEe DEteIMINATION ... eettiiutietieeteette ettt ettt ettt et e bt e et e bt e ea b e e bt e sabeenbeesateebeesaseenbeesaeean 3-006
CRATIEY CATC ...ttt ettt ettt et e bt e et e eebd e e bt e sbeeeabeessbeenbeesabeenseaenasansesannean 3-007
Charge VerifICatiON.......coiuiiiiiiiieite ettt sttt et et e et esabeebeesbbeebeesaeean 3-008
Billing and COIIECHIONS .....evueeiiriieniieieiiteriteteete sttt ettt et st see st sbt e sttt eentesbeeneesaeenaeenneas 3-009
Accounts Receivable REVIEW ....c..cccuiviiriiiiiiiieiiieieniteieee ettt ettt ettt s 3-010
Bad DDt POLICY ...vieueieeiiieiieeit ettt ettt sttt sb e e et e et e e saeeabeessaeenseessseenseesnseenseennnes 3-011
Contractual ATIOWANCES .....ccuveiiiiiiieiieeie ettt ettt e sat e et e st e ebeesate e bt esaaeebeesaeean 3-012
CASI RECEIPES ..ttt ettt ettt e e bt et e s bt et e esbteeabeesabeeabeesaeeeabeessaeenneesaeean 3-013
Purchasing Authorization and Accounts Payable™ ..o, 3-014
Fixed Assets and DepreCiation. . .ueue e iueriinreeiieniienieeienitenieete st ste et st e st etesaeesbeesaesseesaeenneas 3-015
PayTOll PIOCESSINE. .ceiueeueiriietiiiieiiesti ettt ettt ettt sttt st esbe et sate st e besasenaeenneas 3-016
Allocation of Time WOTKEd ......covueeiiriiriiiiiiieieieceeeteeee ettt 3-017
DoNated FUNAS .....eeiiiiiee ittt ettt e st e bt e s ate e b et an 3-018
Certificates Of INSUTANCE .......ueiuiiiiieiieeieet ettt et et e s ebeesaee s 3-019

*Requires organization-specific information.
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SECTION ONE

Personnel Administration

Policy No.
PerSONNEL POLICIES ...ouveueiiieiieieeiiesieee ettt sttt ettt sat e st e e et e saeenneas 1-001
HUuman RESOUICES ....coouuiiiiiiiiiiieiiieeeite ettt ettt ettt e e st e et esbaeesbeeenane 1-002
Hospice Staffing GUIAEIINES .....co.vevueerieriiniieieeieiteeeetes ettt ettt st ste e bt st 1-003
Recruitment, Retention, Development, and Continuing Education...........cccccceeeeveenienneennnen. 1-004
Categories/Qualifications of PErsONnel.........ccocuevieriiriinienienienieieeeceie ettt 1-005
Addendum: Specific Personnel Qualifications.........cccceeveeeiiieiieiiiienieiiesi e 1-005.A
Selection/Hiring Of PErSONNEL........ccvuiiiirieriiiiiiienieeieet ettt s 1-006
Licensure/Certification/RegIStration.........cocueeruieiiienieeieeis sttt sae e 1-007
Equal Opportunity EMPIOYET ....cc.ceviiriiiiiriieieeieniteteet ettt sttt sne st 1-008
Standards of Care, Service, and PractiCe .........coceeviiiiriiiiiiiiieniiieieie ettt 1-009
Scope of Assessments/QuUalifications .........c.eeciereeriiriineerieniiene sttt 1-010
JOD DESCIIPEIONS ...ttt ettt ettt ettt et e et e bt e eat e e bt e eabeebeesabeenbeesabeebeesaseenseenaeean 1-011
TOIMINALION ... ettt sttt sttt et et sbt et et s bt e bt e st e sbe e beeabesbe e bt entesbeenbeenne e 1-012
PerSONNE] TUIMOVET ...couuiiiitieiie ettt ettt ettt e sttt e et e bt e sabe e bt e sabe e bt e ssbeenbeesanean 1-013
Attendance and ADSENEEEISIN .c..iivueeuriruieriirieiiiieeteette sttt ettt et sttt et sbe e b st enaeas 1-014
Personnel Grievance PrOCESS ......ei.uiiiuieiiieeiieie ittt st be e n 1-015
Addendum: Employee Grievance FOrm .....cooeviiriiriiiieniiieiieniceiecteneee e 1-015.A
Personal Vehicle Use/Mileage ReIMbUISEMENES ........cccueeruieriiiiiiiniieiie et 1-016
D1ess and APPEATANICE. ......cevueeuerterttiiueeitenteeteetentterteeitesttesteestesttenteetesstesbeentesseesseensesssenseensens 1-017
SeXUAL HATASSINENL ... . veeiiireeerieeitieeeiieesteeesteeesteeeseteeesteeessseeasseessseaessseeessseeasssesasssesessseensees 1-018
Standards of Conduct/Ethical Behavior..........ccooiiiiiiiiiiiiiiiieeee e 1-019
Personnel RECOTA CONENTS ........eeeuiieeiiieeiieeeiieeeiee et e et e eeve e et e e eteeesseaeesaeeessseeessseessseennns 1-020
Performance EvalUQtiOns ..........cocueveeriiiiiniiiiieieniteieee ettt et 1-021
OTTENTATION .tuttiuterureteenteeiterttet et e st e bt etteshe e bt eatesbe e bt eutesbeesbeeateebeesbeentesbe e beeasesbtenbeentesbeensesanenee 1-022
Addendum: Personnel Orientation CheckIist ..........coeeeriiriiirieniinienieneeieneeeeeseeieeen 1-022.A
Addendum: Comprehensive Controlled Substances Diversion Prevention Program........ 1-022.B
Personnel DeVEIOPIMCNL .....cc.eeuirieriieieriieiteteetestt ettt sttt et st e st ettt e b satesaeenneas 1-023
Addendum: Personnel Development/Inservice Needs AsSeSSmMent ..........cceeeeeereeeneeennnenn. 1-023.A
ReSoUrce INfOrMAtION. .. .eeuvertieiiriieitteie ettt ettt sbe e st 1-024

*Requires organization-specific information.
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SECTION ONE

Personnel Administration

Policy No.
10101015115 0 16020 o4 (024 211 PO PSPPSR 1-025
L10) 101015115 4 [0 A S SN 14 1) L PSPPSR 1-026
Responsibilities/Supervision of ClNICal SEIVICES .....eeveruierieeieriieriirienienieeie et sieesie e 1-027
Training/INService EAUCATION. ......oiutiiiiriiriieieiiesiceeetese ettt st 1-028
HoSPICE AT TTAIMING ...cueerueetiriieriieieeitesitete ettt ettt ettt et sbteste et ess b esbe et e sueesbeeeesnnenaeenneas 1-029
Hospice Homemaker TTainiNg.......c.veeevieeiieeeiiieeiieeeeiieeeciteeeieeeeteeeeveeesveeesssaesssneeenssessnssenans 1-030
Hospice Aide SUPEIVISOTY VISIES ..c.ueruiiriieiirieniieieiientteie ettt sttt st te st sneesaeesieens 1-031
VOIUNEEET SEALT ...ttt e e s ta e s et e e s beeesbeeessseeessseeeennaaennseeens 1-032
Hospice Volunteer DOCUMENtAtION ......co.virtiirierieriieiestesitinne e sttestesiaesite bt etesaeesstesbeeeeenaeensens 1-033
Documentation of Volunteer UtIIZAtIoN .........c.cecvieerrieeeiiiesiieeeieeeesieeesreeesieeesneeesveeennveeens 1-034
Team Access To EMOtioNal SUPPOTT ..c..eeveeiiiiieriieiinieniteieiieniteieete sttt eire st see e 1-035
SPECIALIZEA SEIVICES. . uvieiuviieiiieeiiieeitieeettee it e e ettt e estteeesteeeseseeessseeessseeessseesseeesnseeessseeessseesnsses 1-036
Requirements for SUPErvisOrs/PreCePtOrS. ....oeiuiruierieriiirieniieieeiterieetestesie ettt 1-037
Addendum: Performance Observation Report (Sample).........cccvvevevieerciieeniieenieeeieeee 1-037.A
Report to the GOVerning BOAY .....ceeueeueriiriieiieiieiierieeieeeeeesetee ettt 1-038
Addendum: Hospice Competence Report (Sample)........ceecveevieiiiienieiieenieiienieeeeee, 1-038.A
Access to Qualified ConSUIAION. .....coiueterieriirieet ettt st 1-039
Communication With OffICE .....cccuvieeiiiiiiieecie et 1-040
Progressive DiSCIPling POLICY «..eouieriiiiinieniiiiieieiiteieetertee ettt 1-041
Workplace Violence Prevention Plan ............ccceeeevieeiiieeiiiecieeceeeeee et e 1-042
Addendum: Workplace Violence Prevention Incident Report Form........ccccceceveeiennnee. 1-042.A

*Requires organization-specific information.
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SECTION TWO

Job Descriptions

Policy No.

POLICY StAtEIMENT ....eeuveeiiiiiieieeieeite sttt ettt ettt et st et e b et e i e 2-001
Addendum: Job Description (Template) ........cccceerieiiiinieiiierieeieeee e 2-001.A

Professional Services Agreement for Medical DIr€Ctor ........ccovueerieenienieiniienieesitesie e 2-002
Addendum: Professional Services Agreement Medical Director (Sample) .................... 2-002.A
Addendum: Medical Director JOb DesCription.........cccueeverueenierienieesieeiieneeeiesieenecene s 2-002.B
Addendum: Sample Evaluation Criteria.........ocoueiiuieriieiiieniieiieeiee ettt 2-002.C

Executive Director

Finance Director

Controller

Human Resources Director

Information Systems Director

Marketing/Community Relations Director

Clinical Director/Director of Patient Care Services

Clinical Records Manager

Clinical Supervisor

Managed Care Coordinator

Referral/Intake Supervisor

Performance Improvement Coordinator

Hospice Nurse Practitioner

Registered Nurse

Addendum: Performance Evaluation for the Registered Nurse

Licensed Practical/Vocational Nurse

Addendum: Performance Evaluation for the Licensed Practical/Vocational Nurse

Certified Hospice Aide

Addendum: Performance Evaluation for the Certified Hospice Aide

Addendum: Hospice Aide Training Agreement (Sample)

Homemaker

Physical Therapist

*Requires organization-specific information.
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SECTION TWO
Job Descriptions

Physical Therapy Assistant

Speech-Language Pathologist

Physical Therapy Assistant

Speech-Language Pathologist

Occupational Therapist

Certified Occupational Therapy Assistant

Social Services Supervisor

Medical Social Worker/Social Worker Associate

Marriage and Family Therapist

Mental Health Counselor

Registered Dietician

Volunteer Coordinator

Volunteer

Hospice Chaplain

Bereavement Coordinator

Secretary/Receptionist

Billing Manager

Accounting Clerk

Data Entry/Computer Operator
Billing/Collections Clerk

Office Manager

Payroll and Benefits Coordinator

* Requires organization-specific information.
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SECTION THREE
Clinical Competency Program

Policy No.
Scope of the Program/Process Methodology .......ccouerieriiiiiiieniiniinienieeieeeeseee st 3-001
Competency Based OTientation ..........eeecueereeriiienieeieeniie ettt ettt ebeesieeebeessteseeesaeean 3-002
Addendum: Initial Competency Assessment Skills Checklist — Registered Nurse......... 3-002.A
Addendum: Initial Competency Assessment Skills Checklist — Licensed Practical/Vocational
INUISE ..ttt ettt ettt et e bttt e s bt e et e e e s bt e sae e e bt e sne et ne e neeenne 3-002.B
Addendum: Initial Competency Assessment Skills Checklist — Infusion Nurse.............. 3-002.C
Addendum: Initial Competency Assessment Skills Checklist — Hospice Aide............... 3-002.D
Addendum: Initial Competency Assessment Skills Checklist — Physical Therapist........ 3-002.E
Addendum: Initial Competency Assessment Skills Checklist — Physical Therapy
ASSSISTANT. ..ttt h et she et et e e bt e e sh e et sat e bt et eaeeees 3-002.F
Addendum: Initial Competency Assessment Skills Checklist — Speech-Language
PathOlO@ISt ...ttt ettt ettt ettt st e beeeae 3-002.G
Addendum: Initial Competency Assessment Skills Checklist — Occupational
TRETAPIST ..ottt st sbe ettt e st e e s ae et e bt ebt e bt et e bt et et bt e b aees 3-002.H
Addendum: Initial Competency Assessment Skills Checklist — Occupational Therapy
ASSISEANE. ...ttt ettt ettt e b e bt e et e bt e e bt e bt e e a b e e bt e e b e e bt e eabe e bt e sabe e beesateens 3-002.1
Addendum: Initial Competency Assessment Skills Checklist — Social Worker ............... 3-002.J
Addendum: Initial Competency Assessment Skills Checklist — Registered Dietician.... 3-002.K
Addendum: Initial Competency Assessment Skills Checklist — Volunteer
CoOordiNAtOT/VOIUNTEET ....cc.ueeeieieiieeiee ittt ettt e e st e beesaee s 3-002.L
Addendum: Initial Competency Assessment Skills Checklist — Hospice Chaplain........ 3-002.M
Addendum: Initial Competency Assessment Skills Checklist — Bereavement
COOTAINALOT ... ettt ettt ettt et e s a e e bt e s bt e e bt e s at e e bt e sabeebeesabeenbeasateenneas 3-002.N
Addendum: Initial Competency Assessment Skills Checklist — Hospice Physician....... 3-002.0
Core CompetenCy SKill.....cceeriiiiiiieiieieiieeee ettt sttt 3-003
ANNUAL COTE COMPELEIICE -.c.nvveutieniieiiieeitieeteertte et et e et et e st e e bt e sabeenbeesabeebeesabeenbeesnseebeesaeean 3-004
Addendum: Performance Criteria (Template) ........cccooeerieiiienieiiiinieeeeeeee e 3-004.A
Addendum: Performance Criteria (Sample) .......coeoueeriiiiiiniiiiiiieeeeeeeee e 3-004.B

* Requires organization-specific information.
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SECTION THREE
Clinical Competency Program

Policy No.
Addendum: Performance Criteria — Infusion NUISE.........ccecvveevciieeriiiieeiie e 3-002.C
Addendum: Performance Criteria — Hospice Chaplain ..........ccceeeevenieneniieiieniecienene. 3-002.D
Addendum: Performance Criteria — Hospice Physician ..........cccoceeverieiiiinenieneeniennenne, 3-002.E

* Requires organization-specific information.
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