Organization’s Name

SECTION ONE

Organization and Administration

Policy No.
IMiSSION SEALEIMENL...c..eeuveiieiieiieite sttt ettt ettt ettt et sb e e te et sbtesbeenbesatesbeeaesasenaeenneas 1-001
GOVEINING BOAY ...ttt ettt ettt sae e bt e sb e e beesaee s 1-002
Addendum: Governing Body Members™..........ccccovieiiriiniiiiniinieeieseesie s 1-002.A
Addendum: Governing Body Orientation Checklist™ ..........cccccooiiiiiiiiiiiniiinieiciieeee. 1-002.B
CONTICE OF INEEIEST ...ttt ettt ettt ae e sbt e sb e b e e 1-003
Addendum: Conflict of Interest Statement™.............cocooiiiiiiiiiiiii e 1-003.A
Referral Disclosure and Care DECISIONS ......cc.eeveruieruerieriieniieitesiienieetesitesieetesieesseessessaesneennens 1-004
Public DiScClOSUIe STAtEMENL .......eeiuiiiiieiiiieiieiie ettt sttt sttt b e e b e saeean 1-005
Administrative Qualifications and Responsibilities.........c.cervueirueeriiiiiieiieeiie e 1-006
Appointment of Executive Director/AdminiStrator ............c.eeceerueeeiieerieesieesieeeeesieeseeeveesenes 1-007
Designation of Individual in Absence of Executive Director/Administrator™ ........................ 1-008
HoOSPICE AAMINISIIATOT ...c.utetieitieiiertieteetesttest ettt et st ettt et st e s bt et satesbeeaesatesaeenneas 1-009
Regulatory COMPIIANCE .....eeiuiiiiiiiieiieee ettt et sttt e bt e e ate e b e eaee s 1-010
Addendum: Additional State Requirements™ ...........cccoeoveveerierieneeienieneeeseeee e 1-010.A
POLICY DECISIONS. ..ttt ettt ettt ettt st et e et e e bt e eabe e bt e eabe e bt e sabeebeesabeebeesabeenbeesaeean 1-011
Development of Policies and ProCEAUIES .......ccceeieruerieriiiniieienienieeiestesieeie st 1-012
Addendum: Required Policy CheckIist™ ...........ccooiiiiiiiiiiiiiiieieeee e 1-012.A
Addendum: Administrative Policy Renewal/Revision Flow Sheet*.............ccccecuvenneenee. 1-012.B
Clinical Policies and ProCeAUIES..........cocuiiiiiiiiiiiieiieeiie ettt ettt 1-013
Use of Organizational CRATT .........cccueviiririinieieeteseeeeet ettt st 1-014
Addendum: Organizational Charts™ ...........ccccooiiiiiiiiiie e 1-014.A
Uniform QUAlity OF Care........ooverueiiiiiieiieieeteeeteetee ettt sttt ettt 1-015
Experimental Research and Investigational Studi€s...........coecueeiiiiiiinieniieiniciiceeeeeee e 1-016
Organizational PIanning..........cccveeiieriiiniiieiie ettt ettt ste et beebaesaaeesbeesnneensaens 1-017
Addendum: Organizational Goals and Objectives™ ..........ccccoiiiiiiiiiiiiiiiniieeee 1-017.A
Contingency PIANNINg .......ccccuiiiiieiiieiieeieeite ettt ettt sit e et essbeeseesaeeesseesssesnseens 1-018
Contingency Plan If Organization CIOSES.........eereiriiiiiiiiieniie ettt 1-019
Branch/Subunit CONtrOl .....c..coouiiiiiiiiiieieeees ettt 1-020
Contracted SEerviCe PTOVIACLS......ccuiiiuiiiiiiiieiiiete ettt ettt ettt 1-021

*Requires state or organization-specific information.
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Organization’s Name

SECTION ONE

Organization and Administration

Policy No.
Hospice Contracted SEIVICES ....cc.verueeruerieniieieeienitenie ettt sttt ettt et sate st e saesaeesaeenneas 1-022
Addendum: Hospice Contracted Services ReVIEW™ .........ccoeeiiiiiiiiiiiiiiiieiiienicee 1-022.A
Written Agreements for Contracted SEIVICES .....cc.eevuirviriiiriieiierierieeiestesieet et 1-023
Addendum: Written Agreement for Contracted Services™.........c.ccovieeiieniiiiieniiieneene. 1-023.A
SCOPE OF SEIVICES ..cuveeutiiieiieieeteet ettt ettt et st b et sa e sbe st shtenbeesteeaeenees 1-024
Addendum: Organization-Specific List of Procedures and Treatments™ ........................ 1-024.A
Listing of Services Provided.........coceevueiiiriiiniiiieiieieeieestete sttt 1-025
Informed Consent for Patient and Family/Care@iver..........cocccooieiiieeiiienieiiienieeieeeee e 1-026
Addendum: Sample Informed Consent for Medical Photography ..........ccceceeviennnnnnen. 1-026.A
Medicare HOSPIice BENEIt.......eeuueiiuiiiiiiiieeiie ittt ettt e 1-027
Medicaid HOSPICE BENEIt. . .ccouiruiiriiiiiiiiiriieieecsteit ettt 1-028
Hospice Site Visitor Home Visit CONSENE ...eiuuiiiuiieriieiiieiieiieeiie ettt 1-029
Financial Responsibility and Medicare Written NOtICES ...veeveveerieriieeiieeieeiieeie e eee e 1-030
Addendum: Advance Beneficiary Notice (ABN) of Noncoverage .........ccoceeveerveenennee. 1-030.A
Addendum: Notice of Medicare Provider NONCOVETage ........cevevueeverienieerienienieeieneennes 1-030.B
Addendum: FFS Expedited Review Detailed NOtICE .......coceeriieiiiiiieiiieniieieeiceieee 1-030.C
Addendum: Additional CMS Resources for ABN and Expedited Notices...................... 1-030.D
HOSPICE TNNOVALION ...eiutiiiitieiie ettt ettt et sttt e st e bt e s ateebeesaeean 1-031
Hospice Operational PIanning ..........ccccocuevieriiiiinienenienieneetesetesieete sttt st 1-032
Marketing PIAN......cc.oiiiiiiee ettt sttt st ettt et n 1-033

*Requires state or organization-specific information.
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Organization’s Name

SECTION TWO
Program/Service Operations

Policy No.
AVAIADIIITY OF SEIVICES. ...utiiiiiiiieiieie ettt sttt be e s e et as 2-001
Patient Bill Of RIGRES......oiiiriiiiiiieieeee ettt sttt st 2-002
AdmiSSION DOCUMENILS ....cuveruiiiieiieientieteete sttt ettt sttt sbe et st st e bt et e sbeenbeeatesaeenneas 2-003
Informed Consent/Refusal of Treatment ........c.eeveeeiieiiiiiiienie et 2-004
Financial ReSPONSIDIIIEY ... .eeiuiiiiiiiiiiiieie ettt st e b e s e e s an 2-005
Complaint/GrieVanCe PIOCESS .....cc..eeruiiiiiiiiieiiieiie ettt ettt et ettt e saeeebeesaeeeeeesnte s 2-006
Fostering Internal COMMUNICALION ......evuviriieiirieriieieeiteeiteteete st et ete et e st et st esbeeneessnesaeennens 2-007
Interface of Patient Data and Management SYSTEMS .......oevueerveeriieriieerieenieeieeneessiesnaeeseennnes 2-008
Clinical/Service Data COLIECION. .....cc.uiiuiiiiiieiiet it ettt sttt e s st e et esaeeeeeesaeeas 2-009
ACCESS t0 INTOTMATION ..eeitieiie ittt et st e b e st e bt e e ateebee st s 2-010
Principles of Information Management ..............coueririeriienieenienieneeientesieeie st 2-011
Patient Privacy RIGRES ...co.uiiuiiiiiieiieiee ettt sttt 2-012

Addendum: Notice of Privacy PractiCes......cccceuvuiiniiiiiiniiiiiieiieeiieseeeeee e 2-012.A

Minimum Necessary Uses of PHI....c...cooooiiiiiiiieeee e 2-013
Minimum Necessary Disclosures Of PHI.....ccccccoviiriiiiniiniiieiieeeteseeeseeseeeeeeseeas 2-014
Uses and Disclosures 0f PHIL.....c..cociiiiiiiiiiiiiiieeceeteeeteseee ettt 2-015
Authorization for Use or Disclosure of PHI ..........cooiiiiiiiiiiiiiieceee e 2-016
Minimum Necessary Requests for PHI.........ccocoiiiiiiiiieeeeee e 2-017
Privacy of Health Information of Deceased Individuals............ccceercviriiieniieniienieeiieeieeieeee, 2-018
Patient Requests for Privacy REStIICHONS ....c.eeveruieriirieniierieeieriterieete sttt 2-019
Patient Requests for Confidential CommuUNICAtIONS .......cccueerverriieriiienienieeiee et 2-020
Patient Requests for Access t0 PHI .....oouiiiiiiiii e 2-021
Patient Requests to Amend PHI........cc.cooiiiiiiiiiiiieeeeeeteeee st 2-022
Patient Requests for Accounting of PHI DiSCIOSUIES .......ccueevireiieniieiienieeiieeie e 2-023
Fundraising and PHI .......cc.ooiiiii ettt ettt e 2-024
Marketing and PHI.........ooiii ettt s 2-025
Privacy TTaAINING. ...cccueeeiieriieeiieeiie et eete et eette et e ete e bt e st e ebeesabeesbeessbeenseessseesseasssesnseessseenseensnas 2-026

*Requires state or organization-specific information.
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Organization’s Name

SECTION TWO
Program/Service Operations

Policy No.
Sanctions for Privacy and Security VIiolations ........c.cceeeevierieniinienienienienieneeseeseesieeee e 2-027
Identity Theft Prevention PrOGram .........cocceveeiierierienienienieeiestesicete sttt st e st s 2-028
Addendum: Identity Theft Risk Assessment Worksheet™.............ccooiiiiiiiiinniinnnn 2-028.A
Addendum: Identity Theft Risk Response MatriX™..........cccceeviiiiiiiiiiiinieniiiieniceiee e 2-028.B
Safeguarding/Retrieval of Clinical/Service Record........cccceeveriiniiriinienieniisieesiciieneeieeee 2-029
Computer Access t0 INfOrMAtIoN ........cecuiviiiiiriiiierieeete ettt ens 2-030
BUSINESS ASSOCTIALES ....uvveeueietieeitietieeieeette et et e et e stteeate e bt e e ibesabeeeateebeesabeebeesabeebeesnsasbeeeneean 2-031
AdVANCE DITECHIVES ...uveuvienieeiieriieteeie ettt sttt ettt esb e st st eaeesbee bt st e sbeenbeeneesbeenbtentenaeensens 2-032
Addendum: Advance Directive Information Statement ............ccocceeriieiiieniiiineeniieeneenne 2-032.A
Addendum: Durable Power of Attorney for Health Care™...............cccoiiiiiiiiininnn. 2-032.B
Do Not Resuscitate/Do Not Intubate OTders ..........ccceeviereereerienieneriienieneeieeeeseeie e 2-033
Cardiopulmonary RESUSCITATION ......ceveruterieiieriiniieieeitesitesie ettt sttt et et sbee e 2-034
Assessment of Possible ABUSE/NEZIECE .......ueiuiiiiiiiiiieiiiiiieeic ettt 2-035
Addendum: Organization List of Private and Public Community Agencies
That Provide or Arrange for Assessment of Suspected or
Alleged Abuse/Neglect™ ........ccooviiiiiiiiiiieee e 2-035.A
ELhiCal ISSUES ..ottt ettt ettt ettt e b e st e e bt e s at e e bt e sateebeesaeean 2-036
Nondiscrimination Policy and Grievance Process™..........ccccoevivriiieniiniiinienieeiecieeee e 2-037
Facilitating CommuNICAtION™...........ooiuiiiiiiiiiie ettt 2-038
Addendum: Organization List of Interpreters™..........cccvevvieriiiiiienieeciieieeieeee e 2-038.A
Corporate Compliance PIan ........c.c.ooiiiiiiiiiiii et e 2-039
Addendum: Sample Compliance Report .........cocueeiiiiiiiiniiiiieieiieee e 2-039.A
Corporate Compliance OFfICET.....cc.uiiuiriiriiiiiieriteeetesee et 2-040
Internal Control Systems/AcCOUNtADIIITIES .......eevueeruieriiiiiieie ettt 2-041
Addendum: Kickbacks, Inducements and Self-Referrals...........coceeviieiiiniiiiiiniinnennne 2-041.A
Physician Licensure VerifiCation .........cocuereerueeiierienienienitenieeiesitesieete sttt st et 2-042
SOCTAL IMEAIA ..ottt ettt ettt bt e s at e e bt e s bt e e abeesbbe e bt esabeebeesabeenbeanns 2-043
Addendum: Social Media and Blog GUIdelines ...........ccccueeiueeniiiiiiinieeiienieeeeseeeeee 2-043.A

*Requires state or organization-specific information.
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Organization’s Name

SECTION TWO
Program/Service Operations

Policy No.
Privacy OF PHI ..oooiiiiieeee ettt sttt st s 2-044
Breach ANALYSIS ...ceoueiiiiieriiiieeite ettt sttt st 2-045
Breach NOtHICAtION. .....ccciiieieiiecciie ettt e e e s e e sebee e beeesnseeeeseeennns 2-046
Security Management PTOCESS ........uuiecuiieiciiieiiieeeieeeeieeertee et e eireeetvassnaeeseveeesnveeenneeeens 2-047
WOTKEOTCE SEOUIILY .euuviiieniiiiiiitesieete ettt sttt sttt et e 2-048
Information Access Management ..........evueeruerierieenienieniienieete sttt ssesbee e saeenees 2-049
Security Awareness and TTaiNINg .......c..eeecvvreecieeeiiieeriieesteeesreeereeesreeeeaeeesaeeessseessseeens 2-050
Security Incident PrOCEAUIES ........c.uieecuiiieiiieciieeeiieeeite ettt etee e e e sveeesvaeennaeeens 2-051
ContingeNCY PIAN....couiiiiiiiiiieieteeeetee ettt sttt et sbe et et ae e 2-052
EVATUATION .ottt ettt e et ettt et b b et st b et eaeeaes 2-053
Facility ACCESS CONIIOLS ...uieiuriieiiiieeiiieeitieesieeetteeetteesstaeesteeesbeeesseeeesseeessseeesssessnsseesnnns 2-054
Workstation Use and SECUTILY .......ecrvueeirerieeriieeeiiiieiieeeieeeeieeesteeesreeesseeessseeesssessssseesnnns 2-055
Device and Media CONIOLS ....oo.viruieiiriiirieeiieeienieeieetene ettt sttt st s 2-056
Access Controls: Technical Safeguards.........cocivveriiniiiiiniininiieceeeee e 2-057
HIPAA Security Audit CONtrolS........ccouuiiiiieiiiiiiirit et 2-058
1S A A G011 ) (USRS 2-059
Person or Entity AuthentiCation.....cccueevereerierienienieeienieesie ettt ettt 2-060
TTanSMISSION SECUITLY ...eevueetisuentieteitertieteeit st et sttt et eiteste et satesbeebeeatesbeentesaeesaeennens 2-061
WhistleDIOWET PIOTECTION «....cuveeiiiiiiiiiieiieeiie ettt ettt et 2-062

*Requires state or organization-specific information.
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Organization’s Name

SECTION THREE
Fiscal Management

Policy No.
Annual Operating BUAZEt ........c.oeeiiiieiiiieiie ettt e e saee e e e saaeeenaseeens 3-001
Capital EXpenditure PIAN ......cc.cooiiiiiiiiiinieieees ettt st 3-002
Financial Management and COntrol.........coceevieiieriereniinieeeesteseee sttt 3-003
FISCAL SOIVEINCY ..ttt sttt et st b s b sb et eaesatesibenaeas 3-004
FInancial REPOTES .....eecuiieeiiieeiieeeiieeciteestee et e et e et e et e e eeeeessseeesbaeessaaeesaseeessseasannaesnnsenans 3-005
FE€ DEteIMINAtION. .. .eccuvieeeiiieeiieeeiieeeitteeeiteeesteeesteeesteeessteeessseeesseessseeessseeessssassssaeessseesssseennes 3-006
(O 07 1 A O | (P USSR 3-007
Charge VerifICAtION. ......eeterieieiieeitete ettt ettt ettt ettt s bt e e et sbe et et e sbeebeeaee e 3-008
Billing and COIIECLIONS .....cevueeiiriieniieieiiteiteteete sttt sttt et sttt st e sbe et e et e sbeenaesatenaeenneas 3-009
Accounts Receivable REVIEW ....c..cccuiiiiriiiiiniiiiieieniteieee ettt sie ettt 3-010
| FTe B B 1S o1 a0 Lo R SRRUPR 3-011
Contractual ATIOWANCES ......eeeevveieiiieeiiieesiteesitieesieeestaeassaeeessreeessseesssseessseeesseeesseesssseessssessnes 3-012
CaSH RECEIPES .. veeeerieeieiieeiiee ettt e ettt e ettt e et e e st teeesases e saeeesssaessaeesssaessssaessseeessseeessseeensseeensseesnnns 3-013
Purchasing Authorization and Accounts Payable™ ..........ccocooviiiiniiiinieniiiieeeeeeees 3-014
Fixed Assets and DepreCiation. . ..uei e erueriirueeiientienieetenitenieete st ste et site st ete st e sbeeseesaeesaeennens 3-015
PayTOll PrOCESSINE. .eeiueeueiriieiieiieiiesti et sttt ettt ettt ettt et sat e bt et satesbe e bt satenaeenneas 3-016
Allocation of Time WOTKEd ......cieiiiiiiiiiciiri ettt e e e e eaaeeeaaeeens 3-017
DONAted FUNAS ...oeeieiieeiiieeciie ettt et e e etr e e e te e e s beeesabeeessseeessseeennseeenssenans 3-018
Certificates Of INSUIANCE ...e..eeviriiiriieiieieittee ettt sttt et 3-019

*Requires state or organization-specific information.
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Organization’s Name

SECTION ONE

Personnel Administration

Policy No.
PerSONNE] POIICIES ....eeueieiutieiieei ettt ettt ettt e st e bt et e e e e saeean 1-001
HUuman RESOUICES .....ccouuiiiiiiiiiiieeieeeee ettt sttt e e 1-002
Hospice Staffing GUIAEIINES .......eeruiiiiieiiiiiieie ettt ettt et n 1-003
Recruitment, Retention, Development, and Continuing Education..........ccceeeevveeriveiiieanennnen. 1-004
Categories/Qualifications of Personmnel.........coceeiiiiiiiiiiiiiiiiiiieie ettt 1-005
Addendum: Specific Personnel Qualifications..........cccecveveevierienieeiienieneniesiesieeescene 1-005.A
Selection/Hiring of PErSONNEL ........ooiuiiiiiiiiiiieiiie ettt st s 1-006
Licensure/Certification/RegIStIation.........cc.eerueeieruienieriiesiisieeienteesieesiesieesteetesieesieesseseeesaeennens 1-007
Equal Opportunity EMPIOYET ......cooiiiiiiiiiiieie ettt st st an 1-008
Standards of Care, Service, and PractiCe ........cceveerueriiniiiiesiienieeieetesieeieste et 1-009
Scope of Assessments/QualifiCatioNS ......ccceeveeiiuiiiiieiie ittt 1-010
JOD DIESCTIPEIONS ...ttt sttt ettt et st st e b e te s b te bt e st e sbtenbeestesbee bt enbesutesbeensesasenaeensens 1-011
T OTTIINATION ettt ettt ettt st e bt et e s bt e et e e sb e e eabeessbeeabeesaeeenbeessbeenseesaeean 1-012
PersONNEl TUIMOVET ....couviiiiriieieeitiste ettt ettt sttt ettt sb ettt st e st et e satesbeebesatenaeenneas 1-013
Attendance and ADSENTEEISII.....ueeiueeruiiariieiiteentie et e tte ettt et e e bt e sabeebeesabe e bt e sabe e bt e saeeebeesaeeas 1-014
Personnel GrieVance PIOCESS ........coueruiretertienieeiieniierieete sttt ete sttt et st e sttt satesieesaesaeesaeenaeas 1-015
Personal Vehicle Use/Mileage ReIMbUISEMENtS ........ccc.eeruieriiiniieiiieniienieeiee e 1-016
D1ess and APPEATANCE. ......eeveeueriierteeritiitenteeteetestterteeitesteesteestesttenteetesstesbeentesstesbeensesssenseensens 1-017
Sexual HAr@SSIMENL . ......coiieruiiiiieiieetieeie ettt ettt et e st e bt e sae e s bt e sabeebeesaeeebeesaeeebeenns 1-018
Standards of Conduct/Ethical Behavior...........ccccuiviiiiieiiiiciiecee e 1-019
Personnel RECOTd COMEBNLS .......couueruiirierieiieieeteriteteete sttt sttt ettt et et sbeesaesaeesaeenneas 1-020
Performance EvValUQtIONS ..........cocueriiiiiiiiriieiieiesteieetes ettt ettt 1-021
(@153 117110 o SO UR PR RPPURUSTUPRRP 1-022
Addendum: Personnel Orientation CheckIist .........cueiiuiiiiiiiiiniiiiienieeeeeeeeee 1-022.A
Addendum: Comprehensive Controlled Substances Diversion Prevention Program....... 1-022.B
Personnel DeVEIOPIMENT ....ccuuiiiiiiiiiiieiie ettt ettt ettt e bt e st eebeesaeean 1-023
Addendum: Personnel Development/Inservice Needs Assessment ...........ccceceeeveennennee. 1-023.A

*Requires state or organization-specific information.
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Organization’s Name
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RESOUICE TN 0TI ALION. ¢ttt e ettt e e e e e e e et e e e e e e e e e e e e aeeeeeeeeeeaeaaaaaeeas 1-024

COMPELENCY PTOSTAIN. c.evvuiieeeeeeiiieeeee ettt e et e e ettt eeeeeseee et taaaaaeeseeeeetesaaaessseeseensnnnnnns 1-025

*Requires state or organization-specific information.
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Organization’s Name

SECTION ONE

Personnel Administration

Policy No.
COmMPELENCY ASSESSINENL ..ecueveiuiieiieeiiieniieeieenite et et et e site et e sbteebeesaee e bt esbeesbeesaeesneesmeeeneens 1-026
Responsibilities/Supervision of CliNical SEIVICES .....ccuvireruvieeriiieeiiieeiieeeieeeeieeesreeesieeenereeens 1-027
Training/INService EAUCAtION.......c.uieeiiiieiieeciie ettt et ere e st e e sbe e e s eesareeesnseeenns 1-028
HoSPICE AT TTAIMING ..cuveueeuiiriienieeieeiterteet ettt et ettt ettt sbtesteebees e sbe et e sutesbeeeesnnenaeenneas 1-029
Hospice Homemaker TTaiNing.......c.ueeecvieeiieeeiiieeiieeesieeeesiteeeieeesteeeeteeesseeesssessssneeesnsessnssenans 1-030
Hospice Aide SUPEIVISOTY VISIES ..cueruiiruieiirieniieieniienieeieeitest ettt et st siae st e saeenieens 1-031
Volunteer Staff..... ..ottt ettt et e 1-032
Hospice Volunteer DOCUMENTAtION .......ccuiiitiiiiiiiieeie ettt sb e e 1-033
Documentation of Volunteer UtiliZation ............cocceveeierienieiienienieeiestine st e 1-034
Team Access To EMotional SUPPOTT .......oeueiiiiiiiiiniieieiee sttt 1-035
SPECIALIZEA SEIVICES. . .veutiiieniieiientieie ettt ettt ettt et sbe et st sb et satesbe et setesbeentesanenees 1-036
Requirements for SUPErviSOrs/PreCePLOrS . .. uuuruiiieiieeiieeieiieeeiieeeiteeeiee e veeeereeesaeeesaaeeesaveeens 1-037
Addendum: Performance Observation Report (Sample) .......coceevveevienienieniieneenenienienn 1-037.A
Report to the Governing BOAY ....coo.eoiiiiiiiiiiiii it 1-038
Addendum: Hospice Competence Report (Sample)........coeevvervenieeiienienennieneenieeienenee 1-038.A
Access to Qualified ConSUItatIoN.......ccueiuiiiiiiiieii ettt e 1-039
Communication With OffICe ........cceeviiiiiiieniiiiiiee e 1-040
Progressive DiSCIPING POLICY .uvviieiiiiiiieeiiieecieeeiee ettt ettt e e svee e e e saaeeenasaeens 1-041
Workplace Violence Prevention Plan .............cocoviereriiinienieienieneeiestesieeie st 1-042
Addendum: Workplace Violence Prevention Incident Report Form..........cccceevveennnne. 1-042.A

*Requires state or organization-specific information.
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Organization’s Name

SECTION TWO
Job Descriptions

Policy No.

POLICY STATEIMENE ...cutiiiieiiietie ettt ettt sttt e et e bt e st e e bt e sat e e bt e sabeenbeesaeean 2-001
Addendum: Job Description (Template) .......ccceevereerierienieienieieeieeieieee st 2-001.A

Professional Services Agreement for Medical Dir€Ctor .........c.eecveeeieerieenieeienie e, 2-002
Addendum: Professional Services Agreement Medical Director (Sample) ..........c......... 2-002.A
Addendum: Medical Director JOb DesCription.........cceeeueereerieeniienieeiie st 2-002.B
Addendum: Sample Evaluation Criteria.........cocueiiuierieiiiiinieeieeiee et 2-002.C

Executive Director

Finance Director

Controller

Human Resources Director

Information Systems Director

Marketing/Community Relations Director

Clinical Director

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 state or organization-specific information.
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Organization’s Name

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

Social Worker

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 state or organization-specific information.
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Organization’s Name

SECTION THREE
Clinical Competency Program
Policy No.
Scope of the Program/Process MethodOlogy ........ccueeuiiiiiiiiiniiiiieieeeeee e 3-001
Competency Based OTientation ..........cecuereeruerieriienienieniieieete sttt sttt ene s e 3-002
Addendum: Initial Competency Assessment Skills Checklist — Registered Nurse...... 3-002.A
Addendum: Initial Competency Assessment Skills Checklist — Licensed
Practical/Vocational INUISE .......cocueiiiiiiiieiiieieeeie ettt ettt s bt st e e s 3-002.B
Addendum: Initial Competency Assessment Skills Checklist — Infusion Nurse........... 3-002.C
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