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What is Village Caregiving?

Village Caregiving is a privately owned Home
Care Agency, licensed in Pennsylvania, West
Virginia, Ohio, & Kentucky.

Village Caregiving is:

- owned and operated by people with roots in local communities.
- committed to providing quality care at affordable prices.

* dedicated to the communities, clients, and families it serves.

If you see * pay close attention! A competency examination is required!



Certificate of Licensure

LICENSE# 5983601

TO OFERATE AHOME CARE AGENCY FACILITY

This is to certify that

VILLAGE CAREGIVIMNG LT.C

Is bereby eranted this license to condoct and mainmin 3 healib Scifity conducsd as aHome Care Agency at 108 Bald Hill Road. Mt
Moz, PA. This lirence shall be effective from Octobar 13, 2020 1mA1 Octeber 31, 2021 in accordsnce with 1w
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Non-Discrimination Y

Village Caregiving does not discriminate on the basis of race,
color, religion, creed, gender, gender expression, age, sex,
national origin, ancestry, disability, marital status, sexual

orientation, or military status, in any of its activities or
operations. We are committed to providing an inclusive and
welcoming environment for all. Village Caregiving is an
equal opportunity employer. Reasonable accommodations
will be made available upon request.
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Any change in policy will be submitted to the State Survey Agency within 30 days.



Non-Discrimination

Village Caregiving’s non-discrimination policy prohibits any discrimination because of
race, color, familial status, religious creed, ancestry, sex, age, or national origin, handicap, or
disability, use of guide or support animals because of the blindness, deafness, or physical
handicap of the user, or because the user 1s a handler or trainer of support or guide animals.

Village Caregiving policy states that the PA Human Relations Act of 1955, and as amended
in 1997, controls all Village Caregiving operations in the state of PA, as published at the
following official website: https://www.phrc.pa.gov/Resources/Law-and-Legal/Pages/The-
Pennsylvania-Human-Relations-Act.aspx. Village Caregiving is an equal opportunity
employer, as per the Civil Rights Act of 1964 and the Equal Opportunity Act of 1972.

Village Caregiving services are provided, referrals are made, and employment actions are
made without regard to any of the factors listed above. This policy will also be posted
conspicuously in the agency.

Any change in policy will be submitted to the State Survey Agency within 30 days.



Civil Rights Compliance*

Village Caregiving is
committed to compliance
with all federal and
Pennsylvania state civil
rights laws / rules /
regulations / policies /
procedures.

pennsylvania
COMMISSION ON CRIME
AND DELINQUENCY

Any change in policy will be submitted to the State Survey Agency within 30 days.
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Communication *

Village Caregiving is committed to assuring effective
communication with non-English speaking, limited English
proficient, speech impaired persons, as well as hearing and

visually impaired persons. Translation services will be made
available upon request at the expense of Village Caregiving.
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Any change in policy will be submitted to the State Survey Agency within 30 days.



Communication *

Translation, Dictionary, Text to Speech, Translate and Speak,
IM Translation, and other services are available at all times,
provided by PROMT-ONLINE, Google™, and Bing™, courtesy
of © 2020 Smart Link Corporation
(https://translation2.paralink.com).
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Any change in policy will be submitted to the State Survey Agency within 30 days.



Reasonable Accommodations

Village Caregiving is .
. o Requesting a Reasonable
committed to providing ADA ACCOMMODATION
compliance / reasonable - )
accommodations for m
handicapped employees and
clients at all office locations.

Further, Village Caregiving ADA

advocates for these Americans with
. Disabilities Act

reasonable accommodations
in all settings.

Any change in policy will be submitted to the State Survey Agency within 30 days.



Pennsylvania Counties Served
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Pennsylvania Benefits Accepted
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Long Term Care Insurance
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Competency Based Curriculum v

Village Caregiving’s training meets the definition of
“competency based curriculum” and is designed to provide
the skills needed to perform certain tasks and activities.
The curriculum has goals, objectives, and an evaluation
system to demonstrate competency

in training areas.
Village Caregiving’s training l .
has been developed and will

be conducted by RNs and
other training specialists.

12



Competency Based Curriculum ) ¢

Village Caregiving partners with In the Know, a nationally
recognized training specialist, with support from Village
Caregiving staff, to train emploYees and provide updates

on important issues. If you would like additional training
on specific skills, conditions, issues, or situations, please

ask. These resources are available at all times.

; -.y .n"ﬁ:i

et b

= ’

H | — > B B "
™ 7 1# v A AP
¥ 1'dalelV.V,
| i, CF £ il N B ; e -

| -d.';!:. A 3 oF i 'a;.r ] ::-_:. [ B
s | | . . L ; -:??:': 2 _

EAREGIVER TRAINING

g A k. ey

':1: :é' 1 e

: i ;ﬁf 'J- 1
o® >

13



/ i : e —

Standard of Conduct

Village Caregiving employees are expected to conduct themselves
in a responsible, professional, and ethical manner at all times.

Village Caregiving employees are expected to be honest and
respectful with other employees, clients, and Village Caregiving
staff, be on time and prepared for shifts, and turn in
documentation in a truthful, accurate, and timely manner.

Village Caregiving's reputation is earned by the quality of its
services. Our dedication to quality sets us apart from others.

Taking pride in our communities and improving the lives of our
clients, who are also our neighbors and friends, matters most.
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Standard of Conduct

If an employee violates this Standard,
Village Caregiving staff may communicate
that violation verbally, in writing, or via
some reasonable digital communication
(phone, text, etc), and a record may be kept
in an employee’s personnel file. Consistent
violations may result in discipline or
termination of employment.

If you absolutely must call off work, please
be sure to let Village Caregiving staff know —
call, text, email - something! - and please
give plenty of notice so your shift can be
filled and services provided. Remember:
your clients and their families are relying on
you - please be responsible.
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Dress Code

Village Caregiving requires employees
to dress in appropriate, responsible,
professional clothing, taking into
consideration the services being
provided. For example, scrubs are
acceptable, especially in situations
where movement should not be
restricted. Clothing or dress that may
result in increased risk of accident is
not allowed. For example, sandals are
not allowed. Also, be sure to consider
hair, nails, etc.
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Personal Protective Equipment (PPE)

Village Caregiving provides PPE such as gloves, masks, gowns, face
shields, sanitizer, etc, at its offices. Please let Village Caregiving staff

members know if you need PPE, if you are running out of supplies, etc.
You will be given PPE for free. Remember to stay safe!
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Name Tags

Village Caregiving may require
employees to wear name tags which
should be visible at all times. This is
important because Village Caregiving
employees may work in a variety of
settings, such as client homes,
nursing homes, assisted living
facilities, hospitals, or other places in
the community. It is important that
employees are clearly identified as
Village Caregiving employees to avoid
confusion. @ Your name tag may
contain your job title or NPI #.

Vl]]age
aregiving

keep your heart at home
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® 5 AFFORDABLE CARE ACT

As an Applicable Large Employer (ALE) under the Patient
Protection and Affordable Care Act (ACA), Village Caregiving
offers health insurance benefits to full-time, eligible
employees. At your time of hire or during an open enrollment
period, you will be offered information about the Village
Caregiving group health insurance plan, along with your
premium and deductible obligations. If you accept this
offering, you will be asking to complete several documents. If
you decline this offering, you will be asked to sign a Waiver of
Medical Coverage for that year.
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Responsibility

Direct care workers are likely to work with specific populations,
including the elderly, persons with behavioral disorders, and distinct
categories of physical and cognitive disabilities.

Elderly: old age or approaching old age; past middle age; later in life.

Behavioral Disorders: disorders characterized by disruptive behaviors such
as conduct disorder, oppositional defiant disorder, and attention-
deficit/hyperactivity disorder.

Physical and Cognitive Disabilities: motor, sensory, or cognitive
impairments that substantially limit one or more major life activities.

Remember: in case of an emergency, stabilize the situation, dial 911, notify
Village Caregiving, and notify the client’s designated representative.

20



Staff Requirements

* Applicants may be asked to submit to and pass:

e Substance abuse screen;
- Village Caregiving has a zero tolerance policy for drug abuse.

e A tuberculosis (TB) risk assessment.

« If the TB risk assessment indicates increased risk for TB, the applicant
shall submit a follow up tuberculin skin test or blood assay.

Results and documentation will be kept confidential.

21
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Remember to take care of yourself
and your basic needs. Being a
direct care worker is hard work!

You are always allowed to take a
break to use the restroom, have a
quick bite to eat, collect yourself

after stressful situations, etc.

Do not neglect self care!
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Standards *

Village Caregiving employees in Pennsylvania are hired in accordance with
§611.51, which requires:

Conducting a face-to-face interview with the individual;

Obtaining at least two (2) satisfactory references from a former
employer or other person not related to the individual; and

Obtaining a criminal history report in accordance with §611.52
(criminal background).

Employee files will include documentation of the face-to-face interview,
references obtained, and other information required by §611.52, §611.53,
and if applicable, §611.54, §611.555, and §611.56 (relating to provisional
hiring, competency requirements, and health screenings).

24



Standards

§ 611.52. Crimmal background checks.

(a) General rule. The home care agency or home care registry shall require each applicant for
employment or referral as a direct care worker to subnut a cnminal ustory report obtained at the
time of application or within 1 year immediately preceding the date of application. An applicant
for emplovment as a member of the office staff for the home care agency or home care registry
and the owner or owners of the home care agency or home care registry also are required to
obtain a criminal history report in accordance with requirements contained m this section.

(b) State Police criminal history record. If the indrvidual required to submut or obtain a
criminal history report has been a resident of this Commonwealth for 2 years preceding the date

of the request for a crimunal hustory report, the individual shall request a State Police criminal
hustory record.

25



Standards

For the purposes of background checks, Village Caregiving may require
individuals to submit proof of PA residency through the following: 1)
motor vehicle record (valid DL/state ID); 2) housing record (mortgage/rent
record); 3) public utility record (bill/receipt); 4) local tax record; s5)
completed/signed federal, state, or local income tax return with applicant’s
name and address preprinted); or 6) employment record (W-2, 1099,
unemployment, etc).

26



Standards O;Q.A.T. L

Pennsylvania Access To Criminal History

PA residents for two or more (2+) consecutive years must be background
checked using the Pennsylvania Access to Criminal History (PATCH) system.

PATCH Website: https://epatch.state.pa.us/Home.jsp

Non-PA residents and those living in PA for less than two (< 2) consecutive
years must be background checked by the Federal Bureau of Investigation
(FBI) and mailed a letter of determination from the PA Dept. of Aging.
Other local, state, and national databases must also be checked.

IdentoGo Website: https://www.identogo.com/locations/pennsylvania
Village Caregiving IdentoGo Facility ID: 14368
PA Dept. of Aging Service Code: 1KG8R]

27




OATE Pennsyivania Access To Creminal History - Record Check Status Details

Example of PATCH Results.

Home Record Theck -
Record Check Details

Help

This screen dispiays the details of 3 particwlar record check reguest. The reguest process has bean complaeted. Youw
may now print the certification form for your records. Nothing will be mailed to you. To view/ormnt the invoice
associated with this record check request just click on the invoice number hyperlink. To view/prink Ehe certification

form for &his reqguest click on the Certification Form hypaerfindk.

Control #3300

Company Name: Village Caregiving, LLC

Subject MName: MNAME Status:
Race: White Request Date:

Sex: M Last Update Date:

Date of Birth: 300000 00 Fee:

Sodcial Security #: oo Payment Method:
Reason for Request: Other Inwvoice #:

Certification Form

Mo Record

05/ 14/2020 D2:26 PM
05/ 14/2020 02:32 PM
£22.00

Credit Card
R23533548

Home | Record Check | Help | Privacy Policy | PA State Police Home Page

Pennsybvania

_ku Site

& Copyright 2003-20, Commomeealth of P& - Pennsylvania State Police

This Web Site is for Informational Purposes Only - If vou have an emergency, oaims, or
please contact your nearest Police Agency or call 911.

22AFIFA4a 00 ASCEBRI2CAL AT SGBC4EER

incident to report,



ﬁ pennsy lvania Example of determination letter
DEPARTMENT OF AGING from the PA Dept. of Aging
following FBI check.
DATE
"l:ﬂ:lﬂ:i"E
ADDRESS
ADDRESS

S O 2002000
Cose 1D X000
Decar MAME ¢

Your application, in which you stated you are not or have not been a resident of
Pennsylvania for the past two consecutive years, has been processed in accordance with
Section 10225 .502(a)(2) of the Pennsylvania Older Adults Protective Services Act ("Act™).

Based on the FBI results, it appears you do not have a criminal history record. Flease
pmowide these results to your current andlor prospective employer for review and action.

if you hawe any guestions reganrding the criminal history background check requirement
as defined in the Act, please contact a member of our Criminal History Background Check Unit.
Staff may be reached at the address below or by telephone at (717) 265-7887.

Sincerely,

femivrc Gokegin~

Denise A. Getgen, Director
Protective Services Office



Standards

Village Caregiving may not hire or retain an employee if the criminal history report reveals a
felony conviction under The Controlled Substance, Drug, Device and Cosmetic Act (35 P. S. § §
780-101-780-144) or conviction under one or more of the following provisions of 18 Pa.C.S.
(relating to the Crimes Code):

(1) Chapter 25 (relating to criminal homicide)

(2) § 2702 (relating to aggravated assault)

(3) § 2901 (relating to kidnapping)

(4) 8 2902 (relating to unlawful restraint)

(5) § 3121 (relating to rape)

(6) § 3122.1 (relating to statutory sexual assault)
(7) § 3123 (relating to involuntary deviate sexual intercourse)
(8) § 3124.1 (relating to sexual assault)

(9) § 3125 (relating to aggravated indecent assault)
(10) § 3126 (relating to indecent assault)

(11) § 3127 (relating to indecent exposure)

(12) § 3301 (relating to arson and related offenses)
(13) § 3502 (relating to burglary)

(14) § 3701 (relating to robbery)

(15) A felony offense under Chapter 39 (relating to theft and related offenses), or two or more misdemeanors
under Chapter 39

30



Standards

(16) § 4104 (relating to tampering with records or identification)

(17) § 4114 (relating to securing execution of documents by deception)

(18) § 4302 (relating to incest)

(19) § 4303 (relating to concealing death of child)

(20) § 4304 (relating to endangering welfare of children)

(21) § 4305 (relating to dealing in infant children)

(22) § 4952 (relating to intimidation of witnesses or victims)

(23) § 4953 (relating to retaliation against witness, victim or party)

(24) A felony offense under § 5902 (b) (relating to prostitution and related offenses)
(25) § 5903 (c) or (d) (relating to obscene and other sexual materials and performances)
(26) § 6301 (relating to corruption of minors)

(27) Section 6312 (relating to sexual abuse of children).

Village Caregiving may not hire or retain an employee if the criminal history report reveals conviction of a
Federal or out-of-State offense similar in nature, as determined by the Department, to those listed in
subsections (a) and (b). Village Caregiving will explain the background check process to each applicant and
maintain employment records including criminal background check documentation. All records will be kept
confidential and will be used solely to determine an applicant's eligibility. If the decision not to hire or to
terminate employment is based in whole or in part on State Police criminal history records, Department letters
of determination regarding Federal criminal history records, or both, Village Caregiving will provide
information on how to appeal.

31



Consumer Protections

Village Caregiving does not require clients to enter into
binding contracts/agreements, make deposits before
beginning care, establish hourly minimums, etc.

Termination of consumer services are handled at the
discretion of the client / client family at all times.

DEPOSIT

32



Consumer Protections

All individuals affiliated with Village Caregiving are
prohibited from assuming power of attorney (POA) or
guardianship over a consumer utilizing Village Caregiving
services, in accordance with §611.51.

All individuals affiliated with Village Caregiving are
prohibited from allowing a consumer to endorse a check over

to Village Caregiving, in accordance with §611.57.

33



Collaboration

Some clients have other health care providers and people in
their homes at the same time as Village Caregiving.

Please be courteous and respectful - quality care requires collaboration
with others and a person-centered plan.

Your roles and responsibilities in a client’s home will be clearly defined. If
you have a question, please ask a manager or RN.

Your roles are very important, as you are likely to be present in a client’s
home more often than others in terms of hours per day.

Our members trust you to protect and care for them - value that trust.

34
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Hands On/Training

Confidentiality
Consumer Control / Independent Living Philosophy
Instrumental Activities of Daily Living

Consumer Needs / Changes Needing Addressed
Basic Infection Control

Universal Precautions

Handling of Emergencies
Documentation

Recognizing / Reporting Abuse / Neglect
Dealing with Difficult Behaviors

And more, in accordance with § 611.55

35



Definitions in PA Law

Definitions
Direct Care Worker: individual employed by a home care agency or referred by a home care

registry to provide home care services to a consumer.

Home care services: the term encompasses the following activities:

(i) Personal care - The term includes, but is not limited to, assistance with self-
administered medications, feeding, oral, skin and mouth care, shaving, assistance with
ambulation, bathing, hair care and grooming, dressing, toileting, and transfer activities.

(if) Assistance with instrumental activities of daily living.

(i)  Companionship services.

(iv)  Respite care.

(v) Specialized care - Nonskilled services/activities unique to the consumer’s care needs
that facilitate the consumer’s health, safety and welfare, and ability to live
independently.

36



Competency Examination

Village Caregiving direct care workers who will provide
personal care must be able to address the following:

e Bathing, shaving, grooming, and dressing;

e Hair, skin, and mouth care;

e Assistance with ambulation and transferring;

e Meal preparation and feeding;

e Toileting;

o Assistance with self-administered medications.

If you see * pay close attention! A competency examination is required!

37



Cardiopulmonary Resuscitation (CPR)

Direct care workers
authorized to provide care in
a client’s home may be
formally trained in CPR.

CPR is an emergency
procedure, performed in an
effort to manually preserve

intact brain function until
further measures are taken to
restore spontaneous blood
circulation and breathing in a
person in cardiac arrest.

/

\ ©2010 American Heart Association 10/10D53849

'Y

CPR is as easy as

C-A-B

/
|

Compressions
Push hard and fast

on the center of
the victim’s chest

Airway
Tilt the victim’s head
back and lift the chin
to open the airway

American Heart
Association

Breathing

Give mouth-to-
rescue breaths

\

mouth

s

Learn and Live /

38



First Aid

Direct care workers authorized to provide care in a client’s home may be
formally trained in First Aid. The main goals of First Aid are to 1)
preserve life; 2) prevent further harm; and 3) promote recovery.

First Aid is the provision of initial care
for an illness or injury until
appropriate medical treatment can be
accessed. First Aid generally consists
of a series of simple, and in some
cases, potentially life-saving
techniques that an individual
can be trained to perform with

minimal equipment. FIRST AID




Maintaining Confidentiality/HIPAA %

The Health Insurance Portability & Accountability Act (HIPAA) provides
federal protections for Protected Health Information (PHI) held by
covered entities and gives patients an array of rights with respect to
confidentiality. At the same time, HIPAA is balanced so that it permits
the disclosure of PHI needed for patient care and other important

PAA

purposes.
Village Caregiving, as a covered entity
under HIPAA, provides this training to I

direct care workers regarding the i
responsibilities related to securing and
protecting PHI. Training will be

provided using online courses provided
by In the Know.

L SA LA A RN ]
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Maintaining Confidentiality/HIPAA

In addition to HIPAA laws/rules/regulations, Village Caregiving policy
states that no client PHI (including pictures) may be posted on social
media, even if the client gives permission. This is important to protect
your client’s privacy, protect yourself, and protect Village Caregiving.

@ | Protect
L Patient
Information

S @.
Youglllil:

=
AT
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I
HIPAA Basics

* Protected Health Information (PHI)

+ HIPAA protects all patient information whether it is
verbal, written or electronic.

+ It includes all individually identifiable health information
that is transmitted or maintained in any form or
medium.

+ |t includes demographic information that ties the
identity of the individual to his or her health record.

+ E.g. names, addresses, geographic codes smaller
than state, all dates (except year) elements related to
the person, telephone numbers, fax numbers, license
numbers, social security numbers, etc.




Consumer Control/Bill of Rights/

Independent Living Philosophy

The rights of health care consumers / consumer control / independent
living philosophy are important and must be respected and protected.
As a direct care worker, you can promote these rights and improve your
client’s quality of life and independence. Training will be provided using

online courses provided by In the Know.

Bill of Righs
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Instrumental Activities of Daily Living =

Often, clients deviate from routines and normal behavior when they are
having health issues. Although caregivers do not diagnose or treat health
issues, caregivers often recognize health issues and contact a health care
provider before the issues become worse. Your role is key.

Think of yourself as a canary in a coal mine.
Miners would place canaries in underground
mines to make sure the air supply was safe. As

[-’-] long as the canary kept singing, the miners
T T T knew their air supply was safe. Direct care

[ workers are like those canaries in the homes of
our clients.

Training will be provided using online
courses provided by In the Know.
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will help you come

Office Phone: (304) 302-0707
24/7 Cell Phone: (304) 690-4464

Instrumental Activities of
Daily Living (IADLs)—and
how direct care workers can
assist with these important
activities are essential. IADLs
are activities that go beyond
basic needs and allow clients
to be independent at home
and in the community.
Training will be provided
using online courses provided
by In the Know.
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H R EGIVER TRAIMNMIMG
A Client Care Module: Helping with Activities of Daily Living

SUMMARY OF TOPIC

What are ADL=s? ADLs, or Activities of Daily Living, are all those basic sel ivities that pecple without
an illness or injury normally do for themselves. These activities include bathing, oral hygiene, toileting.
dressing, grocming, eating and safe transfers. Drepending on your workplace andSor the client’s insurance,
reimbursement for client care may be based on how much ADL assistance you prowvide for ywour clients.

TIPS FOR ASSISTING WITH ACTIVITIES OF DAILY LIVING

Develop a routine with your client. Provide assistance with ADLs at the same time of day the cliesnt vwould

normally do that activity. For example, if your client normally likes to get washed and brush her teeth before
breakfast, then help her with those tasks at that time.

Include the client in the activity. Ask and encourage clients to participate in personal care and give them time
to perform the activity.

Mewver rush a client through ADLs. Remember, the goal is imncrease the person’'s ability to do this task

independently. If you rush, or get impatient and do it yourself, you deprive the person of the opportunity to
regain this skill. This means you will ALVWWAYS hawve to do it!

Giwe a head start. Set up the items needed for the client to perform the activity

independently. Forexample,
put taothpaste on the toothbrush and place it near the client.

Heaep it simple. Break complex tasks down into smaller steps. Provide cues for activities to be completed. For
example, "Here is the wash cloth. Wash your Face.” Or, "Pick up the brush and brush your hair.”

Use the "hand-over-hand™ method. If your client does not respond to your verbal cues, try the hand-owver-

hand method. You do this by placing your hand on top of the chient’s hand and performing the activity
together.

Be patient. Allow your clients to do as much of the activity as possible, even if it takes longer for the task o be
completed.

Be positive. Encourage clients who try to do thirngs for themselves., Showw therm that yvou are confident in their
abilities.

Record the correct information! When documenting ADLs, tvwo pieces of information are critical—what
actually happened and how much you helped,




—~

The “who, what, when, and how”
of reporting consumer changes
and abnormal observations
focuses on observing vital signs,
pain, mental status, nutrition,
elimination, skin, relationships —
and how to recognize changes
needing addressed and abnormal
findings. Each item is designated
to guide direct care worker
responses to changes in clients'
conditions. Training will be
provided using online courses
provided by In the Know.
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e CAREGIVER  TRAINING
A Risk Management Module: Client Safety Tips

SUVMIMARY OF TOPIC

What's the big deal about client safety? Onein five Americans report that they or a family memiber have

experienced g medical error of some kind. This couwld be o fall, an infection, a medication error, @ surgical errcr or «ary
equipment malfuenction.

FOOCUS OMN FALLS:

Remember: A falls assessment must be done within T4 days of admission. It's a good idea to krnow who is
responsible for doing yvour client's falls assessment. You must know your client’s fall risk lewvel in order 1o take the
proper precautions. Be sure to report any changes in status to the nurse so the fall risk can be adjusted.

FOCUS ON PREVENTING INFECTIOMNS:

Wash wouwr hands, wash youwr hands, wash your hands. Then, wash youwr hands ogain! The most important thing
wou can do to prevent infection is WASH YOUR HANDS! Yoo can also teach your client to request ALL caregivers

wash their hands before and after care. And, teach family members about the importance of washing hands before
and after wisits!

FOCUS ON ECQUIPMENT SAFETY:

Assistive equipment is available to your client to help encourage safe independence. If the eguipment itself is not
safe—the purpose is LOST! Perform regular inspections of yvour client’s eguipment and make sure your client is
using the eguipment properky.

FOCUS OMN PRESSURE SORES:

A cffent who develops a pressure sore has been neglected in some way. Clients who cannot mowve independently
need 1o be re-positioned every two hours, Skin should be kept clean and dry and checked at least once a day for
reddened areas. If you notice an area of redness, report it immediately so intervention can be started.

FOCUS O MEDMCATION:

Even thouwgh you may not be farmally trained in medication administration, youw can still develop a basic
understanding of common side effects of freguently used medications. Knowing the side effects and reporting any
obsarvations you make can save your client’s life!

FOCUS ON MEAL TIME:

Meal times should be fun and relaxing. Newver rush a meal! Pay attention o your client’s ability to chew and swallow.,
Report any chaonges immediately if youw think the diet order is not appropriate for youwr client’s abilities. It you
have not hean trained on how 1o perform the Heimlich Maneuver on a choking person, ask your supervisor for a
dermanstraticon!



Basic and common infection control
challenges are faced by direct care workers
every day and in many different situations.
Included is information on disinfecting
surfaces, doing laundry, "sharps” disposal,
household pests and food safety, and
more. Basic infection control provides
dozens of tips for keeping clients' homes
as germ-free as possible. Training will be
provided using online courses provided by
In the Know.
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Universal Precautions / OSHA *

The Occupational Safety and Health Act of 1970 (OSH Act) was passed to
prevent workers from being killed or seriously harmed at work. The
Occupational Safety & Health Administration (OSHA) training helps to
broaden worker and employer knowledge on the recognition, avoidance, and
prevention of safety and health hazards in their workplaces. OSHA also offers
training and educational materials that help businesses train their workers
and comply with the Occupational Safety and Health Act. The law requires
employers to provide their employees with working conditions that are free of
known dangers. OSHA applies to workers while in a client’s home. Training
will be provided using online courses provided by In the Know.

OSHA
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An Infection Control Module: Infection Control in Home Care

SUMMARY OF TOPIC

Infection control in home care can be difficult. Home health aides never know whal they might encounter at each
wisit. The single most important thing you can do to prevent spreading germs from client fo client is ro rwd s o
Mands! Burt there dre other ways to prevent infection in specific situations:

Iinfection Control Tips

= If wou use an antibacterial cleaner, be sure to follow the directions on the container carefuliy.
some of them need to be left on a surface for vp to two minutes before being wiped away.

Body Fluids & {And, remember.. diluted bleach nesds to stay on a surface for 10 minutes to disinfect it
Bathrooms properiy!]

= If "accidents” are a common problem with clients, suggest that the famiky buy an enryme-based
carpet cleaner (availablke at pet stores). The enzymes “eat” the bacteria In urine that cause odar.

= To “disinfect” laundry, use water that is at least 140 degrees F. Even when using hot water, it's best
to wash heavily solled Items separately.

= To keep germs froam building up on damp laundry, dry it (or hang It to dry) as soon as the wash cyche
i= finished

e« Be suretowash your hands after touching or sortimg any dirny laundry—and after transferring wet
laundry to the dryer.

= ‘\While home health aides are not supposed to handle "shanps™, studles have shown that clients often
leave used noedles and syringes for their aides to dispose of.

= Your agency may provide sharps cunta]-ners for :Imnts- i not, help the fammilby ar-range for
disposal at a drop-off collecticn site, through a mail-back service or a special waste pick-up.

= Keep kitchens and other rooms as free of food as possible. Wipe all kitchen su rfaces with socap and
Househobd water to get rid of spills and grease

FPests = Tell your supervisor and/ or your agency's social worker about any pest infestation in aclient’s home.
Pests can be dangerous, especially for the elderly and people with respiratory problems.

= \When you clean the kitchen, work from high to low—with the floor being the last surface you chean,

(Howewer, if the dirty water used to clean the fMloor has o be emptied into the kitchen sink, clean the
simk last.)

= Remember that germs can hide and muldply easily on your cllent’s can opener, faucet and
kitchen sponge or dishcloth.

= To keep from spreading germs around when you mop, rinse the mop often. IFa floor iswvery
dirty, dump the mop water several timeas and continue with clean rinse water.
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CAREGIVER TRAINIMNG

An Infection Control Module: Infection Controld in Home Care

SUMMARY OF TOPIC

CLEAN: Wash hands and surfaces frequently.
SEPARATE: Don't cross-contaminare.

Hawe clients wash their hands thoroughly with soap and running water after contact with animails.
This is especially important before preparing or eating food.

Food Safety

Be extra cauttous around reptiles, baby chicks, ducklings, pupplies and kittens. Young animals are
miore fkehy to spread Iinfection,

Be sure that you wash your hands after contact with a client's pet, its feces and/or dog treats. [(Some
treats may be contaminated with ssimoneila. )

MORE HOME CARE INFECTION CONTROL TIPS

If part of your care plan s to clean the client's living space, try 1o think outside the box. Serms may be hiding
in places you're not cleaning. For example, studies show that these common it
toilet bowl: the kitchen sink, the telephoaone receiver, doorknobs, the telewvision
top of a desk or bedside table.

- & great way to disinfect a sponge is to put it through the dishwasher every ot
dishwasher at a client's home? Be sure to allow the sponge to dry owt betwee)
discard it after three weaks_

- Washing sheets cleans them of dust rmmites and other allergens. It takes a
professional pesticide treatment and professional laundering at high
termperatures o get rid of bed bugs.

- Remember that a good disinfectant cleaner should state on the container that
kKills 99 9% of germs and bacteria.

- When the weather allows, et some fresh air and sunshines into your clients”
homes. The fresh air offers extra oxygen and reduces stufity odors. And, the he
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CAREGIVER TRAININLG

Am lnfection Control Module: Standard Precautions

SUMMARY OF TOPIC

Standard precautiorns are the “comtron semnse”

rarsks with clients.

infection comtral guidefirres youw showld Follow os you performrm your doily
They apoly to ALL your clients, o matier what their diagrnosis—even if they don't seem sick!

1.

membranes, or any non-intact skin.

Wear a gown as needed to protect wour skin and clothing from body fluids.

6. Disinfect the environment rougtinely,

Dispose of contaminated waste according to workplace paolicy.

8. LOisinfect shared client eguipmeant.

Clearly label specimens, such as urine, stool or sputunm.

10, Use a mouthpiece when performing CPR.

The TOP TENM STANDARD PRECAUTIONS GUIDELINES (recommended by the CDC) are:
Wash your hands before and after any contact with a client or the client’'s environment.

Wear gloves when you have to touch blood. ody fluids, secretions, excretions, contaminated items, Muoous

Wear a mask or goggles if you might get splashed or sprayed by blood or other body fluid.
Use gloves and cauticon with sharps and NEVER recap a needle or syringe.

KNOW YOUR TRANSMISSION BASED PRECAUTIONS

FPRECALITICON VWHAT EQUIPRMENT IS NEEDED?Y WHEM IS THIS WUSED?Y

Respiratory Hyglenes &
Cough Ethguette

Contact Precautions
Dropieat Precautions

Ajrborne Precautions

Expandad Alrbome
Pracautions

Cover your mose and mowuth with a tdssue or the inside of

the elbow when coughing or sneezing;: dispose of tissues
propedhy; and perform frequent handwashimg.

Glowes and gown must be sworm for all contace with the
client anmnd the cliEnt's ernvvirornrment.

A mask must be worn within 3 feet of the clhent.

A mask must be waom when you are in the same noorm as
the clienk.

& fit tested respirator must be wom for all contact with the
client.

Foranyons with a cough or coldd
symnmptoms, especlalhy a fewver.

MASA, WHE, e-call, pink eye and
hepatitis A.

Pertussiks, lu, strep throat.
rmurmps, and rubbeian

Measles, chickenpox, and
shimngles_

Tuberculosis (TR, smallpox and
SARS
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Handling of Emergencies %

Direct care workers must be prepared to handle emergencies in a
person-centered manner. Emergency action plans and disaster
plans should focus on the most common and likely types
emergencies and/or natural disasters including health
emergencies, accidents, fires, tornadoes, hurricanes, inclement
weather, etc. Training will be provided using online courses
provided by In the Know.
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Documentation X

Village Caregiving provides direct care workers with a review of the
basic principles of care documentation, including the ethics and
legalities involved in documentation, discusses the DOs and
DONTs of documenting care in a variety of health care settings, and
emphasizes the importance of accuracy, attention to detail, and
timeliness. Because Village Caregiving accepts various benefits
and programs, at times, documentation may differ from client to
client. Training will be provided using online courses provided by
In the Know.
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Recognizing/Reporting Abuse/ Neglect*

Village Caregiving takes abuse/neglect very seriously and accepts
the responsibility of keeping vulnerable people safe from
abuse/neglect and other dangers. It is Village Caregiving policy to
call g1 and/or the proper authorities immediately in situations
where immediate life-threatening danger is present. Training will
be provided using online courses provided by In the Know.

ELIDER ABUSE

"
- -
- - 4
= -
- > -

- .

See it. Stop it. Prevent it.
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CAREGIVER TRAINMNMNING

A Client Care Moduwle: Understanding Abuse

SUMMARY OF TOPIC

What is Abuse? Abwse is sormme action by a trusted individual that causes physical andyor emotional haror to the
wictirm., There are a number of different kinds of abuse, incduding physical abuse, emotional abuse {incdudes verbal
abuwsel), sexual abuse and Anancial abuse (including identity theft)

FOCUS ON CHILD ABUSE FOCUS OM ELDER ABUSE
Child abuse can happen in any type of family—small,. Elderly peaple are mare likely ta be abused if:
large, rich, poor, white, black, etc. It can also happen =  They are physically andsor mentally impaired.

D ctatlions o ol e, - They are isolated from their family or commmunity.

What are the signs? Abused children might: s CTheir Al e afe Strastad ik,

£ Say they deserve to be punished. - Their caregiwver is a family member with emoticonal
- Act frightened of parents or other adults. problems or who is addicted to drugs ar alcohol.

= Get scared when other kids cry. Know the signs! It should send up a red flag if:
- Be wery quiet or very agogressive, - The client is punished for being incontiment.

- Sit and stare into space. - You hear a client being threatened.

- Be afraid to go horme, - You hear two different stories about how the client

= Act much older than they are. got a bruise or other injury.

- Try to get attention by being “naughty”. - A farmily memiber refuses to allow vou o complete

- Try to run away from home. the client’s care.

MURSING ASSISTANTS ARE MANDATED REPORTERS!

A Mandated Reporter is a professional who has regular contact with vulnerable peocple—and is reqguired to
report to the proper authorities if abuse is observed or suspected. You cam make reports anonymously, but you
can also be charged with mnegligence for failing to make a report.

= Stwdfies hawve shown that 93% of nursing assistants hawve seen or heard of a client being mistreated by a
Family member or a coworker. You and your coworkers have to work together to prevent abuse.

= Whistleblowers are heroes who speak out when they witness abuse in the workplace, and have the power
to make fE STOPY



Dealing with Difficult Behaviors

Village Caregiving direct care workers are trained on dealing
with difficult behaviors. Often, people become confused,
combative, and difficult simply as a result of their health
condition. These behaviors must be dealt with through
positivity, redirecting, and with compassion. Training will be
provided using online courses provided by In the Know.
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Direct Care Ethics

Direct care ethics means more than simply memorizing a list
of duties and responsibilities. Acting ethically means
assuming responsibility for the physical and emotional well-
being for all clients, being respectful, acting with integrity and
responsibility, and advocating for the best interests of the
client at all times. Training will be provided using online
courses provided by In the Know.
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MAKING AN ETHICAL DECISION

20T i thee Kmoess Expires 1 2/31/ 20017 Pape 3 i

It weoreld bee easy o ma ke an ethical decision if there was only omne
right anmsweer, wouldn't it? Unfortunately, the reasomn & situat o
becormes an ethical dilemma s because there s more 8o orse
acceprtaive course of action.

Making ethical decisions reqQuines SOMmee COMImMOon Ssenmnse, Ppatiernoce,
Ccommpassion, and cormemumniCation with others. Wihike there are o st
rueles for how oo make an ethical dedciskon, there are somme wsedful
yuhched e s

7. DEFINE THE PROBLEM: Be sure yow hawve the facts] Ask yoursesi:
“Wihar s the ethioal aiilerrmea Bhol (5 mak kg me wriomifortabie ™

2. LESYT YOULNR CHOSCES: Think of as many albermatives as yos i o
for o your meght solve the problem. Ask yourself “What
choices oo | hhawe?™

2 MARROW IT DROWN: Decide winich chobkces ane accepstabve Ak
yourseil: Wil | be able o sheep ar rdg i i § diecide arn aftermative &
17 “Will armpone e hurt i 1decide on altermnative & 20

4. SEEK GUIDAMNCE: Ask for hailp, W needed,. from co-workess,
supervisors, andsor the ethics cormmittes at ywouwr workplace, Ashk
yoursalf- “Ts ks oy decision to make or showuld sameone & lse
dler fcle 7

5 CQONSIDER THE COMNMNSEQUEMNCES: Make your ethical decision by
pEckimg thee best course Of acticm, Ak poursell: “TF vy diec i sRory s
pwrbdfished (n the local newspdaeer, whhal wwowld peogde in pfve
cowrrrmanity thiink of me and rmy work pioce 7

. CT ON YOUR DECESMMN: Tell yourself: “Tr’s mor emowgh to rfabmdk
aibowrm wihar s mgir. ) bhanee bogho wiha s rigfrr,. toso, =

F. REFLECT OMN Y OU'R DECESHOMN: Try bo kowodke back and sewe i younr
decision wias really best. Ask yourself: “Wowld [ do orrtfaling
diffe rentiy i I cowkd do it ower again

Liios

YII-E.

An Apology Camn Maice
Al tihe Difference!

I recent yaars, there has been a tremnd
towvand physkcians tellvg the trweds s
cpodoncpiirng for amy meesdical @rmors that
affect patients wiho are unader

their Care.

This tremd started owt as a way o

reciusce the numiber of malpractsce

lawrswits browght on by disgrumtled

patients. But, the actual acr of comibdng

Claam and @xpressing Sindens neogrel

can hawve a profound effect on

ey O | weecdl

For tihwe phvysischam, arm ool ogry Coame el

dtimimeish feelings of guilt and sharmee.

For the patient. it can pawve the road

towwand Forgivenass armd ameotbomal

Feesonlliory.

An apology inciudes:

- Being horest alvyout the @wvent am
woar Fobe [ I amd

- A genuine expression of regret for
e ouTCorme.

Sovme people grgoe Dot edrmitTing

PO e WO iS5 o sign of weakness,

Orhers argue it is a sign of strengei.

- What do youw tfrimk 7

- What is yowr workplace s podicy
on apofogixing 7




Insurance *

Village Caregiving carries professional and general liability
insurance which covers all Village Caregiving employees.
Our members and their families place great trust in us, and
with that trust comes great responsibility.

RISK ADVISORS
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Transportation

Village Caregiving requires that caregivers have a valid driver’s
license, registration, automobile insurance, and a safe driving
record in order to transport a client.

It is not appropriate for a caregiver to “borrow” a client’s car for
personal purposes.

If a caregiver is asked to offer transportation
to a client for approved activities, that
caregiver will be reimbursed for

mileage at the current IRS or Medicaid rate.




Transportation

Realize that auto insurance follows
the automobile. If you are in an
accident, your auto insurance is the
primary insurer.

Village Caregiving has hired/non-
owned auto insurance, but that
insurance is only a secondary
insurer.

Put simply, you are responsible for
driving safely and obeying all traffic
laws/rules/regulations. If you are
not confident in this, do not
transport clients.




Medications %

Village Caregiving caregivers MAY NOT administer or
handle member medications.

Do not hand members their medication.
e Do not count out or touch medication.

* Do not unscrew a lid/cap on a medication bottle.

e Do not give shots.

Village Caregiving caregivers are welcome to
remind members to take their medication.




Payroll

* Village Caregiving pays employees via direct deposit. You will need to
have a bank account or pay card that accepts direct deposit transactions.
When you are hired, Village Caregiving will collect your banking
information: bank name, bank routing #, and bank account #.

Uu.s. CHECKS

PAY TO
THE ORDER OF % |

DOLLARS B

WONSH FIrAMCLAL IMNSTITWT DO
BuaMK OIHHEE S5

BagE CITY,. STAETE, ZIF
Eame  PHOREE

FOR -
#123455?5H+ !DIEHHSE?EHDIEI L00L

BANK ROUTING BANK ACCOUNT
NUMBER NUMBER




Payroli

If your banking information, mailing address, or tax status changes
throughout the year, please notify Village Caregiving as soon as possible
so that we can update your employee profile.

Village Caregiving uses Heartland as its payroll service. You will receive
an email from Heartland explaining how to create an account.

This account will allow you to access your pay stubs, W-2, and other
payroll related documents without asking Village Caregiving for them.

Heartland
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— FAIR LABOR
Payro" * STANDARD_S ACT

Village Caregiving direct care workers are W-2 employees, which means
all required tax withholdings, including federal, state, and local taxes
will be withheld from each paycheck.

Village Caregiving covers all employees with workers’ compensation and
unemployment benefits.

Village Caregiving follows all applicable Fair Labor Standards Act
laws/rules/regulations related to minimum wage, overtime, etc.



Workers’ Compensation

Village Caregiving policy: employees must report workplace accidents,
incidents, and injuries immediately, before the end of the shift.

Village Caregiving policy: injured employees may be offered “restricted”
or “light duty” tasks, to accommodate an injury or restriction/limitation
ordered by an employee’s health care provider. Employees must be
willing to operate under these modified roles to remain employed by
Village Caregiving and to receive workers’ compensation.

P
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Billing

Village Caregiving will provide caregivers with time sheets
where they will keep track of their time spent with
members, expenses, comments, notes, etc.

For some private payment members, Village Caregiving will
generate invoices which will clearly document how many
hours each caregiver worked and which days were worked,
including expenses.

It is not appropriate to take gifts, money, and/or valuables
from a member without disclosure to Village Caregiving.
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Emergencies

Remember, in case of an emergency, dial gm.

Next, use all reasonable means to contact the
client’'s designated emergency contact or the
people requested by the member.

Next, contact Village Caregiving staff.
Remain with the client’s until

the emergency situation has /4 9 1 1

been resolved in a safe,

POLICE - FIRE - MEDICAL

reasonable manner. \ EMERGENCY
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Conflicts

If a member requests that you leave their home, or if a
member’s family member does the same, use reasonable
effort to ensure that the member is safe, leave the property,
and contact Village Caregiving immediately.

Do not argue with the member or family member, and do
not restrain or physically engage with anyone unless it is
absolutely necessary to prevent immediate harm to
yourself, the member, or another person.

If a situation becomes violent or out of control, dial g11.
Use common sense.
Be safe.

oL



Questions?

These training materials are not all-inclusive of the training received by Village Caregiving
employees. Also included and relevant are discussions with Village Caregiving RNs,
managers, and other training materials, which can be found in the Village Caregiving
training files in each office.
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Health Care Personnel (HCP)

Baseline Individual TB Risk Assessment

HCP should be considered at increased risk for TB if
any of the following statements are marked “Yes"™:

Temporary or permanent residence of 21 month
) - \ YES [
in a country with a high TB rate _

Sy cowuntry other gdhnan the Linited Scates Canadls, Su=orsha, MNew Zeslsmd, . NO D
and thoss in dMortberrs Europe or Westerm Europs=s

OR

Current or planned immunosuppression,

nciuding human mmunodeficency viras (HR) imfecson, orgsn rransplantc YES D
recipient, cresatmeant with & Tl F-alpha antagonist {2.=., inflikimab, etansercego, or

acher] chromic sterosd s [(egunsient of prednisone =15 mgrday for 27 month) or MNO D
arher immurnosuppressive rmedicstion

OR
Close contact with someone who has had YEs [ ]
infectious TB disease since the last TB test nNo [

Ahbsmdationas HCP, bealhocare persarnenel TH, fufhercaloss: THE, Sfianor necoas= fackor

Indrsicual rish ase=omers nformation can be pseful in irgerpesting TE et rea s (see
Lewinzonin DR, Lecaard ME, LoBue PA, et ol Official American Thormacic Sodete’imfoctous
Dignares: Secjety of fame icatCertes for DEspros Comtral @0d Freveston Clirscal Fractice
Canidefimnes: Dagnocs of fuberculosis in adals and chilicresns, Oy infer Des - 2007061 1=50 CARE
Adapted from: Fisk assessmens foom developed by the Caitforma Diogartrrent of Hesith, : FERSODNMEL
Tuberculosis Cantrod Bramich

Favilanss Tens Dl ijaman i
i.'l.l-l sunf el F‘ll:l-lr-'-Jll
Mo eSO
s =T 2.

LR
TH Far=o= ik

S LE, Mjie G Lobato Bk, &L o, Toberoufosic Soreemime,. Testing, arsd Treatmers of LS.
Hueakh Core Ferscomel Becommmendatons fBom the Matioral Tuberoules=s Controliers

e tarticers 2 | I'..C 209, 'Lu'!h-"-'-uﬂ Mot F-l"-\.II'IJ '.". In.'jl Aep 200 9EEAFI 43,
- -
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keep your heart at home

Employee Name:

VCG Staff Name:

Date of Examination: / /

I, affirm that I
am competent in assisting with the personal care tasks listed herein and
that I meet all training and competency requirements under §611.55.
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Reference # 1 Name:

Reference # 1 Contact:

Reference # 2 Name:

Reference # 2 Contact:

I, affirm that my criminal
history report will not reveal a felony conviction under The Controlled Substance,
Drug, Device and Cosmetic Act (35 P. S. § § 780-101-780-144) or conviction under one
or more of the provisions of 18 Pa.C.S. (relating to the Crimes Code). If I have been a
PA resident for the two years preceding the check, I hereby authorize a Pennsylvania
Access to Criminal History (PATCH) check. If I have not been a PA resident for the
two years preceding the check, I hereby authorize a Federal Bureau of Investigation
(FBI) and other local, state, and national databases check.
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Competency Examination / Affirmations

Village Caregiving Direct Care Workers who will
provide personal care must be able to address the
following:

e Confidentiality

e Consumer control and the independent living philosophy

e Instrumental activities of daily living

e Recognizing changes in the consumer that need to be addressed

e Basic infection control

e Universal precautions

e Handling of emergencies

e Documentation

e Recognizing and reporting abuse or neglect

e Dealing with difficult behaviors
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Competency Examination / Affirmations

Village Caregiving Direct Care Workers who will provide
personal care must be able to address the following:

e Bathing, shaving, grooming, and dressing;

e Hair, skin, and mouth care;

e Assistance with ambulation and transferring;

e Meal preparation and feeding;

e Toileting;

o Assistance with self-administered medications.
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1. Village Caregiving is licensed as a Home Care Agency in which states?
1. Pennsylvania
2. West Virginia
3. Kentucky
4. Ohio

2. Village Caregiving has anti-discrimination and civil rights policies that apply to
all people and in all situations. True or False?
1. True
2. False

3. A set of procedural directives/guidelines were published in 1987 by the Centers
for Disease Control and Prevention to protect health care workers.
1. True
2. False

4. Village Caregiving assures communication with non-English speaking, limited
English proficient, speech, hearing, and visually impaired persons. True or False?
1. True
2. False
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5. Village Caregiving’s training meets the definition of “competency-based
curriculum.” True or False?
1. True
2. False

6. Village Caregiving has a zero tolerance policy for drug abuse/misuse.
1. True

2. False

7. Village Caregiving Pennsylvania employees must be background checked. True

or False?
1. True
2. False

8. Direct Care Workers in PA are responsible for which of the following care?
Bathing, shaving, grooming, and dressing

Hair, skin, and mouth care

Assistance with ambulation and transferring

Meal preparation and feeding

Toileting

Assistance with self-administered medications

e
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9. HIPAA stands for the Health Insurance Portability and Accountability Act.
True or False?
1. True
2. False

10. Caring for a client ethically while in the home means putting the best
interest of the client/member as your highest priority?
1. True
2. False

1. Village Caregiving offers specialized training created by which company?

1. Relias
2. Inthe Know
e

8o



/ —
12. Asa Home Care Agency, as opposed to a Home Care Registry, Village Caregiving
hires employees on which basis?

1. W-2
2. 1099
3. Part Time

13. Ifaclient is unable to give a shot, it is OK for you to give the shot. True or False?
1. True
2. False

14. Before Village Caregiving may hire, which must be completed?
1. Face-to-face interview
2. Two-person reference check
3. Criminal history background check
4. Training / Competency evaluation

15. Village Caregiving covers all employees with professional and general liability

insurance as long as the employee is acting legally and within the scope of their
employment. True or False?

1. True

2. False
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