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	Procedure:
	Procedure: A facility must be licensed under applicable state and local law.
	The facility must operate and provide services in compliance with all applicable Federal, State, and local laws, regulations, and codes and with accepted professional standards and principles that apply to the professionals providing services in such...
	The facility must have a governing body, or designated persons functioning as a governing body, that is legally responsible for establishing and implementing policies regarding the management and operation of the facility. The governing body appoints...
	Procedure: 1. An annual budget will be developed with input from each of the department supervisors.
	2. The annual budget will be presented to the facility Administrator at least 3 months before the end of the fiscal year.
	3. The budget will include projected operational expenses for the upcoming 12 months as well as a capital expense budget for items needed that are over and above routine operations.
	4. The budget will include projected income from all sources.
	5. A capital budget for items over __________ dollar amount will be developed.
	Procedure: The facility must provide written notice to the State Agency responsible for licensing the facility at the time of change, if a change occurs in:
	1. Persons with an ownership or control interest;
	2. The officers, directors, agents or managing employees;
	3. The corporation, association, or other company responsible for the management of the facility; or
	4. The facility’s Administrator or Director of Nursing.
	The notice specified in the above paragraph must include the identity of each new individual or company.
	Related Procedures
	Administration
	Communication
	Governing Body
	Leadership
	Policy: Facility Closure - Administrator
	Purpose:
	Procedure: 1. A monthly analysis of income and expenses will be developed and analyzed.
	2. Actual performance will be compared to projected budgetary forecast.
	3. Financial information will be shared with department supervisors with analysis as to what caused the expenditure/income to meet or not meet forecast.
	4. An annual audit of the financial status of the organization will be completed by an outside CPA firm.
	• Ensure the mission of the organization is followed.
	• Provide a point of accountability.
	Procedure: 1. Position descriptions will direct the responsibilities and behaviors of staff.

	• Provide a means by which management has access to small sums of cash.
	• Ensure safe handling practices of petty cash.
	Procedure: 1. Petty cash may be maintained on location in any amount not to exceed
	Procedure:  At the end of each calendar month, the Bookkeeper will reconcile petty cash    in the following manner:
	Procedure: 1. All transactions (credits and debits) to petty cash must be recorded on a Petty Cash Record Form.
	Procedure: 1. Semi-annual evaluation of service and care delivery will be completed through satisfaction questionnaires and tallied for benchmarking.
	Procedure: 1. Rates for rooms and services will be evaluated as identified by the budget.
	2. A determination will be made as to any rate changes for the coming year. All rate changes must be approved by administration.
	3. Any rate change must be communicated in writing to the residents/resident representative at least thirty (30) days prior to the rate increase going into effect.
	4. Rates for ancillary services not included in the monthly fees must be posted and provided to the resident at the time of any change.
	Procedure: 1. The facility admits residents without regard to race, color, creed, national origin, age, sex, religion, handicap, ancestry, marital or veteran status, sexual orientation, or payment source.
	Procedure: 1. An individual will be identified by the Admission Coordinator as desiring    admission.

	Procedure: 1. The facility has a bed-hold policy and readmission policy that outlines the terms and conditions for holding a bed if the resident is transferred out of the facility for any reason.
	Procedure: 1. The facility may charge any amount for services furnished to non-Medicaid residents, provided that there is proper and timely notice describing the charges.
	Purpose: • To ensure census for sound operations.
	Procedure: 1. A three-year marketing plan will be developed and updated annually.
	Purpose: The transition from one’s previous residence to long-term care facility may be difficult physically, emotionally, and mentally. It is our goal to reduce the stress that is common during transitions by responding sensitively to each resident’s...
	Procedure: Residents will be involved in a structured orientation process to promote a positive adjustment to the residence. Refer to Adjustment to New Environment, Facilitating.
	Procedure: 1. The facility must notify the resident at least 30 days prior to the anticipated transfer.
	Purpose: Provide State LTC Ombudsman with notification of voluntary resident transfers and discharge from this facility as required by guidance in F623; also to provide added protection to residents from being appropriately discharged, provide residen...
	Procedure:
	Purpose: Provide a fair and equitable way for prospective residents to be admitted to the facility.
	Procedure: 1. The facility maintains a waiting list to ensure organized and equal access to the facility.
	Procedure: 1. A resident may be declared dead by a licensed physician or registered nurse with physician authorization in accordance with State law.
	Procedure: 1. When a resident discusses with a staff member the desire for no extraordinary life-saving measures, the Nursing Director/designee will be notified.

	Procedure: 1. Residents will be given the option of completing a Durable Power of Attorney for Health Care if they have not already done so. Durable Power of Attorney for Health Care does not go into effect unless the resident is unable to make a heal...
	Procedure: 1. Please consult your state regulations. Your state may have specific regulations regarding such documents and their execution.
	Procedure: 1. Call the Nursing Supervisor/Charge Nurse, who will notify the family.
	Procedure: Grievances that cannot be easily resolved or have not been resolved to a resident’s satisfaction should be dealt with in the following manner.
	Purpose: To provide structure and a forum for residents to voice complaints, grievances and seek their resolution. The resident has the right to voice grievances to this facility or other agency/entity that hears grievances without discrimination or r...
	Procedure: 1. The resident has the right and the facility will promptly work to resolve the grievance with the resident.
	Procedure: This facility does not permit any type of domestic animal, reptile, or rodent in a resident’s room. Fish kept in an aquarium are acceptable. Service animals for visually-impaired, hearing-impaired or physically-disabled individuals are perm...
	Procedure: 1. Residents will be informed of resident rights in writing upon admission. This may be accomplished by giving them a copy of Resident Rights or the Resident Handbook.
	Procedure: 1. The Activity Department will assist in the organization of a Resident Council.
	Purpose: • To ensure that resident rights are respected, protected, and promoted.
	Procedure: Residents do not leave their individual personalities or basic human rights behind when they move to a long-term care facility. This facility will treat each resident with respect and dignity and care for each resident in a manner and in an...
	Procedure: 1. Residents are asked to inform staff if they are planning an overnight visit before leaving the facility.
	Procedure: 1. Staff will be given notice of a new resident in advance by the Admission Coordinator/Director of Nursing. Staff will be briefed on the resident’s status and care needs prior to admission.
	Procedure: 1. The Application for Use of Residence form must be completed and submitted to the Activity Director a minimum of 10 days before the planned meeting or event.
	Procedure: 1. The common areas exist for the benefit of residents and are not to be considered public meeting rooms. The resident may invite guests to participate in activities and events from time to time.
	Procedure: 1. Enter any factual, pertinent information about residents, responsible person/families, staff and any ideas, thoughts, wishes, etc. into the Communication Book on a regular basis. Always keep confidentiality and documented facts in mind w...
	Procedure: 1. All resident medical records will be kept at the nurses’ station and/or within the facility’s designated EHR/EMR.



	Related Procedures
	Administration
	Communication
	Leadership
	Policy: Safety for Residents with Substance Use Disorder (SUD)
	Procedure: 1. A sign-out/sign-in log will be maintained in each resident’s active medical record.
	Procedure: 1. A locked suggestion/comments box will be provided and located near the main entrance or office.
	Purpose: Establish uniform guidelines for acceptance of medications upon admission of a resident to the facility.
	Procedure: 1. Medications (e.g., drugs, sedatives, narcotics, medicated lotions, ointments, etc.) brought by or with the resident upon admission to the facility may not be used after admission unless the contents of the container have been examined an...
	Purpose: Establish uniform guidelines concerning the destruction of medications.
	Procedure: 1. Check with your state, county, or local regulations. Follow those statutes if more restrictive than Federal regulations:  Secure and Responsible Drug Disposal Act of 2010, amended by DEA effective 9/9/2014.
	Purpose: Establish uniform guidelines concerning discontinued medications.
	Procedure: 1. When a physician discontinues a medication, it must be recorded in the resident’s medical record and medication administration record (MAR).
	Purpose: Establish uniform guidelines concerning the facility’s procedures for holding medications.
	Procedure: 1. If the physician discontinues a medication or if a resident is discharged to a hospital, medications may be held in the facility for up to seven (7) days under the following conditions:
	Purpose: Ensure that all medications maintained in the facility are properly labeled in accordance with current state and federal guidelines.
	Procedure: General Guidelines:
	Purpose: Establish uniform guidelines for reporting and recording of medication errors and drug reactions.
	Procedure: 1. All medication errors and drug reactions must be promptly reported to the Director of Nursing, attending physician, pharmacist, resident and/or resident representative.
	Purpose: Verify the resident’s current medication regimen upon admission and/or readmission to the facility and provide an updated medication list to the next service provider at the time of discharge/transfer from this facility.
	Procedure: 1. At the time of each admission and/or readmission to the facility, the charge nurse will review the list of medications/orders (including prescription and OTC) with the physician or physician extender, noting any discrepancies with the na...
	Purpose: Establish uniform guidelines concerning resident self-administration of medication(s).
	Procedure:
	1. Residents are not permitted to administer or retain any medication in his or her room unless their primary physician writes an order for self-administration of the medication and the interdisciplinary team determines the resident is able to safely ...
	2. An evaluation/assessment of the resident’s ability to self-administer medication(s) will be conducted and documented. The IDT’s recommendations will be discussed with the resident’s primary physician.
	3. The physician’s order must be signed and dated prior to self-administration.
	4. Medications stored in the resident’s room must not be accessible to other residents.
	5. Only the medications permitted for self-administration will be kept at the bedside.
	6. The staff/charge nurse will record in the resident’s medical record that self-administration has been authorized and will identify the name, strength and quantity of each medication retained at the bedside.
	7. Storage of legend drugs at the bedside will be specifically ordered by the prescriber of the drugs and be limited to sublingual or inhalation forms of emergency drugs.
	8. The resident will not keep medications after the expiration date.
	9. Medications will remain in the original container in which they were dispensed and will be properly labeled in accordance with the facilities established policies/procedures.
	10. Any change in the resident’s condition must be reported promptly to the Director of Nursing and/or the resident’s primary physician.
	11. Each resident who is permitted to administer his or her medication(s) is responsible for maintaining a record of administration and for informing the staff/charge nurse when the medication(s) were taken.
	12. Failure of a resident to comply with these policies must be promptly reported to the Director of Nursing and/or the resident’s primary physician.
	13. The staff charge nurse will counsel the resident on the proper use of medications initially as well as often as necessary. The resident’s medical   record will reflect any/all counselling.
	14. Self-administration of medication(s) will be reflected on the resident’s care plan and will be reviewed at least quarterly as well as with any clinical   change in the resident’s status.
	Purpose: Establish uniform guidelines concerning the release of medications to residents upon their discharge or absence from the facility.
	Procedure: 1. Residents on Leave or Pass:
	Purpose: Establish uniform guidelines for the receipt and recording of medication orders.
	Procedure: Supervision by a Physician
	Recording Medication Orders
	Procedure: This facility has established this procedure for administration of medications around a resident’s schedule. There are exceptions to this schedule, most notably a physician’s order for a specific time or with certain medications that requir...
	Purpose: Establish standard times for the administration of medications.
	Procedure: The following schedule will be used when administering medications to residents. A physician’s order for specific times supersedes the facility’s routine schedule.

	Abbreviation Interpretation Administration Times
	Procedure: 1. Medications are stored in the containers in which they are received. Transfer between containers is performed only by the dispensing pharmacy.
	Procedure: An unnecessary drug is any drug when used:
	Purpose: Provide comfort to the resident, stimulate circulation, provide a mild form of exercise, observe skin condition, and relax the muscles.
	Procedural 1. Review the care plan for information about the type of bath, the amount of assistance needed, limitation in positions or activity, skin care products to use and any other special considerations.
	Purpose: Assess the general oral health of the resident’s mouth on admission, quarterly, with any significant change and annually.
	Procedure: 1. If the resident agrees to allow staff to provide oral care, the Centers for Medicare, and Medicaid Services (CMS) recommends that nursing staff perform the following five steps during the resident assessment process:
	Purpose: Clean and freshen the resident’s mouth, prevent infections of the mouth, maintain the teeth and gums in a healthy condition, stimulate the gums and remove food particles from between the teeth.
	Procedure: 1. Assist the resident with brushing his or her teeth based on individual needs.
	Purpose: Cleanse and freshen the resident’s mouth, clean the resident’s dentures, prevent infections of the mouth, protect the resident’s dentures from breakage when dentures are out of the resident’s mouth and store dentures at bedtime.
	Procedure: 1. Provide denture care before breakfast and at bedtime, at a minimum. Instruct the resident to rinse his or her mouth after each meal.
	Procedure: 1. If the resident is able, encourage him/her to pick out their clothing and dress themselves. If not able, the certified nursing assistant will assist with dressing as needed.
	Procedure: 1. Hair must be combed at least daily; more often as needed.

	Policy: Shower/Tub Bath
	Purpose: Promote cleanliness and comfort, relax the resident, stimulate circulation, and facilitate observation of the resident’s skin condition.
	Procedure: 1. Be certain that the bath area is at a comfortable temperature for the resident. Provide privacy.
	2. Encourage the resident to participate in the bath as he or she is able.
	Purpose: Activity department personnel hours are scheduled to ensure that planned activities are appropriately supervised.
	Procedure: 1. The activity department is staffed seven (7) days per week from _____a.m. until ____ p.m.
	Purpose: Ensure that a qualified Activities Director directs the activities program.
	Procedure: Activities are based on the residents’ preferences as well as the comprehensive assessment and care plan.
	1. Is a qualified therapeutic recreation specialist or an activities professional who:
	Purpose: In order to promote the physical, mental, and psychosocial well-being of residents, an activity interest survey will be conducted and maintained for each resident.
	Procedure: 1. The Activity Coordinator will meet with each new resident within 48 hours of moving into the facility to complete an activity interest survey to assist in developing an activity plan that reflects the choices, interests, and preferences ...
	• Provide opportunities for residents and staff to interact on a social basis.
	Procedure: 1. Activities will be scheduled on a regular basis to enrich the lives of residents. Activities will include, but are not limited to:
	Procedure: 1. The activity program is directed by a qualified professional who:
	Purpose: Identify need for and make arrangements for transportation to church services.
	Procedure: 1. Church affiliation will be identified for all residents.
	Procedure: 1. A bulletin board will be located in an area frequented by the residents.
	Procedure: 1. If a scheduled service or activity is cancelled or changed, it must be reported to the Activity Director to ensure that proper notification of residents, other personnel and departments can be made.
	Procedure: 1. In the absence of the Activity Director, the Activity Coordinator will supervise scheduled activity programs.
	Procedure: 1. If a resident should require emergency care during recreational activities or programs, the charge nurse will be notified immediately.
	Procedure: 1. The facility will maintain the following vehicles:

	[LIST ALL THE VEHICLES USED BY THE FACILITY]
	• First aid kit
	Procedure: 1. Activity department personnel are responsible for preparing the activity area for the scheduled event.
	Procedure: 1. The following records are maintained by the activity department:
	Procedure: 1. The Resident Council will establish the regular schedule.
	Procedure: The Activity Director or designee is responsible for:
	1. Gathering the data to complete Section F of the MDS 3.0 Item Set for each resident’s Admission, Annual or Significant Change in Status assessment.
	Procedure: 1. All activity programs are supervised by activity department personnel and a member of nursing services.
	Procedure: 1. Transportation will be provided when the activities department plans an event off campus.
	Procedure: 1. Supplies and equipment necessary for conducting daily activity programs are requisitioned through the purchasing department. It is the responsibility of the Activity Director to requisition needed supplies.
	Purpose: • To provide residents with access to services and shopping available in the community.
	Procedure: 1. Three kinds of transportation will be provided to residents:
	Procedure: This facility’s Activity Program incorporates the resident’s interests, hobbies, and cultural preferences to create opportunities for each resident to have a meaningful life by supporting his/her domains of wellness, security, autonomy, gro...
	Diversional Activities


	Related Procedures
	Activity Program
	Covered
	Description
	$ Limitation
	Personal Property of Others (administrator, officers, trustees, employees, residents)
	Property in Transit
	Property Temporarily Off Premise (up to 180 days)
	Outdoor Property/Structures (fences, light poles, antennas, etc.)
	Outdoor Furniture and Fixtures
	Outdoor sign coverage
	Appurtenant Buildings (garages, gazebo)
	Glass coverage
	Money & Securities                                On Premises
	      Off Premises
	Water damage Extension             Sewer Drain Back-up
	     Water Seepage
	Extended Business Income
	Tenant Move-back Coverage (expenses related to emergency evacuation)
	Valuable Papers & Records
	Ordinance or Law
	Extra Expense
	Personal Property temporarily off premises
	Trees, Shrubs, Plants, Lawns (damaged by fire, lightning, theft, vandalism, etc.)

	Intellectual Activities
	Off-Premise/Community Activities
	Spiritual and Religious Activities
	Procedure: 1.  Once requests for volunteers have been made, the Activity Director will be responsible for making requests known to the Director of Volunteers.
	Purpose: Recognize and honor the contributions of individuals volunteering their time and talents to enhance/enrich the lives of residents in this facility; also ensure scheduling of volunteers and tracking their attendance.
	Procedure: 1. Volunteers are scheduled by the Volunteer Coordinator.
	Procedure: 1. All volunteers are required to attend an orientation program which includes the following topics:
	Purpose: • Enrich the lives of residents
	Procedure: 1. Volunteerism is good for the volunteer, the organization, and the community. The lives of all involved are enriched.
	Procedure: 1. Volunteers are recruited from civic clubs, social and church organizations, student organizations, government volunteer service organizations and by word of mouth.
	Procedure: 1. Requests for volunteers are submitted to the Director of Volunteers at least forty-eight (48) hours prior to the date of need.
	Procedure: 1. Volunteers will be permitted to conduct and participate in the following services and activities:
	Procedure: Volunteers may perform services for the following departments or service areas:
	Procedure: 1. A Director of Volunteers will be selected to supervise the activities and work assignments of each volunteer.
	Procedure: 1. Volunteers will report to the Activity Director upon arrival to the facility and sign in on the volunteer sign-in record.
	Procedure: Each volunteer must report the following information to his or her supervisor or charge nurse:
	Procedure: 1. All equipment, food contact surfaces and utensils shall be cleaned:
	Procedure: 1. Cooked or mixed foods must be placed in refrigeration as soon as possible to begin bringing the temperature to the safe storage level.
	Procedure: 1. The Activity Director or Cook will gather the following information:
	Procedure: 1. When a new resident is admitted, or a diet has been changed, the charge nurse shall be responsible for ensuring that the dietary department receives a written notice of the diet order.
	Procedure: 1. The Dietary Manager is responsible for conducting a dietary evaluation gathering data as soon as possible after admission for each resident admitted to the facility.
	Procedure: 1. The Dietary Manager will develop a chart to assist in seating those residents who wish to eat in the dining room.
	Procedure: 1. All garbage and rubbish containing food wastes will be kept in container.
	2. All containers will have tight-fitting lids or covers and will be kept covered when stored or not in continuous use.
	Purpose: Ensure dietary employees are in good health and free of infection in the workplace.
	Procedure: 1. The Director of the food service department must prevent the likelihood of contamination of food or transmission of a communicable disease by securing written documentation stating the food service employee is free from illness due to an...
	Procedure: 1. Employees must keep their hands, arms, and fingernails clean.
	Procedure: 1. When refreshments or a special meal is needed for an activity, a Food Request form will be completed and sent to Food Service.
	Procedure: 1. When refreshments or a special meal is needed for a private party, a Food Request form will be completed by the Activity Coordinator, resident, family member or other staff member and sent to Food Service.
	Procedure: 1. Residents in bed:
	Procedure: 1. The Dietary Manager will make food substitutions as appropriate or necessary.
	Procedure: 1. Hot foods should be maintained at a minimum of 135 degrees F.
	Procedure: 1. All foods brought into the facility by family members or visitors must be checked by the charge nurse to ensure that the food is allowed on the resident’s prescribed diet plan.
	Procedure: 1. Residents are welcome and encouraged to have friends, family and other guests join them for a meal.
	Procedure: 1. Ice must be made from potable water.
	2. Ice will be handled, transported, and stored in such a manner that prevents contamination.
	Purpose: Provide food for special events as requested.
	Procedure: 1. Residents or staff may request food for catered events by completing the Food Service Request form.
	Purpose: Provide food for special events as requested.
	Procedure: 1. When a special event is planned that includes a meal, residents will participate in that meal. Besides eating, participation may include meal planning, creating table decorations, and meal preparation.
	Purpose: Assistance will be provided to residents as needed. Assistance will be provided in a way that maintains the dignity and self-esteem of each resident.
	Procedure: Assistance includes, but is not limited to:
	Procedure: 1. Employees’ personal items must be stored in an area away from the food storage areas.
	Procedure: 1. Food will be available 24-hours a day in the Nutrition Center.
	Procedure: The Dietary Manager and/or the Dietitian are responsible for:
	1. Gathering the data to complete Section K of the MDS 3.0 Item Set for each resident’s MDS assessment.
	Procedure: 1. On admission, or within twenty-four (24) hours after the resident’s admission, the Dietary Manager will interview the resident to determine the resident’s food likes and dislikes.
	Procedure: 1. The following mealtimes for residents have been established by this facility:
	Procedure: 1. Special diets are prepared as ordered by the physician.
	Servings from each food group
	Procedure: 1. Fresh fruits, vegetables, eggs, cheeses, and other perishable items will be stored in refrigeration of at 41 degrees F or below.
	Procedure: Food that is frozen should be thawed in such a manner as to prevent the temperature of the food from rising above 41 degrees Fahrenheit.
	Procedure: 1. Color-coded diet cards are used to identify the various diets to assist in setting up and serving the correct food tray/diet to the resident.
	Procedure: 1. A room will not be considered vacated until all contents of the room have been removed.
	Procedure: 1. Empty and remove wastebasket from bathroom.
	Procedure: 1. All staff are responsible for seeing that the common areas are clean and neat.
	Procedure: Approximate Time Needed: 35-40 min
	Procedure:  Weekly inspection includes, but is not limited to:
	Procedure:  1. Exterior lighting will be placed on a timer switch that is adjusted with the lengthening and shortening of the daylight time period.
	Procedure: 1. The facility grounds will be kept well-manicured and in good repair.
	Procedure: 1. Janitor closet
	Procedure:  The residence will be kept clean and well-maintained. This will be accomplished through a regular cleaning schedule, a preventive maintenance program and repair or enhancement of existing structures, systems, and fixtures.
	Procedure: 1. All wall and ceiling lights in the public area will be inspected weekly for burned-out bulbs.
	Procedure: Laundry includes resident’s personal clothing, linens, (e.g., sheets, blankets, pillows), towels, washcloths, and items from departments such as nursing, dietary, rehabilitative services, beauty shops and environmental services. Laundry ser...
	Procedure: 1. Lawn care services will be contracted through a local provider.
	Procedure: 1. It is the job of all staff to identify areas of concern regarding the maintenance of the building.
	Procedure: 1. When a resident, staff member, or family member recognizes the need for maintenance services, a Maintenance Work Request form will be completed by a staff member.
	Procedure: [The facility should establish the preventive maintenance plan that makes sense for the building and its equipment. Many builders or equipment manufacturers can provide information as to what your plan should include.]
	Procedure:  Approximate Time Needed: 55-60 min.
	Purpose: Promote a sense of well-being among the residents.
	Procedure: Security systems will be established at this facility. They include:
	Procedure: 1. Snow removal services for parking areas will be contracted through a local provider.
	Procedure: Strip and remake bed as often as needed or according to facility policy.
	Procedure: 1. Trash will be collected from each resident room daily.
	Procedure: 1. All exterior windows will be washed twice per year, in the spring and in the fall, per residence policy.
	Procedure: 1. Any accident or incident that results in an injury or illness must be reported within twenty-four (24) hours of the accident or incident.
	Procedure: 1. The use of alcohol is discouraged because of the potential health hazards.
	Procedure: 1. The use of alcohol is discouraged because of the potential health hazards. Additionally, there is a risk of interaction with medications.
	Procedure: Bedroom must:
	1. Accommodate no more than four residents. Maximum of two residents in each room for newly certified or facilities under construction or reconstruction after November 28, 2016.
	1. A separate bed of proper size and height for the convenience of the resident.
	1. Establish procedures to ensure that water is available to essential areas when there is a loss of normal water supply. The facility should have a written protocol which defines the source of water, provisions for storing the water, both potable and...
	Procedure: 1. All positions will be evaluated for risk potential.
	Procedure: 1. Insurance will be in place to cover casualty, liability, workers compensation, unemployment, _________________________.
	Property: Amount of Coverage

	Procedure: 1. The safety committee shall consist of representatives from maintenance, dietary, resident care, and management.
	Procedure: 1. This facility provides a safe environment for all staff to work, residents to live in and guests to visit.
	Procedure: 1. Leadership will establish a safety committee.
	Procedure: 1. It is the goal of this facility to allow the resident choice in reasonable risk taking.
	Procedure: 1. When there are identified risks such as falls, dehydration, blood sugar control, risk for elopement, etc., these risks will be discussed with the resident/responsible person. The actions and behaviors that increase the risk will be ident...
	Purpose: Promote health and ensure safety for all residents, staff and visitors.
	Procedure: 1. Smoking is discouraged because of the potential health and safety hazards. Electronic cigarettes (e-cigarettes) are considered smoking devices.
	Purpose: Promote health and ensure safety for all residents, staff and visitors.
	Procedure: 1. Smoking is prohibited in all areas of the building, including resident rooms because of potential health and safety hazards.
	Procedure: 1. All wastes containing blood or body fluids will be identified by a biohazard tag, label, or sign when red bags or red containers are not used.
	Procedure: 1. Surfaces and equipment contaminated with spills or splashes of blood or body fluids must be cleaned up and disinfected as soon as practical.
	Procedure: 1. Antibiotics will be used carefully – only when necessary and only for as long as needed.
	Procedure: Resident Care
	Employees
	Procedure: 1. A two-step Mantoux test is given unless the employee has documentation of a previous positive reaction. Before administering the skin test, ask the employee to review and sign a form that briefly describes the procedure and states that t...
	Procedure:
	Procedure: 1. Staff will follow the facility’s established hand hygiene procedures to prevent the spread of infection and disease to other staff, residents, and visitors.
	Procedure: 1. Employers are to make the vaccine available at no cost to the employee and available to the employee at a reasonable time and place.
	Procedure:
	1. Upon employment, all employees should complete an immunization status report form which will include an evaluation of the following diseases/ infections:
	Procedure: 1. The Infection Control Committee will be responsible for the investigation, reporting, control and prevention of infections, review of antibiotic usage, all occupational exposures to blood, body fluids or other potentially infectious mate...
	Procedure: 1. The Infection Control Coordinator’s duties and responsibilities include, but are not limited to:
	Procedure: Observe, for example, whether:
	1. Linens are handled, processed, transported, and stored to prevent contamination and the transmission of infection.
	Signs and Symptoms of Potential Infection:
	Observe for cleaning and disinfecting to determine whether:
	Procedure: 1. Because long-term care residents are prone to developing serious complications when they contract the flu, all residents are encouraged to receive an influenza vaccination during the fall of each year, unless otherwise ordered by the res...
	Procedure: 1. Upon admission to the facility, the resident will be screened for tuberculosis.
	Procedure: 1. All residents must select a primary care physician.
	Procedure: 1. Use antibiotics carefully – only when necessary and only for as long as needed.
	Purpose and Procedure: Most state regulations require that no person may work in a long-term care facility in any capacity as a full-time, part-time, or temporary paid employee of the facility unless they have been examined within thirty (30) days bef...
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	Procedure: 1. Hands must be washed between any task that has the possibility of transferring bacteria from resident to resident.
	Procedure: When weather reports predict six inches or more of snow, the following actions will take place.
	Procedure: Any time communication is given that there is a bomb in the building whether written or by phone, the threat should be taken seriously.
	Procedure: For the safety of residents at the residence, staff will know and practice disaster procedures through regular drills. Residents will be informed of disaster procedures.

	• Creation of a list of off-duty staff and procedure for calling them in to assist.
	Procedure: It is important to have earthquake drills so staff can respond quickly should one occur.
	Procedure: Evacuation can be only a few residents to the entire building. It is important that the fewest people necessary are evacuated. Evacuation becomes necessary when there is a danger to a specific area, floor, or wing of the building. When evac...
	Procedure: In the event of fire, the following actions will take place immediately.
	Procedure: Providing protection is the preferred course of action for a hazardous spill.
	Eliminating the intake of outside air through the air handling system is the key
	to safety. Remain sheltered until the danger has passed unless directed
	otherwise by law enforcement or other emergency personnel.
	Procedure: The building temperature must be between 60 degrees and 82 degrees. When these temperatures cannot be maintained, there is a temperature emergency.
	Procedure: When weather reports predict a hurricane, the following actions will take place:
	Procedure: A resident is considered missing after staff has been unable to find them in their normal area of the facility. When a resident is missing, staff should:
	Procedure: If a natural gas leak is suspected in or around the building, there is a smell of natural gas or other reason to believe there is natural gas leak, staff will do the following.
	Procedure: When there is a disaster that jeopardizes the records of the facility or resident records, staff will:
	Purpose: Ensure the safety of residents, staff, and visitors in the event of a severe thunderstorm.
	Procedure: When there is indication of a severe thunderstorm through the weather scanner, TV or other news media, the following steps should be taken.
	Procedure: A tornado warning means that a tornado has been sighted within 10 miles of the facility. The following action will take place immediately:
	Procedure: A tornado watch means conditions are favorable for the formation of a tornado. When a watch occurs, staff will:
	Procedure: When there is a loss of utility service, staff will:
	Procedure: When a violent situation erupts either from a resident, staff member or from an outside intruder, the following steps should be followed:
	Procedure: 1. If an employee elects direct deposit of his/her paychecks, the Bookkeeper will ask the employee to complete an Authorization Agreement for Automatic Deposits.
	Procedure: 1. If an employee feels that an error was made in calculating his/her earnings, the employee’s supervisor will compare information on the employee’s check stub with information on the employee’s time card for the corresponding pay period.
	Purpose: • Ensure confidentiality of wages and payment information.
	Procedure: 1. Employee checks will be available for employees to pick up no sooner than _________________ and no later than ___________ on each designated pay date.
	Procedure: 1. A Personnel Change form will be completed by the department supervisor whenever there is:
	Procedure: 1. Once an employee has been involuntarily terminated from his/her position, the department supervisor will give a copy of the employee’s time card to the Bookkeeper.
	Purpose: • Ensure accuracy of reported work hours, paid leave and on-call fees.
	Procedure: 1. All time cards will be reviewed for accuracy and initialed by the department supervisor before being submitted to bookkeeping.
	Procedure: 1. On each Monday preceding a pay date, the department supervisor will collect and review employee time cards, checking that:
	Procedure: 1. Any person seeking employment at the facility will be asked to complete an application.
	Purpose: • Ensure confidentiality of all resident information.
	Procedure: 1. A resident’s medical record is a legal document and, as such, it must be kept confidential and used only for the documentation of information necessary for the delivery of services to that resident. Any information by or about a resident...
	Procedure: 1. At the time of hire, each new employee, upon completing an orientation/training period, will be required to sign a confidentiality agreement.
	Procedure: Each state has different procedures for completing the criminal background check. Please insert your state’s procedure in this location.
	• Time frames in which the check must be completed
	Procedure: When disciplinary action is indicated, the following steps will be followed:
	Procedure: 1. All employees are expected to wear clothing that is appropriate for the department in which they work and in accordance with the duties to be performed.
	Purpose: • Compliance with the Drug-free Workplace Act of 1988.
	Procedure:  We recognize drug and alcohol abuse as potential health, safety, and security problems. We expect all employees to assist in maintaining a work environment free from the effects of drugs, alcohol, or other intoxicating substances. The foll...
	Purpose: • Compliance with the Drug-free Workplace Act of 1988.
	Procedure: 1. The Administrator is designated as the company representative responsible for informing employees of the policy on drug and alcohol use and for promoting a drug-free workplace.
	Procedure: 1. When an employee goes beyond the “call of duty,” he/she will receive recognition and a special “thank you.”
	Purpose: Ensure equal compensation and benefits to all eligible employees.
	Procedure: It is the desire of the organization to provide a comprehensive compensation and benefit package to the employees within the budgetary feasibility of the organization.
	Procedure: 1. All applicants must prove legal status in order to be employed. Copies of the proof must be in a file separate from the employee’s personnel file.
	Purpose: • Provide a structure and forum for staff to voice complaints and seek their resolution.
	Procedure: 1. It is expected that all employees will be treated fairly.
	Purpose: • Provide a structure and forum for staff to voice complaints and seek their resolution.
	Procedure: When an employee and a supervisor cannot come to an understanding about disciplinary action, behavior, policy, etc., the following steps will be taken:
	Purpose: Each employee will have a medical file opened upon hire and maintained throughout the duration of his/her employment with the facility, separate from the personnel file.
	Procedure: 1. A medical file will be started upon hire for each employee.
	Purpose: Provide eligible employees with appropriate family and medical leave, in compliance with Federal law (Family and Medical Leave Act of 1993).
	Procedure: 1. Eligibility, as established by the Act, involves full- or part-time employment by the facility for at least one year and for 1,250 hours over the previous 12 months.
	Purpose: Provide eligible employees with appropriate family and medical leave, in compliance with Federal law (Family and Medical Leave Act of 1993).
	Procedure: 1. Advance notice and medical certification:
	Purpose: • Ensure that no staff member takes advantage of a resident or favors one resident over another in any specific way.
	Procedure: 1. Staff members are not permitted to accept tips. Monetary gifts are expressly forbidden.
	Purpose: • Ensure that no staff member takes advantage of a resident or favors one resident over another in any specific way.
	Procedure: When gratuities are offered, the following procedures will be followed:
	Procedure: 1. All applicants must complete a W-4 form.
	Procedure: 1. An application must be completed before any person will be granted an interview.
	Procedure: 1. When an employee is working over a scheduled mealtime, their meal is included as a benefit.
	Procedure: 1. A copy of the employee’s license will be made if he or she will be required to drive the facility vehicle. The employee must have a valid CDL if transporting residents or staff.
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	2. The local police department will be contacted to do a search of the driving record of the employee.
	3. The employee will be ineligible to drive the company vehicle if they have experienced any one of the following in the last 2 years.
	a. A speeding ticket
	b. An accident where they were at fault
	c. DWI/DUI
	d. ___________
	Procedure: 1. A minimum of thirty (30) hours of orientation and training will be provided to employees before they are assigned responsibilities in assisting residents.
	Procedure: 1. Accumulation of paid days off begins on the date of hire.
	Procedure: 1. All employees will be evaluated by their supervisors at the end of 30 days of employment and then on an annual basis.
	Procedure: 1. Employee electronic personal devices may not be used in resident or employee work areas unless authorized by a department head/supervisor, Director of Nursing, or the Administrator.
	Purpose: • Ensure proper documentation of employment information.
	Procedure: 1. This facility does not discriminate in hiring. Individuals will be considered without regard for race, age, sex, mental or physical disability, religion, or national origin. (See your facility’s copy of the ADA requirements.)
	Purpose: • Provide feedback to the staff as to their performance.
	Procedure: 1. Employee evaluation will be conducted after 30 days of employment as well as annually thereafter.
	Procedure: Each employee will have a personnel file that may include the following:
	Procedure: 1. Each employee will have a physical completed by a physician prior to the first day of work but after the job offer has been made.
	Purpose: • Ensure the quality and training of staff providing services to residents.
	Procedure: 1. Continuing education and in-service training are important for maintaining high quality services. Therefore, all employees will be encouraged to participate in education and training programs that will enhance their knowledge and persona...
	Procedure: 1. A minimum of two reference checks will be made on each applicant being considered for any position.
	Procedure: 1. Sexual harassment will not be tolerated. According to the Equal Employment Opportunities Commission (EEOC), sexual harassment is sexual attention that is:
	Procedure: If you are the target of unwanted sexual attention or behavior:
	Procedure:
	1. Notice of continuing education and training opportunities will be posted for all staff.
	 Advance directives
	 Advanced care planning
	 Aging
	Procedure: 1. Reasons for involuntary termination include, but are not limited to:
	Procedure: 1. Employees are expected to give at least two weeks notice to their supervisors when resigning their positions.
	Procedure: 1. Six legal holidays are observed: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, and Christmas Day.
	Procedure: 1. A full-time work week is 32-40 hours.
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