Restore Integration and Training Agenda and Checklist

"~ CHOICE

Health At Home
Week 3 Agenda

Monday June 14, 2021: Work from Tyler office then Travel to Tulsa. **Oklahoma staff business as
usual**

Veronica’s schedule:
e Travel Monday afternoon to Longview
e All day training with Lauren Swetnam Tuesday and Wednesday
¢ Half day training with Lauren Swetnam Thursday then travel back to Oklahoma

Tuesday June 15, 2021: Tulsa Office

8:30-4:30 pm CM/Admin Training—Presented by Larry Montgomery with Amber Taft as a
backup.
Intake Training—Presented by Kandi Patterson
e F2F

e Medical Necessity
e Homecare Order
Virtual ADP training for staff—presented by Jordan Gross
Wednesday June 16, 2021: Tulsa Office (Amber and Kandi will exit this day)

8:30-4:30 pm CM/Admin Training—Presented by Larry Montgomery assist from Amber Taft
e Coding Process
e Visit Verify

Thursday June 17, 2021: Each office location (Amber and Kandi will be virtual)

8:30-10:30 Presented by Admin/CMS to their clinical staff
e Coding Process
e Visit Verify

Friday June 18, 2021: Business as usual




Restore Integration and Training Agenda and Checklist

A

- CHOICE

7 Health At Home
Please provide feedback regarding the communication of information delivered this week. Please list
any items you need additional information on regarding the transition and items covered this week.

Employee Name: Date:

Employee Signature:
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Process Summary

Intake
PROCESS NAME: Intake ORIGINAL DOCUMENT DATE: 6/10/2015¢
PROCESS MANAGER: LAST REVISION: 04/20/2021
APPLIESTO:  All locations ATTACHMENTS: Insurance Authorization Process;

Forcura Intake User Guide

Introduction

Intake is the department that receives all referrals from accounts regarding patient orders to admit at Choice
Homecare. It is important that this process be uniform and accurate to ensure the patients are being admitted
timely per regulations and company policy. This process is designed to be a checks and balance through each level
of operation, with the result being free of errors.

Document Scope
Describe what is included. Specify also what is not included. For example:

e This document provides an overview of the INTAKE PROCESS.
e [t defines the objectives, recommendations, best practices, policies....
e Use it to guide you through the steps of a referral to a patient’s start of care.

Process Overview

A. Historical Overviews
Choice Rehab has grown considerably since 2007, including the development and growth of the home
health agency --thus increasing the volume of referrals to start of care.
B. Process Objectives
Create an efficient, effective, and error free intake process.
C. Benefits
This process allows for a universal and objective approach to the evaluation of the success of the Intake
process.
D. Users
Administrators, Director of Clinical Services, Intake department, Business Development Liaison, Billing
Department, and Insurance Department
E. When to use this process
For every referral, this process should be completed.
F. Roles and Responsibilities
e  Process Supervisor- COO Assessment of the effectiveness via the objective measurements
created for review. Also, to coordinate utilization in the absence of the Intake Department
employees.
e Process Manager- CCO & Billing Manager
e Process Driver— CHC Agency Administrators, CHC CMs
e  Process Advisory Team- CHC COO, CHC CCO, CEO
e  Support Group- CHC COO, CHC CCO
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G. Impacts to other processes:
Describe relationships to known processes that significantly impact or are impacted by this process:
Errors with patient referrals creates dissatisfaction towards the company. It is also a loss of trust for the
accounts to utilize our agency for their patients' care and financially is impacted with the involved people’s
efficiency.

Terms and Definitions

BDL: Business Development Liaison
RSM: Regional Sales Manager

SOC: Start of Care

DC: Discharge

ALF: Assisted Living Facility

ILF: Independent Living Facility

MC: Memory Care

Intake Week: 7 days a week. Sunday to Saturday. Regional supported intake.

Process Activities

Office LVN - Intake
The purpose of the Office LVN - Intake(s) is to facilitate referrals to the entities and to maintain
the referral log daily.

1. Intake will receive referrals via the following healthcare portals:
a. Forcura/ECIN/Allscripts/NaviHealth (previously Curaspan)/Trinlink/Aidin/Doctors
Alliance/hand-delivered referrals. Intake will have their own login for each ECIN site.
2. Any referral from an outside source (ECIN/Allscripts/NaviHealth/Trinlink/Aidin/Doctors
Alliance/hand-delivered) will be printed/uploaded via DirectConnect into Forcura.
3. For all referrals, create a case in Forcura.
a. [IfInsurance referral, intake LVN needs to review referral first to be sure we want to take referral
clinically. If clinically accepted move to “Pending Benefits Check” with ordering MD, Diagnosis,
Disciplines expected and assumed SOC date. If referred patient is wound care, intravenous
therapy, and/or deemed medically complicated by Intake. If said conditions apply, send to
“Pending Admin Approval” with the correct Security Group.
b. If Medicare referral, send to “Pending Benefits Check” with the correct Security Group.
Intake will follow the remaining steps in the Forcura Intake User Guide to process the referral {attached).
5. Intake will send an email with the referral information to the following employees:
a. BDLs/Associated RSMs,
6. Intake LVN will be responsible for the Referral Log.
a. Once the referral has been processed in Forcura, the Intake LVN will enter the appropriate
information onto the Referral Log.
b. The Referral Log should be updated at 9, 11, 1, 3 and 5, and then emailed to the following
employees once Intake has completed daily tasks:
i. VPCO
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ii. All Administrators

iii. AllCM’s
iv. Scheduling Department (Nursing and Therapy)
v. AllBDLs
vi. All RSMs
vii. President of Sales
viii. COO
ix. CCO
x. CEO

xi. Coding Department
7. Intake LVN will email the BDLs/RSMs, President of Sales, and COO the “Pending List” every morning by
10:00 am. When the BDLs/RSMs respond with corrections/admits, etc., intake will update the Referral Log
and in Forcura.

Insurance Department

1. Each referral is received by the insurance department via the Intake Card in Forcura.

a. Insurance will check the “Pending Benefits Check” bucket for new referrals.

b. Benefits will be verified for each referral.

i. If a medicare referral, benefits will include the MCR# and anything noted on the CWF in the
comments section. Attachments will include CWF, and transfer form if needed.

ii. Ifaninsurance referral, benefits will run benefits, obtain initial authorization and make any
necessary calls to the patient regarding financial responsibility. Attachments will include
patient portas, authorization forms, financial forms and transfer forms if applicable.

2. Once authorization has been obtained benefits will move the patient back to pending admin approval.
They will comment the date span, visits approved with each discipline, and any additional information
provided.

a. Ifthereis a delay in receiving authorization, benefits will notify intake via the comments section and
send to “Pending Admin Approval”. Intake will notify BDL of delay and comment they have been
notified then place the patient back into pending “Pending benefits check”.

b. Benefits will make daily calls to patients to update them on the status of their pending authorization.

Administrator/CMs/Office LVN

Workflow In Forcura:

1. Referralis placed in the Pending Benefits check or Pending Admin Approval depending on the insurance.

a. Ifreferralis clinically or financially declined move to “Declined Referral”

b. If DECLINED, the BDL will be notified immediately by the intake LVN or designee through email,
the BDL/RSM will call the referral source and/or patient. Intake/designee will notify BDL/RSM of
reason declined and give 3 in-network providers off spreadsheet or send out spreadsheet with
every declined referral.

2. Intake LVN reviews referral for complete information and/or documentation, then moves the referral to
the “Pending Benefits Check” bucket on the Intake Card.

a. Ifinformation or documentation is missing, the BDL/Office LVN will assist with required
information.
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b. PCP/Following MD is identified/Paperwork reviewed to evaluate what is needed/Face to Face
determined.
c. If noorder, fax Standard Order Request form to PCP and/or call MD to obtain verbal order.
If additional documentation is required, contact the referral source and/or the appropriate
BDL/RSM and/or fax documentation request.
e. Intake will work referral doc from referral to completion on all admits until all technical
components are met within 7 days.
i. Order for Home Health
ii. Face to Face Encounter with Supporting Documentation
iii. Referral Information with demographics
iv. Insurance Verification documents
v. Patient Financial Responsibility form (if applicable)
vi. Transfer Verification form (if applicable)
3. TheInsurance Department will check benefits and move the referral to the “Pending Admin Approval”
bucket on the Intake Card.
4. Administrator and/or designee will review the referral from the “Pending Admin Approval” bucket.
Administrator will either:
a. Accept the referral and move referral to the “Approved Referrals” for Medicare patients.
b. Intake will change Security Location to the office that will give clinical approval and leave in
“Pending Admin Approval” bucket.
¢. Patientis then moved to “Precoding” once financially and clinically approved.
After precoding, the referral is sent to “Request Initial Authorization” bucket for insurance
patients; or Ready to SOC for Medicare patients
5. Notify Intake, BDL, RSM and/or Referral Source of Referral status.
a. If ACCEPTING, please notify the referral source and BDL/RSM through email.
b. Intake will accept or decline the referral within the electronic portal if applicable (i.e., Trinlink,
NaviHealth, Allscripts, Aidan, etc.)

Workflow in WeliSky:

6. Referrals in the “Ready to SOC” bucket on the Intake Card in Forcura will be processed into WellSky as
follows:
a. Open anew medical record in WellSky.
b. [Ifindicated, the receiving entity will coordinate with another entity to accept the patient.
c. Referral will be entered in WellSky and all documentation will pull from Forcura into “Intake
Documents” under the Miscellaneous tab.
i. A complete referral should have the following documentation:
1. Order for Home Health
Face to Face Encounter with Supporting Documentation
Referral Information with demographics
Insurance Verification documents
Patient Financial Responsibility form (if applicable)
6. Transfer Verification form (if applicable)
d. Add in the Yellow Sticky note: SOC Date, Diagnoses, Disciplines Ordered, Physician’s Name,
Clinicians, Verification of Demographics.
e. Add Tasks for Consent, Eligibility Check, Face to Face.

vk W
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f.  Send KMAIL to ADMINISTRATORS, CMs, CLINICAL SCHEDULER, THERAPY SCHEDULER, INSURANCE
DEPARTMENT, FIELD CASE MANAGER
i. KMAIL SHOULD INCLUDE: Admit date, Diagnosis, Disciplines Ordered (RE: Nurse, PT, OT,
ST, HHA, MSW), Physician name, and any communication indicated to promote a quick,
smooth, transition for the clinicians and patients.
ii.

7.  Administrator/CMs/Office LVN to call the patient and schedule the Start of Care.

a. EXAMPLE: Call should consist of: Hello Mrs. Jones, This is Trina with Choice Homecare, your
physician, Dr. Ford has ordered home health to evaluate and treat as indicated. There will be a
clinician calling you within 24 hours to schedule the admission visit time. Do you have any
questions? If you should think of anything before you hear from a clinician, please feel free to call
me @ phone number and ask for Trina. Thank you and have a great day!

8. Admin/Clinical Manager/CMs/Office LVN will email Insurance Department, BDLs, and RSMs by 10am the
next day the following information for previous day/weekend admissions:

a. Patient Name

b. Admit Date Confirmed

¢. If non admit, why? If rescheduled, what date so the referral log can be updated.

d. Clinician confirmation of Face-to-Face appointment if indicated.

9. Pending admissions: all pending admissions will go in Wellsky daily.

a. Patients will go into Wellsky into the correct location as a pending admission. You will data entry
the patient in wellsky as if you are putting a patient in just do not add the SOC date patient will
then be moved to pending.

b. Pending admission reports can be pulled by going to GO TO, Reports and admin, Pending
admissions.

c. Patient will be moved to SOC when patient is ready to be SOC’ed

d. A non-admit patient needs to be made a non-admit in the pending admission by intake.

If a SOC patient is a non admit, the patient will need to be inactivated by admin, CM,
intake/designee.
i. Toinactivate patients go to Patient chart, edit, episode, click inactivate patient, update.
ii. Then you will need to follow the steps as above to make a non admit.

10. Pending Referrals: All pending referrals will be addressed daily via phone calls to accounts, BDLs/RSMs,
Admin/CMs’ if indicated. Pending referrals will not stay on the referral log longer than 7 days, except for
surgical patients and if BDL/RSM is followed with daily updates.

a. Denote pending referral post 7 days as a NON-ADMIT

b. Notify BDL/RSM when pending changed to a NON-ADMIT

c. BDL/RSM Daily Updates via email/phone call/text to Administrator regarding pending referrals is
acceptable.

d. Pending referral comment section is to be updated daily during the 7 day follow up process.

11. Playmaker -

a. When a BDL adds a new account to their list intake department needs to add that account to
Welisky immediately as an external referral.

b.  External referrals also need to be added to Wellsky anytime they are not listed as an option.
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c.  When you need to add an external referral to Wellsky you will need to go to File - New - External
Referral and add in all information and tie the BDL to that account.

Best Practices

Remember each patient's admission is important, and the ultimate goal is to ensure the utmost accuracy with
Choice Homecare services at all times. If an error is made on referral/intake, it is expected for intake to promptly
correct the error; all while maintaining a professional and courteous attitude with the patient and/or referring
account.

Tools to Use:

Forcura Software
WellSky Software
Electronic Intake Form
Standard Order Fax request form
Documentation Fax request form
All Fax emails noted and All ECIN/Allscripts accounts noted above
Electronic Surgical Calendar
BDL/RSM Account List
Patient Financial Responsibility form
. Transfer Verification Form
. Allscripts
Trinlink
. Doctors Alliance
Aidin
. Navi Health

W e N Uk wN R

T T Y
Ve W KN RO
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Communication

Each level should communicate any issues or discrepancies immediately to guarantee the resolution on the Intake
Referral log and Patient’s admission. Also, when an error is made, it is important to always follow up with the
BDL/RSM and patient to ensure they received satisfaction with our services.

Training

Orientation to this process should take place for any persons that are tasked with performing this process at any
time. [t is recommended that the COO, CCO, Billing Manager, Case Managers, Field Case Managers, Administrators,
and all departments be trained on all processes.

Recommendations
A. Critical Success Factors

Ensure that each step is followed precisely to reduce any chance of error with the Intake Process resulting in
customer satisfaction.

B. Implications

. Completion of the workflow as indicated, meeting the set time frames, along with meeting the goal of an error
free intake process are criteria for involved employee’s annual review.

Metrics and Process Verification
A. Process Verification Plan

Referral Log will be reviewed daily and emailed to BDLs, RSMs, Administrators, CMs, Billing Department,
Insurance Department. Referral log will be reviewed for accuracy regarding Patients being assigned to the
referral log with SOC Dates & Communication if indicated. If anyone contests the accuracy of the Referral Log,
an email should be generated within 24 hours of receipt of contested referral log. BCC the following people on
the referral log daily President of sales, COO, CCO, VP of clinical operations, and COO of Rehab.

B. Measurements
Referral Log will be reconciled continuously throughout the day by Regional Intake office LVN.

All Referrals Admitted within 24-48 hours= Compliance with CMS & Company policy

ALL SOCS scheduled=Happy Customers
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intake notes:

All start of care admissions are required to be admitted within 24-48 hours once the order is received
per Company policy. If a patient refuses admit within the policy timeframe of 24-48 hours a new order
must be written to initiate the start of care for the patient. Administrators are required to notify the
BDL/RSM of any order changes made outside the 24-48-hour window resulting in a new Start of Care
Admission date.

In the event a patient is admitted outside the 48-hour window and order received for the new
Admission date: Administrator to notify Start of Care Clinician and QA via sticky note attached to SOC
OASIS in WellSky of Physician Order Start of Care date to answer OASIS M0O102,

BDL/RSM will notify the account/referral source. Administrator is to notify the patient and KMAIL
ADMINISTRATORS, CLINICAL MANAGER, SCHEDULING, THERAPY SCHEDULER, BILLING MANAGER,
INSURANCE DEPARTMENT, & FIELD CASE MANAGER with new SOC date and that order has been
written.

Process Change Control

Any changes to the process should be reviewed by the Choice Homecare COO and CCO and then approved by the
CEO. The CEOQ, COQ, and CCO along with the administrator may propose changes. Again, all proposals must be
reviewed by the COO and CCO, AND then approved by the CEO. The administrator and other involved employees
must sign and be in-serviced on any changes prior to implementation. Any changes should include an
implementation process to include the changing of necessary workflow and employee training PRIOR to
implementation.

Contacts
COOQ: Trina Lanier
CCO: Brenda Bryant

CEOQ: David Jackson

Approvals

Obtain required sign-offs for this document version. Delete or add signature lines as needed.
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Surgery/Bundle Referral Process:
Same referral process as above with the following exceptions:

Bundle Frequency must be noted in KMAIL to ADMINISTRATORS, CMs, SCHEDULING, THERAPY SCHEDULER,
BILLING MANAGER, & FIELD CASE MANAGER, with Protocols attached to SOC visit.

Intake notes the Surgery Admit date on the Surgical List on the share drive. Surgical List is emailed out daily by
Spm for BDLs/RSMs to approve.

BDL's call surgery patients BEFORE surgery and VISIT/CALL PATIENT/CAREGIVER POST SURGERY.

Intake LVN and/or designee calls the Surgical Hospital the day of surgery and speaks to the Case
Manager/Social Worker/Discharge Planner stating:

Example: Choice Homecare is following “Mrs. Patient”, please let us know if you need anything prior to dc and
when dc is appropriate please call “entity @ phone number” and fax paperwork to “@ fax number.”

G020 0000 0000000000000 0000BOCORLERIOSNSEOEBSIRIBOIIOIIERRIBOIOCIIOIOEOCERROIODOBAOSBRISEGOLE
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Choice Homecare CODER-QA Process

Start by going into the QA Manager
Type OASIS in the “Filter by Search” bar - this will bring up all the oasis from oldest to newest.

(if just starting into a new office please start with the oasis that is NOT coded this will allow you to start

> Once you have chosen a starting place please mark in the yellow sticky “Coder/QA reviewer
initials_" so that the oasis has been flagged as being worked on.
> With a SOC - you will want to check for the following: SOC order present; Current H&P/DC
Summary etc.; F2F present in chart; Accurate Consents uploaded to chart{if in a CHAP accredited
office then a CHAP consent must be present -this being the 4™ page of the consent has the CHAP
statement in BOLD print), The Emergency Prep with disaster and triage codes uploaded to chart.
1. HINT:
ORDERS:
Is there a SOC order (Ensure the order meets regulations)
If the order is in the referral and meets regulations an additional order does not need to be
written/taken
H&P:

e check referral date/paperwork faxed to Choice
if using the order within this paperwork for SOC check to make sure it is within
compliance with disciplines stated, signed and dated by the MD, date with the correct
timetable for SOC

e look for wound care, IV, shunts, diabetes, injections, lab draws, new medication started,
new pacemaker

FACE TO FACE:
e Diagnosis match the reason for admission
CONSENTS:

e (ifin a CHAP accredited office then a CHAP consent must be present -this being the 4"
page of the consent has the CHAP statement in BOLD print) CHAP offices are Austin,
Webster and CP Tyler

> With a RECERT — you will want to check for the following: F2F is uploaded to the chart (if not
present then administrator needs to be emailed); the accurate consents are uploaded to the
chart

> With a ROC — you will want to check for the following: F2F is uploaded to the chart,
Hospital/Rehab etc. documentation is uploaded to chart

> When beginning to Code —

2. HINT:

e First step to take when opening the Oasis: Read the narrative before starting with page 1
of the Oasis Review—you can gain further knowledge and or realize mistakes instantly
by reading the narrative FIRST!!

> Complete Coding per Guidelines
> Once Coding complete -> into the QA Review
> 1% Run Oasis Check and PPS PLUS analytics

with a full oasis to Code and QA) you can run your cursor over the yellow sticky notes this allows
you to see if the oasis has already been coded if it has already been coded then it has already
been assigned to a QA reviewer.



PRIORITY ITEMS FOR ALL OASIS

Process Measures —

M0104 Timely initiation of Care - SOC/ROCs - must be within the 48hr window (M0104)
M2010 Drug Education

M2020 Management of Medications

M1041 Flu Vaccination (RISK PROFILE Seasonal)

M1730 Depression Screening

Outcome Measures —

e M1242 Pain

e M1400 Dyspnea

e M1830 Bathing

e M1850 Transferring

e M1860 Ambulation
3. HINT:

e __If any of the above items have recommendations made to the nurse and reason
behind the recommendations and the nurse does not take the suggestions or make the
accurate changes the ADMINISTRATOR MUST BE NOTIFIED.

> __General Oasis Information required for QA (Guidelines)

o Medical Record # present for every patient

o SOC date matches the SOC date of the episode (either the SOC oasis or therapy evaluation
whichever comes first)

o MO0090 Date is either that same as the Visit date or within 5 days of the visit date

o If No SS# is present, then the check box NA must be checked

o M0102 has a date -Physician requested SOC date or ***M0104 is within 48hrs of SOC
= Date (verify an order is present for either
answer) M0110 has the accurate selection - early
/ late episode timing
o Ht/Wt/VS all documented -Abnormal reading reported to MD and documentation present to
support
V/S parameters listed per policy unless ordered by MD specific parameters
Past Medical History checked off and listed appropriately
Risk Assessment
Vaccines Documented as appropriate
Advance Directives Documented
Functional Limitations
Safety Measures
Triage and Disaster Codes present
Homebound status checked appropriately

O 0O 0O 0 0O 0O 0O 0O o

*#*M1242 Pain Scale*** (reflects ability to show improvement if Pain is present)



Per Pain Policy — equal to or greater than 7 the MD must be notified

Integumentary - Follows the Coder’s guidelines with accurate answers to Pressure Ulcers/Stasis
Ulcers

Wounds/Incisions Documented Accurately with Wound care / Incision Care Documented as
performed (Location/Measurements/Description)

***¥M1400 Respiratory*** (reflects ability to show improvement if Dyspnea is present)

o

If patient is on dialysis the following must be documented: Shunt/Graft site, Bruit/Thrill present,
what facility dialysis is done at, name of nephrologist

Cardiac Section ~ if patient has a pacemaker — who checks is and last and next check

Diet selection per MD orders and diagnosis specific

M1700 Depression {this must always be marked YES, we have 3 types of depression scales that
the nurse utilizes

ADLS: This section reflects several OUTCOME Answers (if the clinician does not choose to take
the recommendations then the Administrator must be notified to query clinician regarding any
discrepancies in documentation either selected answer or supporting documentation)

Make sure the selected answers are appropriate according to supporting documentation. These

questions are targeted to set the baseline for the patient and to help develop a POC focused on
improving the patient’s functional status over the course of the admission. If these questions are
not answered appropriately at SOC and/or ROC it skews the data and adversely effects the data
collected at DC.

*¥**NM1830 — Bathing

o O O O

*¥**¥¥M1850 - Transferring

*¥**M1860 - Ambulation

*¥*%M2010 Education on High Risk Medications

*¥¥M2020 Management of Oral medications must be answered appropriately to show
improvement

M2200 needs to have the accurate number of therapy visits selected, if the evaluation is not
completed the selection should reflect 007

Standardize Tools should all be completed (Fall risk, Braden scale, depression scale)

FREQUENCIES

Nursing Frequencies should reflect appropriateness and follow the frequency overview, if
clinician is wanting more the administrator must approve, if frequency is less then ok to approve.
The HHA is not allowed to be over 3 weeks and only 2 x a week (never 3) and then must show a
decline in visits per week unless admin approval.

MSW freq should always be 1m1if order

Therapy Frequencies should be on the Oasis if evaluation has been completed

If the initial order has listed out multiple disciplines and the disciplines that are not warranted
must have an order written or stated that on the MD statement in the oasis that the following
disciplines are not warranted at this time and MD notified. EXAMPLE: SN, PT/OT/ST ordered and
only SN and PT see the patient the therapist/nurse needs to notify MD and have a statement on
their oasis or evaluation and MD notified that the additional disciplines are not warranted at this
time or an order needs to be written
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Interventions and Goals: ltems that must be included at the minimum

Emergency preparedness

Primary / secondary Diagnosis

Pain

Braden <18 PUP

Wound / Incision care orders

Diabetic measures, Blood Sugar Checks, Med administration, Foot Care,

02 SAT

Falls

Medications including high risk meds

Depression I/G along with the Depression I/G each visit s/s present not present

Blood thinner - Q visit inspection if s/s of bleeding present

Anticoagulation if on coumadin/warfarin with PT/ INR checks as ordered — next due on ??
Weights / Measurements on all CHF, COPD, Dialysis, Edema

All goals and interventions must be extended as necessary for recerts, all must have target dates,
all must NOT generic BUT patient specific.

For episodes where SN completes the SOC OASIS, and that are therapy only or only have 1 or 2
nursing visits, ALL the interventions to assess and to teach must all sate either "clinician" or
"SN/Therapist".

Process measures - referring to all the conditions that CMS tracks and/or reports to the public,
and affect the agencies Star rating. They include pain assessment and management, pressure
ulcer prevention, depression monitoring, fall prevention, Diabetic foot checks/care. Also
important is the medication reconciliation and the patient's knowledge of all meds, along with
High risk medications

e At Recert, you do not have to keep adding all the process measure interventions if they
have been instructed, understood by patient/caregiver and DOCUMENTED AS SUCH
since the SOC or the most recent ROC. Wellsky makes it easy to mark interventions as
completed, so you should be able to look back and see what has been instructed with
completion and what has not. If there are process measures that have not been
completed, add the interventions for them on the Recert OASIS.

Narrative

Focus of care and skilled need is documented, is patient specific, and matches reason for HH as
per F2F documentation

Plan for all disciplines involved in patient’s care

Homebound Status is clearly documented and supports both required criteria items
Coordination of Care with physicians, care team and caregivers documented as appropriate -
example SN spoke with Dr. Joe at 0830 regarding patient SOC, disciplines, and frequencies.
Documentation clearly supports medical necessity Prognosis and Rehab potential
documented.

Recerts- must reflect a different narrative then the previous.

Narratives should be patient specific



> Recert statement must be present on all Recertification - including the words “continued
need”
> Medication Reconciliations must be completed for all oasis - if it is a CHAP office the Nurse
must complete the reconciliation NOT the Therapist.
o Must have 02
> Consents
o must be present with all sections completed accurately, signed by the patient/POA and
the clinician.
o CHAP Accredited offices must have the CHAP Consent (Austin, Webster, and CP Tyler)

Oasis Submitted with Signature after Return for Reviews with corrections

1. If the Oasis if submitted with signature and NO corrections were made from the
recommendations on the return for review - 1 time — send back to clinician for corrections

2. [f the oasis is submitted with signature without any of the corrections made from the
recommendations, then (2™ time) - an email or phone call to the Administrator/ designee needs
to be notified immediately. (this however does not mean that it is now in the Administrators
hands to QA the Oasis — this just means the administrator/ designee is responsible for
talking/meeting with the clinician to go over the return for review)

3. If the Admin/designee is not successful with the clinician, then they will notify VP of clinical Ops
who will reach out to the Clinician with a verbal conversation.

4. When the clinician has had the education/communication and all corrections have been made
and justified then the Admin/designee will email the Coder/QA reviewer that the oasis is ready
for the 2™ round of QA review from the return for review recommendations

5. If the PT therapy frequency is not in the freq. section and the nurse just missed putting it in,
please just add it and the number to the 2200 section

6. If small wording needs to be added to the I/Gs for accuracy — go ahead and add it ‘

7. If a process measure |/G needs to be added — go ahead and add it if that is all that is missing

#EEENEW **#%* - On all SOCs and ROCs - once all the QA coder process has been completed and the
Coder is ready to approve the oasis and assign 485 or post hospital order - THIS 1S WHERE THE
ADMINISTRATOR TAKES OVER EFFECTIVE 2/8/2020

CODERS WILL NOT APPROVE A SOC OR ROC OASIS WHEN IT HAS COME TO THAT TIME POINT - ALL
ADMINISTRATORS ARE RESPONSIBLE FOR THE APPROVING OF ALL SOC AND ROC OASIS AFTER EACH HAS
BEEN LOOKED AT AND THE TRACKING LOG HAS BEEN FILLED OUT. IT IS NOW THE RESPONSIBILITY OF
ALL ADMINISTRATORS TO KNOW WHERE AND WHAT YOUR OUTCOMES AND PROCESS MEASURES START
AT AND END UP AT,

CODERS WILL STILL ASSIGN THE 485 AND THE POST-HOSPITAL ORDER TO THE CLINICIAN AT TIME OF
READY TO APPROVE BUT JUST NOT APPROVE THE OASIS.

Once the SOC/ROC is ready for admin approval in the yellow sticky note under details please add “initials
and ready for admin approval”



THE RECERT AND SCIC PROCESS HAS NOT CHANGED - CODERS WILL STILL APPROVE THE OASIS AND
STILL ASSIGN THE 485s and SCIC ORDER.

> If the Patient Specific goals are on the oasis, they should be in Patient language — these being
ones that may be unrealistic but what the PATIENT specifically wants to achieve. EXAMPLE: |
want to be able to walk 2 miles again; | want to be able to go to the Casino again; or | want to be
able to feel safe in the shower again.

***%%This is a CODER / QA Review only NOT a COMPLETE CHART AUDIT — if you find items that need to
be addressed just email the administrator or designee, ****#

Kmail the Clinician
Email Administrator / DOCS
All Emails are with first name, last name @choicetx.com

Tyler -Sheri Shelton

Palestine - Michelle Rayburn

Lufkin - Michelle Rayburn

Austin - Lorry Snyder

Dallas - Nora Mettlen

CP Sulphur Springs - Juanita Buchanan
Houston - Deb Tomlin

Baptist -Katie Mathews

Longview - Toledo Montgomery

NTMC - Barbara Rohrbough

You can add Amber Taft to all the emails as necessary

V/S Parameters Above Below
Temp 100.5 95.0

Heart Rate 100 55
Respirations 28 12

Blood Pressure 170/90 90/56

Blood Sugar (Fasting) 250 60

Blood Sugar {Non-fasting) 300 60

See Freq. Overview for the recommended Frequencies



OASIS Coding/QA process from Clinician perspective

1.

Clinician to complete the SOC/ROC/RECERT/SCIC (within 24 hours doc policy) sign and submit it
for Coding/QA to be completed.
Coding/QA team member will complete coding and QA review and send a kmail with an
attached coding review sheet with all coding listed out and any recommendations or areas not
completed listed out for review of the clinician.
The clinician is required to address recommendations for review/change noted on the
coding/corrections sheet, within 24 hrs of receipt from coder. When issues are addressed, the
clinician will sign and submit the oasis again for it to go into the QA manager.
e If the clinician has questions on the review sheet for the coder then a kmail can be sent
for clarification or the coder can be contacted via phone.
The Coder then will review the oasis from the review sheet checking for any corrections. If the
clinician is in disagreement with the Coder, you can document that response in a different color
text prior to returning to the QA Manager. (this process may go on for 2+ times if necessary but
the goal is to get the issues addressed on the first “pass through”)
Once the Coder has approved the oasis the following will occur.
e The 485/post hospital orders/scic order will be assigned to the clinician that completed
the oasis
e If the oasis is a SOC/ROC — the Coder will place in the yellow sticky that the oasis is ready
for admin approval - at this point the admin will go in and review all process measures
and outcome questions for tracking
e [f the Oasis is a Recert/SCIC the Coder will approve the oasis
The clinician will complete the 485/Post hospital/SCIC making sure the following is accurate
e Frequency is accurate with “week of” included in the freq.
e The SOC/ROC date to be included in the frequency
e The Oasis Narrative with Homebound statement and medical necessity is added into the
485 under the frequency
e Allintervention and goals are present and “clean up” has occurred with any extra
wording present
® Onceall has been completed sign and submit for QA review (Do not Approve)
e The Administrator will approve the 485/Post hospital/SCIC.



FREQUENCY OVERVIEW

These recommendations are guidelines for the MAXIMUUM
number of visits in these categories without additional

;g‘i% CHOICE documentation regarding need.

HOMECARE

TNt

Cardiac/Pulmonary Post Acute/IRF:

SN 2wk2, 1wk1, 1QOWk6E**(</=8 visits)
PHILLIPS Ordered if Cardiac Dx

CHF Teaching if identified diagnosis
THERAPY 2wk5, 1wk3 (</=13 visits)

MSW 1m1 — follow program out lines, identify
E/M/L(not for IRF unless circumstances present a need)

HHA only on need and DOCS approval

Cardiac, Neuro, or Pulmonary Post SNF,
Chronic DX Admit, or 2"+ Cert

SN 2wk1, 1wk2, 1QOwk6** {</=7visits)

PHILLIPS Ordered—HOWEVER if second cert continue
only up to 30 days and phase to self-monitor

CHF Teaching if identified diagnosis. Teach based on
test outcomes if second cert (focus on improving low
grade areas)

Therapy 2wk3, 1wk1,Q0wk4 (</=9 visits)*HEP!!!
COPD Program 2wk3,2wk1,qowk4 (</=10 visits)

MSW 1mo1 if new admission /readmission/or
significant decline — follow program outline identify
E/M/L

2nd cert 1w2,0w1,1QOWS if only discipline and need
additional support then add 1 to 2 HHA visits -or - SN
1w3, 1QOW6

HHA only on need and DOCS approval

Ortho Post Acute

(if Bundle follow order exactiy!l) If not:
SN 2wk1, 1wkl at Staple or suture DC*

DC Nursing following staple * suture removal if pain is
under control. DO NOT EXCEED 5 Nursing visits on
orthos patient without DOCS approval

Therapy per MD guidelines--Teach ice, elevation, and
movement MAX 16 if not Rx

Discuss with patient and evaluate need for HHA. If
needed HHA for no more than 6 weeks

Ortho Post SNF/IRF or Second Cert | 4

(if Bundle follow order!!) If not:

SN: 2 SN if staples have not been removed. *DC Nursing
following suture removal if pain is under control and NO
SECONDARY COMPLICATIONS. DO NOT EXCEED 5
Nursing visits on ortho patient without DOCS approval

Teach ice, elevation, and movement
Therapy 3wk1,2k3,1wk4 (13 visits) HEP!!
If Hypertensive Phillips x 2 weeks for BP

Discuss with patient and evaluate need for HHA. If
needed HHA for no more than 3 weeks

Ortho Post ACUTE/SNF/IRF or Second Cert
with SECONDARY DIAGNOQSIS (CHF, COPD)

(if Bundle follow order exactly!!) If not:
SN 2wk1, 1wk2, 1QOwk6 *Staples Out day 14
Therapy 3wk1,2k3,1wk4 (13 visits) HEP!!!

MSW 1m1 if secondary Dx present and there has not
been a previous MSW eval

2nd cert 1w2,0w1,1Q0WS6 only discipline and need
additional support if then add 1 to 2 HHA visits -or - SN
1w3, 1Q0We6

PHILLIPS Ordered—HOWEVER if second cert continue
only up to 30 days and phase to self-monitor

CHF Teaching if identified diagnosis. Teach based on
test outcomes if second cert (focus on improving low
grade areas)

Neuro Post Acute 6

SN 2wk1, 1wk2, 1QOwk6** (</=7 visits)

NURSE Calls {scheduled opposite of visits in each week):
1wk1, 2wks6, 1wkl

Discuss with patient and evaluate need for HHA.
MSW 1m1 ~ follow program out lines, identify E/M/L.

THERAPY Based on Severity {exceed 16 visits only with
coordination of DOCS)

These are protocol outlines. You may go outside these protocols only with thorough documentation of your
reasoning and ADMIN/DOCS approval. IF YOU HAVE QUESTIONS ASK ADMIN/DOCS!!

*OBTAIN ORDER FOR SUTURE/STAPLE REMOVAL

**(QOwka4= 0wk1,1wk1,0wk1,1wk1)




Choice Homecare
Authorization Process

Created 8/8/2018

Updated 09/14/2020

1. Intake receives insurance referral and works up according to Intake Process.
2. Once patient is entered into the obtain initial auth box in Focura:

a.

b.

C.

Authorization is requested-

i. SOC does not occur until authorization is obtained.

ii. If pending authorization all information is entered into focura including,
pending reference #, where to fax clinicals, approximate time for
approval.

iii. If authorization is denied, intake is notified and referral is moved to
“Declined Referral”
Authorization is approved-

i. Authorization information is entered into the notes section of request in
Focura. Details will include date span, discipline with count,
authorization number and any additional information that is needed.

Intake will enter the approved authorization information and notes into Wellsky
after entering the referral.

3. Reauthorizations

a.

b.

After Intake completes entering in referral they will then place the patient into
“New SOC scheduled” in focura.
Reauthorization LVNs review charts in “New SOC scheduled” daily to see if SOC
and 485 and have been completed.
i. Once completed, they request the remaining visits to complete the 485.
1. Once approved, the patient is moved to “ready to schedule” and
our scheduling team then plots visits based on authorization
approved.
ii. If we have already obtained enough visit to cover what is requested on
485 the case is then archived.
PRN Visits, SCIC, ROC or any additional visits needed are sent “Additional
Authorization Request” by our scheduling team. They provide the order or
information to where the request was generated.
i. Authorization LVN review orders and send for additional requests.
1. If request is approved patient is moved to “ready to schedule”
2. If request is denied exact details as to why the request was
denied are provided to scheduling and admins via email.
Recertification authorization
i. Scheduling sends “Additional Authorization Request” for the new cert
period.
1. Authorization LVN awaits the recert Oasis and 485 for the new
cert period to be complete.
a. If request is approved patient is moved to “ready to
schedule”
b. If request is denied exact details as to why the request
was denied are provided to scheduling and admins via
email.



The Scheduling Main Process:

Intake notifies scheduling dept of new admission.
Scheduler identifies appropriate RN and informs intake.

- Scheduler adds the visit to the spreadsheet schedule, as it is updated throughout the
day.

- Inthe event that an appropriate RN is not available, or RN unknown/unconfirmed,
intake assigns to the admin.

After an RN completes a SOC, ROC, RC, or SCIC visit, they are to send a Hangouts
message with the new frequency to the Nursing Scheduler and/or send a k-mail, attached to
the chart. They should also save this frequency in the document before leaving the patient’s
home.

- Itis recommended to send a Hangouts message for anything daily or anything that
needs to be scheduled right away.

- K-mail alone is ok for weekly or less urgent visits.

- In the message, it is important to identify if specific days are needed, if labs need to
be drawn on certain days, if it is RN only, or any other pertinent information.

- Ifa SOC, ROC, RC, or SCIC is completed over the weekend and requires a Monday
visit, the RN should notify the admin to schedule or schedule it to themselves.

If additional authorization is needed, scheduling will submit a request in Forcura. From there,
it is in the hands of the insurance department until an answer is provided. Admins should
review the spreadsheet provided by the insurance department for additional inquiries as to
why there may be a delay in obtaining authorization.

If a same day SOC/ROC or PRN visit is called in or ordered, the scheduling department will
assist in identifying the most available/appropriate clinician.

- The admin will then notify the clinician of a visit being added.

- The spreadsheet schedule will be updated by Scheduling.

- No PRN visitis to ever be scheduled without first writing an order. The order should
have an effective date and a reason for the PRN visit.

- If new wound care orders are received from the MD that will change the patient’s SN
frequency, a separate clarification order should be written to identify if there are
specific days that SN will provide care vs caregiver, and the effective date and
duration of the new frequency.

- Iflab orders are received without an effective date, it needs to be determined how
soon they are needed and Nursing Scheduler should be notified. If they are needed -
in the same week and a visit is already scheduled, they should be drawn then. If they
are needed in the same week, and there is no visit available, an order must be written
for a PRN visit. If it can wait until the following week or the next available visit, this
needs to be communicated to Nursing Scheduler so there is no question.

In the event of a call-in, the coverage is the admin’s responsibility. The admin will
communicate the changes that are made to scheduling or the changes that need to be made.
Scheduling re-pulls fresh reports between 2-3 each day to catch anything that was added to
Kinnser and not captured on the spreadsheet. This is updated around 3 each day. Itis the



same spreadsheet all week long. All morning tabs are hidden in the afternoon and the
previous day’s afternoon tabs are hidden each morning.
Admins are to review the schedule promptly and identify visits that need to be reassigned by
highlighting the row in yellow and writing in the right margin what change needs to be made,
i.e. to a different clinician, to a different day.
- All changes need to be marked by 430 and a reply to Nursing Scheduler should be
sent each day by 430 that the schedule is approved.
- Any changes that need to be made after 430 that affect the following day need to be
completed by the admin.

Miscellaneous Notes:

Nursing Scheduler should be consulted prior to any PTO being approved to ensure there is
proper coverage.

Every effort will be made by the Schedulers and the Admins to assign visits to full-time staff
before utilizing PRN staff.

When there is a possibility of a patient being hospitalized, the designated person for the
office that provides the care to the patient should make every effort to locate and learn if the
patient is admitted or under observation.

- If admitted, that designated person should send an email to Nursing Scheduler and
Amy Davis with the date of admission, which hospital the patient is in, and any other
pertinent information.

- If the patient discharges from the hospital to a different facility, the designated office
person should again email Nursing Scheduler and Amy Davis with this information.

When a patient is denied additional nursing visits by their insurance provider, the insurance
department notifies all involved parties via email.

- If a patient has a limited number of visits remaining, the admin should review the
patient’s chart and determine if a frequency clarification order is needed due to an
extended delay in obtaining auth or in an attempt to avoid a LUPA.

- If all remaining visits are denied and there are none left, the admin should identify
whom they want to complete the final DC visit or to backdate a DC document and
either schedule it themself or notify Nursing Scheduler of the clinician and date to
schedule via replying to the email.

If a patient receives authorization after an extended period of time and there are missed visits
per the current frequency, Nursing Scheduler will email (both if necessary) the admin caring
for the patient and the admin over the office that the patient is in.

- Nursing Scheduler will inform the admin(s) of the number of visits missed and request
a clarification order if needed.

- If missed visits are to be written, the admin will identify the clinician they choose to
complete those tasks and notify Nursing Scheduler to assign them as Missed Visits.

- Ifan order is needed, it should be written, then the admin will reply back to Nursing
Scheduler and Nursing Scheduler will assign per updated frequency. The order
should include an effective date and duration.



Additional Observations:

| don't think nurses notify admins of missed visits. If they do, then | don’t think the
admins are looking at the chart. I've been coming across more charts that have
missed visits and LUPAs on these 1W3 QOWS frequencies when that 2nd visit is
missed. This also has an affect on insurance patients that are needing add’l auth. If
a patient has a MV, that visit needs to be rescheduled before Hollie can request.
Sometimes, Hollie lets us know this and it may be hours before we see it, then it's
hours or maybe days before Hollie can come back around to it. If those visits are
rescheduled right away, this would decrease the lag time in getting auth requested.
Also, | don't think admins are reviewing LUPAs and the chart before approving
OASIS. If they were, I'm not sure why we are starting out episodes with LUPAs... |
came across a new admission last week that was nursing only with 1W3 QOWS but
LUPA was 5/2. So freq should have been 1W5, QOWA4.

- | have stopped identifying these because nothing ever changed. If there is a

different channel you'd like me to take, I'd be happy to do it.

| would like to add to the part about hospitalizations. On a regular basis | see “Patient Hospitalized”
as the reason for a missed visit, and nothing is done about it. Whoever is QA'ing missed visits
and/or completing them, needs to be the one to start the process of tracking the status of the patient
with the first step being to notify nursing and therapy scheduling. (Amy)



RAP PROCESS effective 1.1.2021

e Administrators or designee will complete the following steps/task each morning:

1. As part of Daily management - when reviewing for the Start of Cares having a
frequency either plotted or in the oasis the Time in, Time out, and SOC date is in
the oasis and saved along with the primary DX in the patient profile assigned

2. The Open oasis Report will be pulled Daily exported to Excel and all Start of
cares not in at least “Saved” format will be contacted for update

3. The RAP report will be run for the “Not Ready” tab to review the days to RAP
number and action taken for any setting at day 1 without a time in and time out,
date saved and Primary DX listed.

e Forany SOC that does not have time in, time out, date assigned, and primary dx in the
patient profile list the Admin and or Designee will contact the clinician immediately for
status update on the oasis.

e Communication between the Admin and or designee with the Billing department on any
oasis which will not move over is key and needs to be escalated to the VP of Clinical
Operations.

e A RAP report will need to be update daily with the Billing report that is built on Monday’s

Additional
e Scheduling will act at the 2nd check on the open oasis when they are reviewing for
Frequencies.

Weekends:

o Administrator on call will need to be reviewing all open oasis reports for SOC being
completed by the 9am documentation time (oasis at least has to have a time in time out
and date of service

e |fa SOC is not have time in, time, out and date of service then the admin on call
contacts the clinician for completion

e Once the oasis has been saved with time in, time out, and date of service the admin on
call will contact the week oncall bill to notify ready for RAP submission

NOTE:
e If PT only admission with a nursing oasis data collection the PT eval will be the identifier
for the RAP first billable visit and will need to verify completion by 9am the next morning.
e The admin will need to be aware of all therapy only admissions with nursing oasis data
collection



Billing Process - RAPs and EOEs

Weekly Billing Cuts off at 4pm on Thursday

Raps -

All RAPS billed Daily by the Billing Department
All Administrators and or Designee will follow the 1.1.2021 RAP process (separate form)
Once a RAP pulls to the Ready Tab the Billing department will bill
Reports to be pulled Daily and worked by the Administrator and/or Designee:

o Open Oasis - Sorted by Start of Cares

o Billing Manager - RAP Report - “Not Ready” tab
The “Not Ready” Tab will be pulled to your Weekly Billing spreadsheet that is built in
Google Sheets on Friday and updated Daily

EOEs -

Fridays start the first day of a new billing week

EOEs need to be pulled from the “Not Ready” tab and the "Ready” tab to your billing
worksheet.

The “Ready” tab is called the “GreenLigh

nLights’ - under this tab you will see check marks
out to the right and when you hover over the check mark it will have all items needed to
bill the EOE lit up GREEN. |
sent into billing daily.
The “Ready” tab or
worksheet
The “Ready” tab will also have ones that have pulled to the report that are not ready with
Green Lights these also will need to have a billing audit completed on EQE and the audit
held till it is ready to be billed.
The “Not Ready” tab will be worked weekly also with a billing audit completed on each
EOE that is listed under the tab.
For each Billing audit that is completed a comment is to be placed in the billing
worksheet that is holding up the claim. This is for “Not Ready” and “Ready” tabs
The EOE Billing Audit sheet must be utilized when an EOE billing audit is being
completed
The EOE billing audit is Also Called “Triple Check EOE Audit” - this means that the EOE
will initially be audited by Admin or Designee starting the EOE audit form. Once the
EOE appears to be “Ready to Bill" the Admin or designee will then complete a second
audit on the EOE utilizing the same form. The 1st and 2nd check must be completed by
2 different people) The third check will come from the Billing department before they
push the button to bill the claim.
When a billing audit has gone through the 1st and 2nd checks and is “Ready to Bill” a
email needs to be sent with the following information
o Email sent to your assigned billier along with the billing manager
o The subject line needs to state: “Location” EOE ready to bill (Example: Tyler
EOEs Ready to Bill)

hould be pulled daily and updated in your billing



o The body of the email needs to have the patient's name and the billing period
that is ready to bill
The biller will complete the 3rd billing audit on the EOE Claim and if the claim is ready to
bill the biller will push the button
The biller will “reply all” on the billing email sent in with comments out beside each
patient sent in if the patient was “billed” or if they found something in their 3rd billing
audit what was fo be correct or completed

The Admin or Designee is responsible for addressing the items that the billing

department finds. Once the items have been addressed and ready to bill the admin or
designee will resend email that the EOE claim is not ready to bill.

If the claim is not able to be billed due to the findings of the biller the claim must go back
onto the billing report with a comment on what is needed and continued to be worked
until able to bill again

Additional Items:

If the Claim is Ready and only waiting on the PCR tracking # you still send this EOE in
on the Ready to Bill email with the comment out beside it “Needs PCR”

The Biller will add it to their spreadsheet to bill once the PCR tracking number is back
and on the chart



Patient: Episode Dates: / / to / /

DR: Lupa Threshold 1st30 days / 2nd 30days
SN freq:
PT freq: OT/ST freq:
HHA freq: MSW?
1. F2F Initials

Uploaded to chart and signed by MD,
The ordering MD and F2F should be the same MD, If Not is there a F2F attestation order?

2. Consents Initials
e uploadedtochart
e filled out accurately and completely
e signed and dated by client and clinician______

3. Orders

Start of care order____

Returned order uploaded to accurate task__

MD signature present

PRN orders written __

RN signature accompanying an LVN written order___

Recert within 5 day window Recert Statement in 485
Non-MCR coverage form 5 Day Notice given and uploaded

F2F Statement written/sent/logged (if needed):

Notes:

DC

Consents checked and uploaded by

First check completed by:

Second check completed by:




Patient:

Episode Dates:

/

to




~ CHOICE

4 Health At Home

T PhUeniContered st Contaance Raenda Pome Wealth

Date: Quality Star Rating: out of 5 Stars
Start Time: Month to Date Census:

End Time: Month to Date Budget:

Time Keeper:
Reminders:

o Please put away your phones and devices during PCC
e If you must take a call please quietly leave the room
e Please sign the sign-in sheet

Announcements and Employee Recognition time

Review of Home Health/Company Updates

Billing

e SOCs from prior week, check & SOC order frequencies, if incorrect, write order

e Recerts check if orders have been signed and returned, order for every visit
including PRNs '

e Check for F2F (appropriate F2F)

e Check for consents

Patient-Centered Case Conference

o Admissions, Recertifications and discharge decisions

©]
o]

Team discussion (brief and focused)

Admissions (MO0 answers, primary Dx, MSW ordered and plotted, Medical

Necessity, Safety issues/concerns)

o Review Frequencies for new Admissions

o Review consents (1 person to be assigned in CC to make sure in chart)

EOE (MO0 answers, primary Dx, MSW ordered and plotted, Medical

Necessity, Safety issues/concerns)

Recertifications-Check for COMM Notes IN CC (complete if not done)

o Review Frequencies for recertifications

o M& E Screening

o Maintenance Therapy

Discharges-Check COMM Notes IN CC (complete if not done)

o Ensure discharge planning and notification is underway and patient
notification has been plotted/signed




Health At Home

e Medically complex / High risk patients / Potential declines in function
o Review patients NOT included on CC list due to COC, etc...
o Team discussion and problem solving
o Discuss hospitalizations/new infections/follow up on infections/falls

e Transitional Care Planning

o Palliative Care Screening
o Hospice Screening using Care Insights

V. Education ltems

VI. Other Site Business

VIl.  Closing Remarks and Dismissal



Step by Step Instructions on How to DC a Patient out of Kinnser

There is 3 Places in a Patient's Chart you have touch in order to DC a patient out of Kinnser
Go into the Patient’s Chart

Step 1
e Edit > Patient
e Check the Box in the Left upper corner that reads Discharged / Not Yet Admitted

Step 2
e [Edit > Episode
e This section you must place the end date the date of the DC oasis / summary or the last
day of the 1st 30 day billing period if the DC falls as the 1 billable visit in the 2nd 30 days

Step 3
e View > Episode List
e Click on the Admission and date
e In this section the Discharge date needs to be entered at the same date must match the
“End Date” that was entered in the second step
e The “Patient Discharge Status” needs to have a selection also other than “Still a Patient”



How to Pull daily census NPl and All

1. Census Drive in the found in in the Shared Drive “CENSUS”

2. Once you are in the Census Drive choose your Location Folder then the current year
Daily Census Report

3. Once you have the Current Daily census pulled choose the current month from the tabs
at the bottom of the workbook

Pulling the Data that goes into the Census report

Pulling NPI
Note:
e Must Make sure all admits are accounted for from previous day (verified if they are a full
admit)

e Must Make sure all discharges are DC'd from the EMR from previous day

In EMR - GO to Reports / Admins
Under the Clinical Task section ->Pull a “Schedule Report” from previous day “All Task”
Export to Excel
Sort by “Task Name”
a. Verify all Start of Cares were admit
e Once Admissions are verified send email to to Intake with the names of
admissions confirmed
e If an admission was moved to another day or a non-start you will state
this information in the body of the email
e Subject line of email should read location admits from and a date
o Example: Tyler admits 2/9/2021
Note: If a patient was a non admit and/or will be going back on the pending list inactivate the
patient - In the patient’s chart -> on the toll bar -> Edit -> Episode -> scroll to the bottom and
click the box “Inactivate Episode”)
Note: If the Episode can not be inactivated due to the RAP being billed - Notification sent via
email to the assigned Biller to void out the RAP related to NON-admit.
b. Verify All DC Oasis are discharged out of the system (3 steps)
c. Verify that all DC summaries have been discharged out of the system (3 steps)
d. Verify any PT/SN with DC summary (if discharged) have been discharged out of
the system
NOTE: If there is no visit in the 2nd thirty days then or only a Transfer oasis you plot the DC
appropriately but the of the episode will be the last day of the first 30 days.

N -

5. Go to Reports / Admin and scroll down to the Census Reports Section -> Pull Patient
roster by the previous date (scroll to the bottom of this report and choose the first
selection “Include only active episodes by Date:)

6. Export to Excel ->sort by insurance (Column AJ in the excel spreadsheet)



7. Fillthe data pulled by insurance count into the NPI columns of the Census spreadsheet

a. Example:
' ‘ PALESTINE KINNSER ONLY
,,ALES‘T;NE? ~ PALESTINE NP CENSUS
1 NP ‘ ‘ .
. Date | CENSUS:; | TRAD | 'ADV | COMM |WkComp| PSP Pt Crtsy
1 143 47 6 90 0 0 0 0

Pulling ALL census

Note:

e These steps must be completed in all Kinnsers your location has patients in

1. Go to Reports / Admin and scroll down to the Census Reports Section -> Pull Patient
roster by the previous date (scroll to the bottom of this report and choose the first
selection “Include only active episodes by Date:)

2. Export to Excel ->sort by Medical Record number (Column A of the excel spreadsheet)

3. Verify all patients listed with your location MRN have not been admitted or discharged
out of the system

4. Fill the data pulled by MRN count into the ALL Census columns of the Census

spreadsheet

a. Example:

| o ALL OFFICE

| KINNSER [ TYLER | DFPW | CPTyler | LUF PAL PINES | Houston | ~ATX | BMT | NTMC | HTA
‘Date | CENSUS: | KINNSER | KINNSER | KINNSER | KINNSER | KINNSER | Kinnser | Kinnser | KINNSER | KINNSER | KINNSER | KINNSER
1| 7 0 6 0 0 54 0 1 0 0 2 8




How to Pull Daily Management Data

SAFETY 1

(# lnltlal VlSItS scheduled)* / (# prlor day admlssmns + # prlor day recerts)
*frequency comm note submltted day of VlSIt ‘

Pull all your All Oasis form the prior day from the schedule report (if you have commercial
insurance that conduct SN assessment D1 task then those will need to be pulled also) check for
all freq to be scheduled/Plotted out accurately

Reports & Administration

Dashboard

Display Dashboard (lntegrity Famlly Homecare LLC :
DBA, Choice Homecare) :
Smart QAP] g

Clinical Tasks

Schedulegeviaﬂon G ’BlankForms

PrintQueuve PastDue Visits

»Patient Vital Signs 5 ‘ f i i g P CNAEpisodes
Date Range
FfOM . 141/03/2020 [
- ~ |a1/08/2020 |

: "The date range cannot exceed 90 total days

Include tasks of the following type

f"lNursmg o e L : f:IMSW_k 5 s o ml\msc:
ClPhysxcalTherapy o ' CiHHA ! ‘Occupa

EH iClaxms L e 5'Cl‘fComm:unicatyion‘s

Specific Task

[All OASIS oyt




_ ' ViewAuthorizations . = - |

October 2020 November2o20 ({7 T [ D December 2020

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
1]2[3]4al5]6]7 1]2]3]4]5s
81910l 11]12]13]14 6|7:8]|9l1w0|1ln2
1511617118 119]20] 21 1314115 16]17] 181 19
22123124]25/26|27128 20| 21

2812030 31 291 30
Example:

If you had 10 oasis from the prior day and only 7 had frequencies plotted out from the prior day
so your data you enter into the ffdaily would be 70% and the Gap would be 30% so you take the

Target subtracted from the Daily

SAFETY 2
485’ for SaC 2 daysprior completed /# SoCs conducted 2 days prior (QAPI)

Pull a scheduled report from reports and admin tab, select all Oasis/SN assessment D1s from 2
days prior. Then pull a scheduled report of 485s from 2 days prior and confirm all POCs(485s)

have been assigned and completed

Reports & Administration

Dashboard

Dlsplay Dashboard (lntegrlty P’amlly Homecare LLc
DBA, Cholce Homecara) SR
Smart QAPI G

Clinical Tasks

kséh_edule Reviation X H B o g : ; kBIank Forms : H
LPrint Queue R f TS Past Due Visits 1)
g Patlentyltal ‘Signs TR : Sl )CNA Ep!sodes“

; L et . B e e e e

Date Range

{,} From: . [+1/032020 L
T . fiuozoze o
*The clate range cannof exceed j=lo] fota[ days L : iy : o

Include tasks of the followmg type

‘Nursmg : o Cmsw e . Cmise
"—3 Physical Therapy g . mINN L  [[loccupa
- Clalms Rt B Lols T communications 0 . e

Specific Task

[ATCASIS <]




(Choosing 485 task for the oasis 48 hrs prior)

Date Range

Frcr'n:',; - . . [11708/2020 |
- o [11/08/2020 [
i ”The date range cannot exceed 90 total days S g - i .

Include tasks of the follownng type

[:l Nursrng ' o S o r:_“')k;\;]sW e
L Physrcal Therapy G o = HHA . o
. Clarms L e [ communications

Specific Task

[(Orders . ChiS 485 ‘ ‘ =

Example:

If you are pulling data on 11/3/2020 you would pull report 11/1/2020 - you have 5 SOCs from
11/1/2020 then you would pull a report from 11/3/2020 of 485s and compare to the oasis to see
if scheduled and completed

5 socs and only 3 485s completed then your % would be 60% (3 /5 = 60%)

QUALITY 1 and QUALITY 2
% Prlor day dlscharges posmve outcomes (Target 100%) S

% Prlor day posmve process measures (Target 100%)

Pull a Schedule report of all previous day Discharges and review for Positive Outcomes at
100% - this would be Qaing them and running Oasis Analysis and or SHP depending what you
have in your kinnser as an oasis scrubber.

No snip its here if you all need education and instruction on how to QA a Discharge then
please get with me and we will set up a education time

Example:
If you have 7 discharges from the previous day and after QA review has been completed and

only 5 have positive outcomes your total would be 5/7 = 71%



DELIVERY 1

# Dakly Transntlonal Docs Completed (SoC’s+Recerts+Dlscharges) / # Dally
Transmonal Docs Conducted (Admlts+Recerts+Dlscharges) by 9 AM

Go in to Reports and Admin select schedule report and pull all Oasis / SN assessment D1s
scheduled from the previous day and confirm that all visits were conducted /completed

Reports & Administration

r
1

Dashboard

Dlaplay Dashbeard (lntegruty Family Homecare u_c S
DBA, Cholce Homecare) : 5
Smart QAPI : .

Clinlcal Tasks

Schedule neviaﬁén:, S it mlank Forms
SPrint Queue Soisii e T Past Due Visits
Patlentyltal signs Erald SR S CNA Epilsodes

P SR S

Date Range

~ [11/03872020

-~ [11/08/2020

‘ *The date range cannot exceed 90 total days .

Include tasks of the follownng type

lNurscng - o E MSW ’
rdl Physxcal Therapy e CIHHA
CJ Claims .’ e e 0 T Ecommunications

L_l Misc'
rwl Occupa

Specific Task

AL OASIS

If you have items NOT started or in Saved you will need to verify that the visit was

completed/conducted

(11/03/2020 - 11/03/2020)

Task '  i ; . o Status :
OASIS-D1 Recerﬁﬁcatidn ; Submltted with ngnature
(11/03/2020 - 11/03/2020)
Task. 0 0 o 0 Staws S
OA’SIS-D1 Recertiﬂcation’ : , éavéd Re-Assign
OASIS-D1 Transfer Exported
OASIS-D1 Recertification Saved Re-Assign
OASIS-D1 Start of Care Saved - Re-Assign
(11/03/2020 - 11/03/2020)
 Task S ; ' F Status - : : o o
OASIS-D1 Resumpuon of Care [ Saved Re-Assign

Example:




If you have 10 oasis scheduled form the previous day and only 8 were conducted because 1
was a missed visit and request for a different day and the 2nd one the nurse did not see it on
their schedule. 8 /10 =80%

DELIVERY 2 and DELIVERY 3

% Orders Outstanding >15 days (Target <15%)

%Orders Outstanding >30 Days (Target 0%)
Go into Orders Manager under the pending Physician signature tab / under the colored tabs to
left of the page

0.0 £0.0 160.G 24C.¢ 320.C 400G

Pending by Days

You click on the tabs 15-30 and scroll down to see the count then you click on the 31-60 to scroll
down to get the total number of orders out and then so on for the rest of the tabs 61-90, 91-120,
>120 _ .

(Hint you can get your Delivery 1 and Delivery 2 data in one pulling)

Example: Take your total number of orders greater than 15 days (120 ) and then divide by the
total number of orders (240) = 50%
Then do the same for the >30 Day orders

PRODUCTIVITY 1

% Orders Outstanding >10 days without F2F completed (Target 0%)
Go into Orders Manager under the pending Physician signature tab then type in the filter by
search: F2F

Export all data (35 %

Filier by search:

sred  Sent  LastSent  Age

This will bring up only Face to Faces pending physician signature
Then go to the colored tabs



.0 80.0 160.C 24G.0 32G6.6 40G.00

Pendmg oy Days o e e et e et oo
And get your data from the number of F2F outside of 10 days

Example:
If you have 25 faces to faces outside of 10 days divide that by the total number of face to faces
100 to get your total % (25 /100 = 25%)

PRODUCTIVITY 2
% Scheduled PoCs that Matches a Group (Target 95%)

Go to schedule a report, pull all Oasis form the prior day - all SOC, ROC, and RECRTs
need to be reviewed for matching a grouping (falling into a frequency overview

grouping).

If you need to have a Grouping sheet (frequency overview) sent to you please let me
know

Example: You have 3 SOCs from prior day - 2 oasis with primary DX of CHF and have
frequencies that are 1w1,2w2,1gow6 which falls into the suggested grouping or
CHF, then you have a SOC with primary DX of COPD with frequency of 2w5, 1w4
which does not fall into a specific grouping. So you would take 1/3 =33%
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Meeting Date:

REQUIRED: Administrator; RSM; BDL
OPTIONAL: President of Sales; VP of Clinical Ops; Back Office Staff as necessary

Focus Priority
GROWTH

Accountability Weekly Sales & Ops Meeting

X CHOICE

# Haslth At Harma

Focus Priority
GROSS MARGIN

Focus Priority
QUALITY

Focus Priority
GROWTH

Focus Priority
GROSS MARGIN

Focus Priority
QUALITY

MTD / Target _

% Goal

Admits/Day to achieve goal

FTE > Budget

Operations Admissions
> Budget

Sales Admissions
_>_Budget

Recerts >Budget

Branch Discharges Current Week:|

Improvement Strategy

Current Week

Previous Week

Barriers

Conversion Rate

Top Non-Admit Reason

Pending Referrals 5+
G Days

; Reférral Process

‘ lmprdveﬁ‘iénfStVrategy




Accountability Weekly Sales & Ops Meeting

= CHOIC,E,

& 2alth At Home

Current Week - Previous Week

£ "iVOpen‘ Sales Regs

Open Back Office Reqs

Open Field Reqs

. Upcommg'lees

'ReéignatiOn/ Terrns :

Recrurtmg Events

Turnover

. Improvement Strategy

Current Week | Previous Week Trends / Barriers

Admlssmns

',Referral Conversmn %

~ # of Patlents >3 COC

Current Week | Previous Week Trends/Barriers

 Unbilled > 90 Days

_ Unsigned Orders
 F2F Tracking

' ’lmp‘roVeynﬁent, 5{St',rategy

“Current Week | Previous Wee Focus Area/Barriers

' Focus Area Outcomes,

Satlsfactron ;

5 % Within 24 H‘ou‘rs'

Improvement Strategy




