POSITION DESCRIPTION / PERFORMANCE EVALUATION

Job Title: Home Health Administrator Supervised by: Governing Body
Prepared by: Approved by:
Date: Date:

Job Summary: Organizes and directs the HHA’s day-to-day operations, ensuring compliance with State and Federal
regulations. Employs qualified staff and ensures adequate staff education and evaluations. Responsible for an
effective budgeting and accounting system. Develops policies and procedures. Develops a system of staff
communication that ensures coordinated implementation of plans of treatment and the utilization of necessary
services for comprehensive care of patients. Ensures accuracy of public information materials and activities.

DUTIES AND RESPONSIBILITIES:

3 = Exceeds Performance 2 = Expected Performance 1 = Needs Improvement
[ : in the Following 2 i

Meets regularly with the Governing Body. Interprets and implements Governing Body 3 2 1
policies for guidance of staff, patients and public.

Maintains ongoing liaison among the Governing Body, the group of professionals and 3 2 1
staff.

Plans, coordinates, directs and controls the operations of the HHA. 3 2 1
Maintains effective communication between the Governing Body, professional staff and 3 2 1
HHA staff.

Ensures that qualified staff are hired and that such staff receive adequate inservices and 3 2 1
evaluations.

Exercises objective and mature judgment in properly controlling all aspects of financial 3 2 1

operation by receiving ongoing reports from bookkeeping/accounting staff.

Maintains a system of staff communication that ensures coordinated implementation of 3 2 1
plan of care, and the utilization of necessary services for comprehensive patient care.

Participates in the HHA'’s Information Management and Quality Assessment and 3 2 1
Performance Improvement (QAPI) programs.

Develops the capital and operating budgets. 3 2 1
Develops policies and procedures. 3 2 1
Keeps up-to-date on new developments as related to the HHA in regard to state and 3 2 1

federal regulatory agencies.
Provides oversight relative to OASIS data collection and transmission. 3 2 1

Represents and interprets the HHA'’s functions to other institutions, the public, government 3 2 1
agencies and other organizations.

Supports and maintains a culture of safety and quality. 3 2 1
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Adheres to dress code, appearance is neat and clean. 3 2 1
Completes annual education requirements. 3 2 1
Maintains regulatory requirements, including all federal, state, local regulations and 3 2 1

accrediting organization standards.

Maintains and ensures patient confidentiality at all times. 3 2 1
Reports to work on time and as scheduled. 3 2 1
Wears identification while on duty. 3 2 1
Attends annual review and performs departmental inservices. 3 2 1
Available during all operating hours, and/or ensures a qualified, pre-designated person is 3 2 1

available during all operating hours.

Works at maintaining a good rapport and a cooperative working relationship with 3 2 1
physicians, departments and staff.

Represents the organization in a positive and professional manner. 3 2 1
Attends committee, QAPI and management meetings, as appropriate. 3 2 1
Ensures compliance with policies and procedures regarding HHA operations, fire safety, 3 2 1

emergency management and infection prevention and control.

Complies with all organizational policies regarding ethical business practices. 3 2 1
Communicates the mission, ethics and goals of the organization. 3 2 1
Total Points
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L] Prior to January 13, 2018:
. A licensed physician or
o A Registered Nurse or
o Has training and experience in health service administration and at least one (1) year of supervisory

or administrative experience in home healthcare or related health programs.

L] On or after January 13, 2018:

. A licensed physician or
o A Registered Nurse or
. Holds an undergraduate degree and
. Has experience in health service administration with at least one (1) year of supervising
administrative experience in home healthcare or a related healthcare program.
Language Skills;
L] Able to communicate effectively in English, both verbally and in writing.
L] Additional languages preferred.
Skills:
L] Knowled_ge of the duties and functions of the home health HHA and its relationship to the healthcare
community.
L] Comprehensive knowledge of state and federal guidelines and regulations.
Physical Demands:
L] gor phytsical demands of position, including vision, hearing, repetitive motion and environment, see following
escription.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions of the position without compromising patient care.

| have received, read and understand the Position Description/Performance Evaluation above.

Name/Signature Date Signed
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DESCRIPTION OF
PHYSICAL DEMANDS

JOB TITLE:

DEPARTMENT:

NAME:

# HOURS/WORKDAY:

DEVELOPED BY:

DATE DEVELOPED:

MANAGER SIGNATURE:

DATE:

CHECK APPROPRIATE BOX FOR EACH OF THE FOLLOWING ITEMS TO BEST DESCRIBE THE EXTENT OF THE SPECIFIC
ACTIVITY PERFORMED BY THE STAFF MEMBERS IN THIS POSITION

PHYSICAL DEMANDS

On-the-job time is spent in the following physical activities
Show the amount of time by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Stand:

Walk:

Sit:

Talk or hear:

Use hands to finger, handle or feel:

Push/Pull:

Stoop, kneel, crouch or crawl:

Reach with hands and arms:

Taste or smell:

This job requires that weight be lifted or force be exerted. Show how
much and how often by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Up to 10 pounds:

Up to 25 pounds:

Up to 50 pounds:

Up to 100 pounds:

More than 100 pounds:

This job has special vision requirements. Check all that apply.

Close Vision (clear vision at 20 inches or less)

Distance Vision (clear vision at 20 feet or more)

Color Vision (ability to identify and distinguish colors)

Peripheral Vision (ability to observe an area that can be

seen up and down or to the left and right while eyes are

fixed on a given point)

a Depth Perception (three-dimensional vision; ability to
judge distances and spatial relationships)

Q  Ability to Adjust Focus (ability to adjust eye to bring an
object into sharp focus)

a No Special Vision Requirements

O0o0D

Specific demands not listed:

Note: Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential
functions of this position.
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WORK ENVIRONMENT

This job requires exposure to the following environmental conditions.

Show the amount of time by checking the appropriate boxes below.

— Amount of Time —
None | upto | 1/3to | 2/3 and
1/3 1/2 more

Wet, humid conditions (non
weather):
Work near moving mechanical parts:
Fumes or airborne particles:
Toxic or caustic chemicals:
Outdoor weather conditions:
Extreme cold (non-weather):
Extreme heat (non-weather):
Risk of electrical shock:
Work with explosives:
Risk of radiation:
Vibration:

The typical noise level for the work environment is:
(Check all that apply)

Q Very Quiet

O Quiet

O Moderate Noise

4 Loud Noise
4 Very Loud Noise

Hearing:
Q Ability to hear alarms on equipment
O Ability to hear patient call
Q Ability to hear instructions from physician/department staff

REPETITIVE MOTION ACTIONS

— Number of Hours —
Repetitive use of foot control 0 1-2 3-4 5-6 7+

A. Right only

B. Left Only

C. Both

Repetitive use of hands

A. Right only

B. Left Only

C. Both

Grasping: simple/light

A. Right only

B. Left Only

C. Both

Grasping: firm/heavy

A. Right only

B. Left Only

C. Both

Fine Dexterity

A. Right only

B. Left Only

C. Both
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PERFORMANCE EVALUATION CONTINUATION PAGE

Staff Member: Job Title:
Performance Evaluation Score:
80 -100% = Exceeds Performance
# of total points achieved X 100 = % 50 - 79% = Expected Performance
(maximum score) 0 - 49% = Needs Improvement
Manager's Comments:
Recommended Goals/Actions:
Staff Member Comments:
Actions Recommended by Department Manager:
Q Performance Review Only Q Salary Increase:
Q Next Performance Review on: Q Salary Increase Denied
Staff Member Signature Date
Department Manager Signature Date
Administrative Signature Date
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STAFF MEMBER

ANNUAL PROFESSIONAL PERFORMANCE AND COMPETENCY EVALUATION

As a member of the organization's staff team, your comments and input are important to both the
continuing development and quality provision of patient care and services of the institution. Your continued
professional growth and job satisfaction are primary goals of the organization. The administrative team
and your department supervisor are interested in your comments regarding the following:

o o > »

10.

11.

1-5

(1 = poor, 5 = excellent)
How would you rate your current job satisfaction level?

How would you rate your current job performance?

How would you rate the organization’s provision of personnel benefits?

How would you rate the organization’s provisions for staff continuing education?
How would you rate the organization’s physical working environment?

How would you rate the organization’s emotional working environment?

List your professional goals:

List any departmental goals that may differ from professional goals (include educational and
performance goals):

Is there anything the organization can do to help you achieve any of these goals? 0 Yes O No

If so, please describe:

Comments you feel may assist the organization with improving staff satisfaction levels:

Note: This organization pledges to utilize information provided for the sole purpose of improving staff

satisfaction and assisting the author with achievement of advanced personal and/or professional
growth.
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PERFORMANCE EVALUATION
POPULATION-SPECIFIC/AGE-RELATED COMPETENCY
HOME HEALTH ADMINISTRATOR

Name: Date:
Unit: Evaluator:
Age Range of Patients to Whom Service is Provided: Neonate to Geriatric

Population-specific staff competency means considering the populations served by the HHA when assessing and
validating the knowledge, skills, and ability of staff members to carry out their job responsibilities.

Each patient care department should define the population they serve.

Population-specific staff competence tells how care, treatment and services are modified to meet the needs of an
individual in a specified population.

Populations served can be defined by (not all inclusive): age (neonates to geriatrics); gender; specific disease
or condition; point on the wellness-illness spectrum, including conditions considered urgent, acute or chronic;
level of physical and mental ability; availability of family and social support; culture; linguistics.

Please add additional population-specific staff competencies that are defined by your HHA.

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

NEONATE/INFANT (Newborn to 2 years)

° Ensures staff maintain a safe environment for patients and staff, and staff 1 2 3
provides patient/family education.

L Maintains patient confidentiality. 1 2 3

L Interacts with patient/families/significant others in a calming, caring 1 2 3
professional manner.

o Provides age specific inservices for staff. 1 2 3

° 1 2 3

° 1 2 3

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH ADMINISTRATOR (continued)

PEDIATRICS (2-11 years)

° Ensures staff maintains a safe environment for the patient, family and
staff. Provides staff education.

o Talks to the child in language that the child can understand.

o Talks to patients/families in a calm, caring, professional manner. Allows
for privacy needs.

o Maintains patient confidentiality.

ADOLESCENT (12-21 years)

o Ensures staff maintains safe environment. Provides age specific staff
education.
o Allows patient to have choice and control over situations and environment,

as appropriate to condition and situation.

o Recognizes the importance of body image.
o Allows for privacy needs.
L Maintains patient confidentiality with parental/caregiver involvement and

education, as appropriate to age and consent of patient.

o Avoids use of condescending language.

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH ADMINISTRATOR (continued)

ADULT

o Involves patient in care. Allows patient to maintain control; involves
patient in decision-making as appropriate to condition and situation.

° Maintains confidentiality. Respects privacy.

o Encourages participation in care, provides education, as appropriate to
disease entity and processes.

o Encourages family support.

[ J

[ J

GERIATRIC

o Ensures staff maintains safe environment related to equipment, fall
precautions, mobility needs, aspiration potential and mental status.
Provides age specific staff education.

L Allows patient to maintain control; involves patient in decision-making as
appropriate to condition and situation.

o Allows for possible hearing and/or vision loss, speaking in lower, louder
tones as necessary; provides additional or brighter lighting, larger print,
etc.

L Provides all patient instructions slowly, speaking distinctly and assesses
for patient understanding.

o Considers mobility needs, maintains ROM, prevents contracture formation.

L Encourages family support, involving family in care, education and
decisions, as appropriate.

[ J

[ J
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Ensures staff maintains safe environment related to equipment, mental
status. Provides age specific staff education.

=

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH ADMINISTRATOR (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 +225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT
EVALUATION OF CLINICAL PERFORMANCE
HOME HEALTH ADMINISTRATOR

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

o Develops and implements procedures to attract qualified staff. 1 2 3 NA

o Keeps up-to-date on new developments in regard to state and federal 1 2 3 NA
regulatory agencies.

L Is a representative of the HHA to the public, government agencies and 1 2 3 NA
other organizations.

o Develops the capital and operating budgets for the HHA. 1 2 3 NA

o Coordinates the treatment plans and the utilization of necessary services 1 2 3 NA
to benefit patient care.

o Ensures the HHA meets and surpasses accrediting organization 1 2 3 NA
standards.
o Participates in the HHA's Information Management and Quality 1 2 3 NA

Assessment and Performance Improvement (QAPI) plans.

° Keeps up-to-date on new methods, products, trends, etc., and 1 2 3 NA
communicates this information to staff.

o Networks to be able to use peer group as a resource for problem solving. 1 2 3 NA
o Demonstrates strong, accurate decision making capabilities. 1 2 3 NA
o Demonstrates knowledge of HHA Administrator's role in the Emergency 1 2 3 NA

Operations Plan.
° Demonstrates knowledge of HIPAA regulations. 1 2 3 NA

° Demonstrates knowledge and ability to use the organization’s Electronic 1 2 3 NA
Health Record (EHR) system.

o Demonstrates knowledge of infection prevention and control policies and 1 2 3 NA
procedures, i.e., Standard Precautions, Transmission-Based Precautions,
personal protective equipment, aseptic technique, hand hygiene.
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH
ADMINISTRATOR (continued)

o Demonstrates knowledge of and follows organization policies regarding 1 2 3 NA
the applicable National Patient Safety Goals. (See NPSGs Competency
Form)

o Demonstrates competency in the knowledge of the delivery of patient care 1 2 3 NA

in an environment that optimizes patient safety and reduces the likelihood
of medical/health care errors.

° Demonstrates the knowledge of proper identification and reporting of 1 2 3 NA
medical/health care errors. Protects the patient in the event of a
medical/health care error and, as appropriate, assists in medical/health
care error resolution.

o HHA Environment - Able to locate and/or demonstrate knowledge of:
. HHA directory 1 2 3 NA
. Physician directory 1 2 3 NA
. Governing Body directory 1 2 3 NA
o Community resources, support services 1 2 3 NA
o Government agencies 1 2 3 NA
. Fire Equipment:
" Alarms 1 2 3 NA
n Extinguishers 1 2 3 NA
" Exit doors 1 2 3 NA
L HHA Organization - Able to describe the roles and functions of:
. Governing Body 1 2 3 NA
. Patient Care Services Director 1 2 3 NA
. Medical Director 1 2 3 NA
. Physicians 1 2 3 NA
. Ethics Committee 1 2 3 NA
o Nursing Staff 1 2 3 NA
. Other 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH
ADMINISTRATOR (continued)

° HHA Resources - Able to locate and demonstrate the use of;:

Home Health Policy and Procedure Manual
Infection Prevention and Control Manual
OASIS Policy and User Manual
Fire/Emergency Management Manual
Safety Data Sheets (SDS) Manual
Community Resources

QAPI Documentation

Patient Teaching Manual

Other

1 2 3 NA

1 2 3 NA

1 2 3 NA

1 2 3 NA

1 2 3 NA

° HHA Routines - Able to describe, locate and/or demonstrate knowledge of:

Communication System:

n Bulletin boards
n Logbooks
n Meeting minutes
n Reports/memos/statistics
n Ordering supplies
° Cultural Factors:
. Religion

Food preferences
Family/community relationships
Healthcare attitudes/understanding
Trust/privacy needs

Socioeconomic environment
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH
ADMINISTRATOR (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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POSITION DESCRIPTION / PERFORMANCE EVALUATION

Job Title: Home Health Patient Care Services Director Supervised by: Administrator
Prepared by: Approved by:
Date: Date:

Job Summary: Provides overall planning, direction, coordination, management and supervision of all nursing and
professional services in conjunction with the Administrator. Assures quality of care by reviewing and assessing each
service.

DUTIES AND RESPONSIBILITIES:

3 = Exceeds Performance 2 = Expected Performance 1 = Needs Improvement

[ : in the Eollowi _

Keeps the Administrator informed on all events which occur. 3 2 1
Advises the Administrator as to basis of contracting health services to be provided. 3 2 1
Provides the Administrator with statistical data involving patients and health services 3 2 1
areas.

Develops, evaluates, reviews, revises and implements policies and procedures; goals and 3 2 1

objectives; and standards of care relevant to patient services and staff functions.

Performs patient care responsibilities considering needs specific to the standard of care 3 2 1
for patient’s age.

Ability to adequately assess and reassess pain. Utilizes appropriate pain management 3 2 1
techniques. Educates the patient and family regarding pain management.

Performs all aspects of patient care in an environment that optimizes patient safety and 3 2 1
reduces the likelihood of medical/health care errors.

Supports and maintains a culture of safety and quality. 3 2 1

Demonstrates knowledge of medications and their correct administration based on age of 3 2 1
the patient and the patient’s clinical position.

Follows the seven (7) medication rights and reduces the potential for medication errors. 3 2 1

Addresses and supports cultural practices, as long as such practices do not harm others 3 2 1
or interfere with the planned course of medical therapy.

Coordinates all patient services by reviewing plans of treatment, assuring case 3 2 1
conferences are conducted, reviewing clinical and progress notes, periodic patient
evaluations and determining frequency and/or staffing patterns.

Assists in preparing and controlling the HHA’s annual budget. 3 2 1

Aids in the HHA'’s goal of retaining quality staff by appropriately hiring, orienting, training, 3 2 1
evaluating and disciplining staff within established policy.
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ot llowi ]
Ensures staff are scheduled to ensure proper coverage within authorized staffing levels.

Ensures orientation and ongoing training programs are developed and provided for HHA
staff.

Ensures staff receive timely, complete and documented orientation and training.

Conducts performance evaluations in a timely, measurable and objective manner.
Investigates unsatisfactory performance evaluations and plans for remediation.
Communicates this information to the Administrator.

Maintains a working knowledge of current Medicare, Medicaid and third party payer
requirements for home care reimbursement.

Communicates and coordinates with physician’s offices, payers, patients/families,

outpatient services and inpatient coordinator, regarding the care and status of the patient.

Keeps up-to-date on new methods, products, trends, etc., and communicates this
information to staff.

Participates in the HHA'’s Information Management and Quality Assessment and
Performance Improvement (QAPI) programs.

Supports and complies with the HHA'’s policies.

Possesses understanding of applicable state and federal regulations as applicable to
home care and communicates updates to staff.

Possesses understanding of the OASIS data collection and reporting process.

Professional Requirements:

Adheres to dress code, appearance is neat and clean.
Completes annual education requirements.

Maintains regulatory requirements, including all federal, state, local regulations and
accrediting organization standards.

Maintains and ensures patient confidentiality at all times.
Reports to work on time and as scheduled.

Wears identification while on duty.

Attends annual review and performs departmental inservices.

Works at maintaining a good rapport and a cooperative working relationship with
physicians, departments and staff.

Represents the organization in a positive and professional manner.
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Attends committee, QAPI and management meetings, as appropriate. 3 2 1

Resolves staff concerns at the departmental level, utilizing the grievance process as 3 2 1
required.
Ensures compliance with policies and procedures regarding HHA operations, fire safety, 3 2 1

emergency management and infection prevention and control.

Effectively and consistently communicates administrative directive to staff and encourages 3 2 1
interactive departmental meetings and discussions.

Complies with all organizational policies regarding ethical business practices. 3 2 1
Communicates the mission, ethics and goals of the HHA. 3 2 1
Total Points
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L] Registered Nurse with a Bachelors Degree in Nursing from an accredited program.
L] Three (3) years nursing experience in community health or home health services in the past five (5) years.
L] At least one (1) year supervisory and administrative experience.
[ Public Health Nurse Certificate required.
L] Current license from the state Board of Registered Nursing.
[ Current BCLS certification.
Language Skills:
[ Able to communicate effectively in English, both verbally and in writing.
L] Additional languages preferred.
Skills:
L] Thorough knowledge and understanding of the functions of the HHA.
L] Ability to plan, coordinate, direct and control the health services of the HHA.
L] Competency in general nursing theory, techniques and practice.
Physical Demands:
L] For physical demands of position, including vision, hearing, repetitive motion and environment, see following
description.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions of the position without compromising patient care.
| have received, read and understand the Position Description/Performance Evaluation above.
Name/Signature Date Signed
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DESCRIPTION OF
PHYSICAL DEMANDS

JOB TITLE:

DEPARTMENT:

NAME:

# HOURS/WORKDAY:

DEVELOPED BY:

DATE DEVELOPED:

MANAGER SIGNATURE:

DATE:

CHECK APPROPRIATE BOX FOR EACH OF THE FOLLOWING ITEMS TO BEST DESCRIBE THE EXTENT OF THE SPECIFIC
ACTIVITY PERFORMED BY THE STAFF MEMBERS IN THIS POSITION

PHYSICAL DEMANDS

On-the-job time is spent in the following physical activities
Show the amount of time by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Stand:

Walk:

Sit:

Talk or hear:

Use hands to finger, handle or feel:

Push/Pull:

Stoop, kneel, crouch or crawl:

Reach with hands and arms:

Taste or smell:

This job requires that weight be lifted or force be exerted. Show how
much and how often by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Up to 10 pounds:

Up to 25 pounds:

Up to 50 pounds:

Up to 100 pounds:

More than 100 pounds:

This job has special vision requirements. Check all that apply.

Close Vision (clear vision at 20 inches or less)

Distance Vision (clear vision at 20 feet or more)

Color Vision (ability to identify and distinguish colors)

Peripheral Vision (ability to observe an area that can be

seen up and down or to the left and right while eyes are

fixed on a given point)

a Depth Perception (three-dimensional vision; ability to
judge distances and spatial relationships)

Q  Ability to Adjust Focus (ability to adjust eye to bring an
object into sharp focus)

a No Special Vision Requirements

O0o0D

Specific demands not listed:

Note: Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential
functions of this position.
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WORK ENVIRONMENT

This job requires exposure to the following environmental conditions.

Show the amount of time by checking the appropriate boxes below.

— Amount of Time —
None | upto | 1/3to | 2/3 and
1/3 1/2 more

Wet, humid conditions (non
weather):
Work near moving mechanical parts:
Fumes or airborne particles:
Toxic or caustic chemicals:
Outdoor weather conditions:
Extreme cold (non-weather):
Extreme heat (non-weather):
Risk of electrical shock:
Work with explosives:
Risk of radiation:
Vibration:

The typical noise level for the work environment is:
(Check all that apply)

Q Very Quiet

O Quiet

O Moderate Noise

4 Loud Noise
4 Very Loud Noise

Hearing:
Q Ability to hear alarms on equipment
O Ability to hear patient call
Q Ability to hear instructions from physician/department staff

REPETITIVE MOTION ACTIONS

— Number of Hours —
Repetitive use of foot control 0 1-2 3-4 5-6 7+

A. Right only

B. Left Only

C. Both

Repetitive use of hands

A. Right only

B. Left Only

C. Both

Grasping: simple/light

A. Right only

B. Left Only

C. Both

Grasping: firm/heavy

A. Right only

B. Left Only

C. Both

Fine Dexterity

A. Right only

B. Left Only

C. Both
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PERFORMANCE EVALUATION CONTINUATION PAGE

Staff Member: Job Title:
Performance Evaluation Score:
80 -100% = Exceeds Performance
# of total points achieved X 100 = % 50 - 79% = Expected Performance
(maximum score) 0 - 49% = Needs Improvement
Manager's Comments:
Recommended Goals/Actions:
Staff Member Comments:
Actions Recommended by Department Manager:
Q Performance Review Only Q Salary Increase:
Q Next Performance Review on: Q Salary Increase Denied
Staff Member Signature Date
Department Manager Signature Date
Administrative Signature Date
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STAFF MEMBER

ANNUAL PROFESSIONAL PERFORMANCE AND COMPETENCY EVALUATION

As a member of the organization's staff team, your comments and input are important to both the
continuing development and quality provision of patient care and services of the institution. Your continued
professional growth and job satisfaction are primary goals of the organization. The administrative team
and your department supervisor are interested in your comments regarding the following:

o o > »

10.

11.

1-5

(1 = poor, 5 = excellent)
How would you rate your current job satisfaction level?

How would you rate your current job performance?

How would you rate the organization’s provision of personnel benefits?

How would you rate the organization’s provisions for staff continuing education?
How would you rate the organization’s physical working environment?

How would you rate the organization’s emotional working environment?

List your professional goals:

List any departmental goals that may differ from professional goals (include educational and
performance goals):

Is there anything the organization can do to help you achieve any of these goals? 0 Yes O No

If so, please describe:

Comments you feel may assist the organization with improving staff satisfaction levels:

Note: This organization pledges to utilize information provided for the sole purpose of improving staff

satisfaction and assisting the author with achievement of advanced personal and/or professional
growth.
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PERFORMANCE EVALUATION

POPULATION-SPECIFIC/AGE-RELATED COMPETENCY
HOME HEALTH PATIENT CARE SERVICES DIRECTOR

Name: Date:
Unit: Evaluator:
Age Range of Patients to Whom Service is Provided: Neonate to Geriatric

Population-specific staff competency means considering the populations served by the HHA when assessing and

validating the knowledge, skills, and ability of staff members to carry out their job responsibilities.

Each patient care department should define the population they serve.

Population-specific staff competence tells how care, treatment and services are modified to meet the needs of an
individual in a specified population.

Populations served can be defined by (not all inclusive): age (neonates to geriatrics); gender; specific disease
or condition; point on the wellness-illness spectrum, including conditions considered urgent, acute or chronic;
level of physical and mental ability; availability of family and social support; culture; linguistics.

Please add additional population-specific staff competencies that are defined by your HHA.

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

NEONATE/INFANT (Newborn to 2 years)

Maintains safe environment: warmth, crib rails in “up” position and locked,
no toys with removable parts, no small or sharp objects left out; provides
safety education to caregiver/parents.

Involves parents/caregivers in care; ensures return demonstration;
encourages parental assistance in provision of care.

Provides information on immunizations.
Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc.,
for the neonatal patient.

Demonstrates knowledge of medicine conversion rates for neonatal/infant
dosing.

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH PATIENT CARE SERVICES DIRECTOR (continued)

Recognizes abuse/neglect potential.

Interprets nonverbal communication.

Keeps parents/caregivers in field of vision.

Provides familiar objects (as possible and appropriate).

Uses distraction methods to calm (i.e., visually stimulating objects, bottle,
pacifier).

Approaches and provides care in calm, tender manner.

PEDIATRICS (2-11 years)

Maintains safe environment: age appropriate toys and/or games; no small

or sharp objects left out. Aware of need for peer relationships. Uses age
appropriate equipment (i.e., potty chair); ensures safe nutrition (cuts food
into small bites to prevent choking).

Involves child in care and educates parents/caregivers at same time.
Ensures return demonstration; allows child to have control by allowing
choices, as appropriate to situation.

Discusses immunization status with parents.
Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc.,
for the pediatric patient.

Demonstrates knowledge of medicine conversion rates for the pediatric
patient.

Interprets nonverbal communication.

Recognizes abuse/neglect potential.

Explains all procedures in language that child can understand.
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NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH PATIENT CARE SERVICES DIRECTOR (continued)

Plans procedures and activities in relation to child’s impulse gratification
needs and decreased attention span.

Approaches child in calm manner; uses direct approach with child; allows
for privacy needs (ages 9-11); encourages personal hygiene and
grooming, as appropriate to condition.

Uses praise as a reward for positive attitude and behavior. Uses touch as
a form of comfort, as appropriate to child’s needs and reactions.

ADOLESCENT (12-21 years)

Maintains safe environment: assesses for depression/suicidal ideation
and keeps dangerous items out of patient’s ability to obtain. Assesses
patient’s ability to manage “self-held” and/or “self-operated equipment”.

Involves patient in care, treatments and procedures. Allows time for and
encourages questions, explaining issues to patient in language patient can
understand. Allows patient to have choice and control over situations and
environment, as appropriate to condition and situation.

Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc.,
for the adolescent patient.

Demonstrates knowledge of medication dosages for the adolescent
patient.

Explains all treatments and procedures thoroughly to patient before they
are performed.

Avoids using condescending language.
Recognizes the importance of body image.
Recognizes abuse/neglect potential.

Allows for privacy needs. Encourages and allows for personal hygiene
activities.

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH PATIENT CARE SERVICES DIRECTOR (continued)

° Maintains patient confidentiality with parental/caregiver involvement and 1 2 3 NA
education, as appropriate to age and consent of patient.

o Encourages verbalization of fears. Discusses options and possible 1 2 3 NA
choices patient can make to increase control and foster patient
confidence.
° 1 2 3 NA
° 1 2 3 NA
ADULT
o Maintains safe environment related to equipment and mental status. 1 2 3 NA
o Involves patient in care, treatments and procedures. Allows patient to 1 2 3 NA

maintain control; involves patient in decision-making and planning of care,
as appropriate to condition and situation.

o Demonstrates clinical knowledge of expected lab values, vital signs, etc., 1 2 3 NA
for the adult patient.

o Demonstrates knowledge of medication dosages for the adult patient. 1 2 3 NA

L Explains rationale for all treatments and procedures to patient prior to 1 2 3 NA
performance.

° Encourages participation in care, provides education, as appropriate to

disease entity and processes.

. Facilitates maintenance of body image. 12 3 NA
L Recognizes/respects concerns over interruption of work, plans, goals, etc. 1 2 3 NA
. Recognizes abuse/neglect potential. 1 2 3 NA
) Recognizes fears of potential life style changes. 1 2 3 NA
° Encourages family support. 1 2 3 NA

° Encourages verbalization of fears and anxiety; maintains therapeutic
communication with patient.
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH PATIENT CARE SERVICES DIRECTOR (continued)

GERIATRIC

° Maintains safe environment related to equipment, fall precautions, mobility 1 2 3 NA
needs, aspiration potential and mental status.

o Involves patient in care, treatments and procedures. Allows patient to 1 2 3 NA
maintain control; involves patient in decision-making and planning of care,
as appropriate to condition and situation.

o Explains all treatments, tests and procedures, explaining to patient, prior 1 2 3 NA
to performance.

o Allows for possible hearing and/or vision loss, speaking in lower, louder 1 2 3 NA
tones as necessary; provides additional or brighter lighting, larger print,
etc.

o Provides all patient instructions slowly, speaking distinctly and assesses 1 2 3 NA
for patient understanding.

° Assesses and monitors potential for skin breakdown, decreased bowel 1 2 3 NA
function and/or medication absorption.

o Recognizes high risk of infection and sepsis. 1 2 3 NA

o Recognizes interaction of coexisting health conditions. 1 2 3 NA

L Recognizes potential for fluid and electrolyte imbalance. 1 2 3 NA

o Demonstrates clinical knowledge of expected lab values, vital signs, etc., 1 2 3 NA
for the geriatric patient.

o Demonstrates knowledge of medication dosages for the geriatric patient. 1 2 3 NA

o Recognizes potential for adverse drug reactions and interactions. 1 2 3 NA

. Recognizes abuse/neglect potential. 1 2 3 NA

o Recognizes importance of autonomy and sense of usefulness. 1 2 3 NA

L Considers mobility needs, provides appropriate transportation, maintains 1 2 3 NA

ROM, prevents contracture formation.

o Encourages family support, involving family in care, education and
decisions, as appropriate.
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH PATIENT CARE SERVICES DIRECTOR (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT
EVALUATION OF CLINICAL PERFORMANCE
HOME HEALTH PATIENT CARE SERVICES DIRECTOR

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

° Demonstrates knowledge of the Patient Care Services Director's rolein 1 2 3 NA
the absence of the Administrator.

o Demonstrates knowledge of the HHA's security plan. 1 2 3 NA

o Demonstrates knowledge of the current Medicare requirements for home 1 2 3 NA
care reimbursement.

o Keeps up-to-date on new developments in regard to state and federal 1 2 3 NA
regulatory agencies.

o Demonstrates strong, accurate decision making capabilities. 1 2 3 NA

o Demonstrates thorough knowledge and understanding of the functions of 1 2 3 NA
the HHA.

° Demonstrates the ability to plan, coordinate, direct and control the health 1 2 3 NA

services of the HHA.

o Demonstrates thorough knowledge and understanding of the accrediting
organization standards, federal, state and local regulations, and OASIS.

o Maintains a good working relationship with the administrator and staff. 1 2 3 NA

L Assures quality care by reviewing and assessing each service. 1 2 3 NA

o Demonstrates competency in general nursing theory, techniques and 1 2 3 NA
practice.

o Documentation meets current standards and policies. 1 2 3 NA

o Demonstrates the knowledge and ability to be a resource person for the 1 2 3 NA
HHA staff.

o Demonstrates knowledge of infection prevention and control policies and 1 2 3 NA

procedures, i.e., Standard Precautions, Transmission-Based Precautions,
personal protective equipment, aseptic technique, hand hygiene.
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH PATIENT CARE
SERVICES DIRECTOR (continued)

o HHA Direction:
. Oversight of nursing and professional staff 1 2 3 NA
o Staffing 1 2 3 NA
. Performance evaluations 1 2 3 NA
o Staff education: inservices, orientation 1 2 3 NA
. Infection prevention and control processes 1 2 3 NA
. Safety precautions 1 2 3 NA
. Security precautions 1 2 3 NA
. Assists with annual budget 1 2 3 NA
. Patient complaints 1 2 3 NA
. Conflict resolution 1 2 3 NA
o Demonstrates knowledge and ability to perform the following:
. Intake Service: Admission Record, Orders for Service 1 2 3 NA
. Patient Assessments and Reassessments 1 2 3 NA
. Nursing process - assessment; intervention; (including pain 1 2 3 NA
assessment, reassessment, management and patient/family
education regarding pain), etc.
. Plan of Care 1 2 3 NA
. Discharge Planning 1 2 3 NA
. OASIS Data Collection 1 2 3 NA
o Waived Testing: Evaluation includes written evaluation of theory; direct 1 2 3 NA
observation of test performance by a qualified proctor; direct observation
of quality control methodologies (equipment calibration, outdating,
troubleshooting, quality control and remedial actions, documentation of
guality control measures), if applicable.
o List waived testing performed:
. Blood glucose monitoring 1 2 3 NA
. Fecal occult blood testing 1 2 3 NA
o Reagent strips for Urinalysis 1 2 3 NA
. Other 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH PATIENT CARE
SERVICES DIRECTOR (continued)

o List criteria for identification of abuse victims:
. Infant/child 1 2 3 NA
. Adolescent 1 2 3 NA
. Elderly 1 2 3 NA
. Domestic abuse 1 2 3 NA
. Fiduciary 1 2 3 NA
o Neglect 1 2 3 NA

o Demonstrates competence in reporting victims of abuse according to 1 2 3 NA

established facility standards and state and local laws.

o Demonstrates knowledge of and follows organization policies regarding 1 2 3 NA
the applicable National Patient Safety Goals. (See NPSGs Competency
Form)

o Demonstrates competency in the knowledge of the delivery of patient care 1 2 3 NA

in an environment that optimizes patient safety and reduces the likelihood
of medical/health care errors.

L Demonstrates the knowledge of proper identification and reporting of 1 2 3 NA
medical/health care errors. Protects the patient in the event of a
medical/health care error and, as appropriate, assists in medical/health
care error resolution.

L Demonstrates knowledge of role in Emergency Operations Plan. 1 2 3 NA
o Demonstrates knowledge of HIPAA regulations. 1 2 3 NA
o Demonstrates knowledge and ability to use the organization’s Electronic 1 2 3 NA

Health Record (EHR) system.

o HHA Environment - Able to locate and/or demonstrate knowledge of:
. HHA directory 1 2 3 NA
. Physician directory 1 2 3 NA
. Telephone system 1 2 3 NA
o Beeper system 1 2 3 NA
. Fax 1 2 3 NA
o Computer system 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH PATIENT CARE
SERVICES DIRECTOR (continued)

. Charge system 1 2 3 NA
. Fire Equipment:

n Alarms 1 2 3 NA

n Fire extinguishers 1 2 3 NA

L] Exit doors 1 2 3 NA

o HHA Organization - Able to describe roles and functions of:
. Home Health Administrator 1 2 3 NA
. Governing Body 1 2 3 NA
. Medical Director 1 2 3 NA
. Physicians 1 2 3 NA
. Ethics Committee 1 2 3 NA
o Case Manager 1 2 3 NA
o Clinical Supervisor 1 2 3 NA
o Nursing Staff 1 2 3 NA
. Pharmacy 1 2 3 NA
o Other 1 2 3 NA
° HHA Resources - Able to locate and demonstrate the use of:

. Reviews and revises Home Health Policy and Procedure Manual 1 2 3 NA
. Infection Prevention and Control Manual 1 2 3 NA
. OASIS Policy and User Manual 1 2 3 NA
. Fire/Safety Manual 1 2 3 NA
o Emergency Management Manual 1 2 3 NA
. Safety Data Sheets (SDS) Manual 1 2 3 NA
. Patient Teaching Material/Aids 1 2 3 NA
. PDR/Drug Reference Manual 1 2 3 NA
. Specific Reference Materials/Community Resources 1 2 3 NA
o QAPI Documentation 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH PATIENT CARE
SERVICES DIRECTOR (continued)

. Other 1 2 3 NA
° HfHA Routines - Able to describe, locate, and/or demonstrate knowledge
of:
. Communication System:
n Bulletin boards 1 2 3 NA
n Logbooks 1 2 3 NA
L] Meeting minutes 1 2 3 NA
L] Reports/memos/statistics 1 2 3 NA
n Ordering supplies 1 2 3 NA
o Cultural Factors:
o Religion 1 2 3 NA
. Food preferences 1 2 3 NA
. Family/community relationships 1 2 3 NA
. Healthcare attitudes/understanding 1 2 3 NA
. Trust/privacy needs 1 2 3 NA
. Socioeconomic environment 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH PATIENT CARE
SERVICES DIRECTOR (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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POSITION DESCRIPTION / PERFORMANCE EVALUATION

Job Title: Home Health Clinical Supervisor Supervised by: Patient Care Services Director
Prepared by: Approved by:
Date: Date:

Job Summary: Provides direct supervision of all patient services staff; coordinates care services. Collaborates with
HHA staff to ensure the submission of accurate OASIS data and assists with reconciling errors. Contributes to
operational process development. Represents department on committees as requested.

DUTIES AND RESPONSIBILITIES:

3 = Exceeds Performance 2 = Expected Performance 1 = Needs Improvement
[ : in the Following 2 i
Directs nursing and home healthcare as prescribed by the attending physician. Reviews 3 2 1

all plans of treatments for accuracy, appropriateness and completeness.

Maintains accurate records of all services rendered to patients. 3 2 1
Evaluates and regularly reevaluates the therapy and nursing needs of each patient. 3 2 1
Supervises and trains other nursing services staff. Provides orientation to new staff. 3 2 1
Performs clinical supervisory visits on each Home Health Aide patient every two (2) 3 2 1

weeks, as applicable.

Performs initial admission assessment and evaluation of the HHA'’s patients, as 3 2 1
applicable.
Ability to adequately assess and reassess pain. Utilizes appropriate pain management 3 2 1

techniques. Educates the patient and family regarding pain management.

Performs all aspects of patient care in an environment that optimizes patient safety and 3 2 1
reduces the likelihood of medical/health care errors.

Supports and maintains a culture of safety and quality. 3 2 1

Reports to the physician the patient’s response to treatments, including drugs, and 3 2 1
changes in the patient’s physical or emotional condition.

Demonstrates knowledge of medications and their correct administration based on age of 3 2 1
the patient and patient’s clinical position.

Follows the seven (7) medication rights and reduces the potential for medication errors. 3 2 1
Teaches, supervises and counsels the patient and family members regarding the nursing 3 2 1
care needs.

Performs patient care responsibilities considering needs specific to the standard of care 3 2 1

for patient’s age.

Addresses and supports cultural practices, as long as such practices do not harm others 3 2 1
or interfere with the planned course of medical therapy.

Supports and carries out the HHA'’s policies. 3 2 1

Participates in the HHA’s Information Management and Quality Assessment and 3 2 1

Performance Improvement (QAPI) programs.
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Assures that monthly case conferences are done on each patient, recorded and filed in 3 2 1
patient’s chart.

Presents weekly report to the Administrator and Patient Care Services Director on 3 2 1
activities and visit count.

Performs other administrative duties as assigned by Patient Care Services Director. 3 2 1

Assists Patient Care Services Director in meeting the accrediting organization standards 3 2 1
and federal, state and local regulations.

Keeps up-to-date on new methods, products, trends, etc., and communicates this 3 2 1
information to other staff.

fessi I . ]
Adheres to dress code, appearance is neat and clean. 3 2 1
Completes annual educational requirements. 3 2 1
Maintains regulatory requirements. 3 2 1
Maintains patient confidentiality at all times. 3 2 1
Reports to work on time and as scheduled, completes work within designated time. 3 2 1
Wears identification while on duty, uses computerized punch time system correctly. 3 2 1
Attends committee, QAPI and management meetings, as appropriate. 3 2 1
Actively participates in QAPI activities. 3 2 1
Represents the organization in a positive and professional manner in the community. 3 2 1
Maintains regulatory requirements, including all federal, state, local regulations and 3 2 1

accrediting organization standards.

Complies will all organizational policies regarding ethical business practices. 3 2 1
Resolves staff concerns at the departmental level, utilizing the grievance process as 3 2 1
required.

Ensures compliance with policies and procedures regarding HHA operations, fire safety, 3 2 1

emergency management and infection prevention and control.

Effectively and consistently communicates administrative directives to staff and 3 2 1
encourages interactive meetings and discussions.

Communicates the mission, ethics and goals of the organization. 3 2 1

Total Points
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Requlatory Requirements:

L] Bachelors Degree in Nursing from an accredited nursing program.

L] Registered Nurse, currently licensed in the state.

L] Public Health Nursing experience desirable with minimum of two (2) years in a community health setting.

Language SKills:

[ Able to communicate effectively in English, both verbally and in writing.

L] Additional languages preferred.

Skills:

L] Comprehensive knowledge of general nursing theory and practice.

L] Demonstrated ability in supervision and leadership.

[ Ability to coordinate patient care services.

Physical Demands:

L] gor phyt$ical demands of position, including vision, hearing, repetitive motion and environment, see following
escription.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions of the position without compromising patient care.

| have received, read and understand the Position Description/Performance Evaluation above.

Name/Signature Date Signed
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DESCRIPTION OF
PHYSICAL DEMANDS

JOB TITLE:

DEPARTMENT:

NAME:

# HOURS/WORKDAY:

DEVELOPED BY:

DATE DEVELOPED:

MANAGER SIGNATURE:

DATE:

CHECK APPROPRIATE BOX FOR EACH OF THE FOLLOWING ITEMS TO BEST DESCRIBE THE EXTENT OF THE SPECIFIC
ACTIVITY PERFORMED BY THE STAFF MEMBERS IN THIS POSITION

PHYSICAL DEMANDS

On-the-job time is spent in the following physical activities
Show the amount of time by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Stand:

Walk:

Sit:

Talk or hear:

Use hands to finger, handle or feel:

Push/Pull:

Stoop, kneel, crouch or crawl:

Reach with hands and arms:

Taste or smell:

This job requires that weight be lifted or force be exerted. Show how
much and how often by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Up to 10 pounds:

Up to 25 pounds:

Up to 50 pounds:

Up to 100 pounds:

More than 100 pounds:

This job has special vision requirements. Check all that apply.

Close Vision (clear vision at 20 inches or less)

Distance Vision (clear vision at 20 feet or more)

Color Vision (ability to identify and distinguish colors)

Peripheral Vision (ability to observe an area that can be

seen up and down or to the left and right while eyes are

fixed on a given point)

a Depth Perception (three-dimensional vision; ability to
judge distances and spatial relationships)

Q  Ability to Adjust Focus (ability to adjust eye to bring an
object into sharp focus)

a No Special Vision Requirements

O0o0D

Specific demands not listed:

Note: Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential
functions of this position.

Reference #4022 Home Health

WORK ENVIRONMENT

This job requires exposure to the following environmental conditions.

Show the amount of time by checking the appropriate boxes below.

— Amount of Time —
None | upto | 1/3to | 2/3 and
1/3 1/2 more

Wet, humid conditions (non
weather):
Work near moving mechanical parts:
Fumes or airborne particles:
Toxic or caustic chemicals:
Outdoor weather conditions:
Extreme cold (non-weather):
Extreme heat (non-weather):
Risk of electrical shock:
Work with explosives:
Risk of radiation:
Vibration:

The typical noise level for the work environment is:
(Check all that apply)

Q Very Quiet

O Quiet

O Moderate Noise

4 Loud Noise
4 Very Loud Noise

Hearing:
Q Ability to hear alarms on equipment
O Ability to hear patient call
Q Ability to hear instructions from physician/department staff

REPETITIVE MOTION ACTIONS

— Number of Hours —
Repetitive use of foot control 0 1-2 3-4 5-6 7+

A. Right only

B. Left Only

C. Both

Repetitive use of hands

A. Right only

B. Left Only

C. Both

Grasping: simple/light

A. Right only

B. Left Only

C. Both

Grasping: firm/heavy

A. Right only

B. Left Only

C. Both

Fine Dexterity

A. Right only

B. Left Only

C. Both
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PERFORMANCE EVALUATION CONTINUATION PAGE

Staff Member: Job Title:
Performance Evaluation Score:
80 -100% = Exceeds Performance
# of total points achieved X 100 = % 50 - 79% = Expected Performance
(maximum score) 0 - 49% = Needs Improvement
Manager's Comments:
Recommended Goals/Actions:
Staff Member Comments:
Actions Recommended by Department Manager:
Q Performance Review Only Q Salary Increase:
Q Next Performance Review on: Q Salary Increase Denied
Staff Member Signature Date
Department Manager Signature Date
Administrative Signature Date
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STAFF MEMBER

ANNUAL PROFESSIONAL PERFORMANCE AND COMPETENCY EVALUATION

As a member of the organization's staff team, your comments and input are important to both the
continuing development and quality provision of patient care and services of the institution. Your continued
professional growth and job satisfaction are primary goals of the organization. The administrative team
and your department supervisor are interested in your comments regarding the following:

o o > »

10.

11.

1-5

(1 = poor, 5 = excellent)
How would you rate your current job satisfaction level?

How would you rate your current job performance?

How would you rate the organization’s provision of personnel benefits?

How would you rate the organization’s provisions for staff continuing education?
How would you rate the organization’s physical working environment?

How would you rate the organization’s emotional working environment?

List your professional goals:

List any departmental goals that may differ from professional goals (include educational and
performance goals):

Is there anything the organization can do to help you achieve any of these goals? 0 Yes O No

If so, please describe:

Comments you feel may assist the organization with improving staff satisfaction levels:

Note: This organization pledges to utilize information provided for the sole purpose of improving staff

satisfaction and assisting the author with achievement of advanced personal and/or professional
growth.
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PERFORMANCE EVALUATION
POPULATION-SPECIFIC/AGE-RELATED COMPETENCY
HOME HEALTH CLINICAL SUPERVISOR

Name: Date:
Unit: Evaluator:
Age Range of Patients to Whom Service is Provided: Neonate to Geriatric

Population-specific staff competency means considering the populations served by the HHA when assessing and
validating the knowledge, skills, and ability of staff members to carry out their job responsibilities.

Each patient care department should define the population they serve.

Population-specific staff competence tells how care, treatment and services are modified to meet the needs of an
individual in a specified population.

Populations served can be defined by (not all inclusive): age (neonates to geriatrics); gender; specific disease
or condition; point on the wellness-illness spectrum, including conditions considered urgent, acute or chronic;
level of physical and mental ability; availability of family and social support; culture; linguistics.

Please add additional population-specific staff competencies that are defined by your HHA.

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

NEONATE/INFANT (Newborn to 2 years)

° Maintains safe environment: warmth, crib rails in “up” position and locked, 1 2 3
no toys with removable parts, educates family members.

L Maintains patient confidentiality. 1 2 3

° Involves parents/caregivers in care; ensures return demonstration; 1 2 3
encourages parental assistance in provision of care.

o Provides familiar objects (as possible and appropriate). 1 2 3

° Uses distraction methods to calm (i.e., visually stimulating objects, bottle, 1 2 3
pacifier).

° Interprets nonverbal communication. 1 2 3

° Demonstrates knowledge of growth and development. 1 2 3

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH CLINICAL SUPERVISOR (continued)

Demonstrates clinical knowledge of expected lab values, vital signs, etc.,
for the neonate.

Knows appropriate medication dosages for age and weight of the infant.

Approaches and provides care in calm, tender manner.

PEDIATRICS (2-11 years)

Maintains safe environment. Age appropriate toys and/or games. Aware
of need for peer relationships (i.e., with visitors); Uses age appropriate
equipment (i.e., potty chair); ensures safe nutrition (cuts food into small
bites to prevent choking).

Involves child in care and educates parents/caregivers at same time.
Ensures return demonstration; allows child to have control by allowing
choices, as appropriate to situation.

Talks to the child in language that the child can understand.

Plans procedures and activities in relation to child’s impulse gratification
needs and decreased attention span.

Approaches child in calm manner; uses direct approach with child; allows
for privacy needs (ages 9-11); encourages personal hygiene and
grooming, as appropriate to condition.

Maintains patient confidentiality.
Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc.,
for the child.

Knows appropriate medication dosages for the age and weight of the
child.

Uses praise as a reward for positive attitude and behavior. Uses touch as
a form of comfort, as appropriate to child’s needs and reactions.

Interprets nonverbal communication.

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH CLINICAL SUPERVISOR (continued)

ADOLESCENT (12-21 years)

o Maintains safe environment: assesses for depression/suicidal ideation
and keeps dangerous items out of patient’s ability to obtain.

o Involves patient in care, Allows time for and encourages questions,
explaining issues to patient in language patient can understand. Allows
patient to have choice and control over situations and environment, as
appropriate to condition and situation.

o Recognizes the importance of body image.

o Allows for privacy needs. Encourages patient to perform own personal
hygiene if able.

o Maintains patient confidentiality with parental/caregiver involvement and
education, as appropriate to age and consent of patient.

o Demonstrates knowledge of growth and development.

° Demonstrates clinical knowledge of expected lab values, vital signs, etc.,
for the adolescent patient.

o Demonstrates knowledge of medication dosages for the adolescent
patient.

o Avoids use of condescending language.

L Recognizes abuse/neglect potential.

o Encourages verbalization of fears.

[ J

[ J

ADULT

° Maintains safe environment related to equipment, mental status.

o Involves patient in care. Allows patient to maintain control; involves
patient in decision-making and planning of care, as appropriate to
condition and situation.

o Explains rationale for all treatments, tests and procedures, explaining to

patient prior to performance.

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH CLINICAL SUPERVISOR (continued)

o Maintains confidentiality. Respects privacy.

o Demonstrates clinical knowledge of expected lab values, vital signs, etc.,
for the adult patient.

o Demonstrates knowledge of medication dosages for the adult patient.

o Facilitates maintenance of body image.

o Encourages participation in care, provides education, as appropriate to
disease entity and processes.

L Encourages family support.

o Encourages verbalization of fears and anxiety; maintains therapeutic
communication with patient.

[ J

[ J

GERIATRIC

o Maintains safe environment related to equipment, fall precautions, mobility
needs, aspiration potential and mental status.

L Involves patient in care. Allows patient to maintain control; involves
patient in decision-making and planning of care, as appropriate to
condition and situation.

o Explains all treatments to patient, prior to performance.

L Allows for possible hearing and/or vision loss, speaking in lower, louder
tones as necessary; provides additional or brighter lighting, larger print,
etc.

L Provides all patient instructions slowly, speaking distinctly and assesses
for patient understanding.

° Assesses and monitors potential for skin breakdown, decreased bowel
function and/or medication absorption.

° Considers mobility needs, maintains ROM, prevents contracture formation.

o Recognizes risk of infection and sepsis.

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH CLINICAL SUPERVISOR (continued)

Demonstrates clinical knowledge of expected lab values, vital signs, etc.
for the geriatric patient.

Demonstrates knowledge of medication dosages for the geriatric patient.
Recognizes potential for adverse drug reactions and interactions.
Recognizes interaction of coexisting health conditions.

Recognizes potential for fluid and electrolyte imbalance.

Knowledgeable about medication precautions.

Recognizes abuse/neglect potential.

Recognizes importance of autonomy and sense of usefulness.

Encourages family support, involving family in care, education and
decisions, as appropriate.
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH CLINICAL SUPERVISOR (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT
EVALUATION OF CLINICAL PERFORMANCE
HOME HEALTH CLINICAL SUPERVISOR

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

o Keeps up-to-date on new products, trends, methods. 1 2 3 NA

o Demonstrates knowledge of nursing process - assessment; intervention; 1 2 3 NA
(including pain assessment, reassessment, management and
patient/family education regarding pain), etc.

L Completes initial patient assessments in the established timeframe. 1 2 3 NA

o Develops and implements a plan of care for each patient. Updates care
plans as needed.

U Medical/Surgical Skills:
. Indwelling urinary catheter insertion; male and female 1 2 3 NA
. IM injection 1 2 3 NA
. IV antibiotics protocol 1 2 3 NA
. TPN protocol:
n Initiating 1 2 3 NA
n Maintaining with monitoring of finger stick blood sugars and 1 2 3 NA
daily weights
. Chemotherapy:
L] General precautions 1 2 3 NA
n Mixing 1 2 3 NA
" Administration 1 2 3 NA
n Antiemetics 1 2 3 NA
L] Waste transport and disposal 1 2 3 NA
(] Extravasation protocol 1 2 3 NA
L] Drug protocols 1 2 3 NA
L] Spill kit and protocol 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CLINICAL
SUPERVISOR (continued)

Morphine Sulfate Infusion:

n IV administration

n Subcutaneous administration
] Calculation of rate

L] Narcan preparation

Disposal of controlled drugs when they are no longer needed by

the patient

Able to respond to anaphylactic reaction to a medication inthe

patient’'s home

Peripheral 1V placement

PICC protocaol:

L] Maintenance

n Dressing and cap change
n View PICC film (10 min.)
Hickman catheter protocol:

= Venous

n Epidural

Groshong catheter protocol

Portacath protocol

Equipment:

Infusion pump

Laboratory Evaluation:

Peripheral collection

Semipermanent catheter collection
Laboratory requisitions and appropriate tubes
Clot for type and crossmatch

Blood cultures
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CLINICAL
SUPERVISOR (continued)

Wound cultures 1 2 3 NA
Clean-catch urine for culture 1 2 3 NA

Infusion Pump:

Operations 1 2 3 NA
Familiar with manual 1 2 3 NA
Reservoir filling 1 2 3 NA

Inhalation Therapy Visits:

Standard home visit 1 2 3 NA
Supervising home visit 1 2 3 NA
Medicare 1 2 3 NA
Hospice Medicare 1 2 3 NA

List criteria for identification of abuse victims:

Infant/child 1 2 3 NA
Adolescent 1 2 3 NA
Elderly 1 2 3 NA
Domestic abuse 1 2 3 NA
Fiduciary 1 2 3 NA
Neglect 1 2 3 NA
Demonstrates competence in reporting victims of abuse according to 1 2 3 NA

established facility standards and state and local laws.

Waived Testing: Evaluation includes written evaluation of theory; direct 1 2 3 NA
observation of test performance by a qualified proctor; direct observation
of quality control methodologies (equipment calibration, outdating,
troubleshooting, quality control and remedial actions, documentation of
guality control measures), if applicable.

List waived testing performed:

Blood glucose monitoring 1 2 3 NA

Fecal occult blood testing 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CLINICAL
SUPERVISOR (continued)

Reagent strips for Urinalysis 1 2 3 NA
Other 1 2 3 NA

Documentation: Able to provide thorough knowledge of:

Record of services rendered to patients 1 2 3 NA
Patient reports to physicians 1 2 3 NA
Monthly case conferences 1 2 3 NA
Weekly reports to Administrator and Patient Care Services 1 2 3 NA

Director; activities, visit count

Demonstrates knowledge and ability to use the organization’s Electronic Health 1 2 3 NA
Record (EHR) system.

Demonstrates knowledge of HIPAA regulations. 1 2 3  NA
Demonstrates knowledge of and follows organization policies regarding the 1 2 3 NA
applicable National Patient Safety Goals. (See NPSGs Competency
Form)
Demonstrates knowledge of infection prevention and control policies and 1 2 3 NA

procedures, i.e., Standard Precautions, Transmission-Based Precautions,
personal protective equipment, aseptic technique, hand hygiene.

Demonstrates competency in the knowledge of the delivery of patient care in an 1 2 3 NA
environment that optimizes patient safety and reduces the likelihood of
medical/health care errors.

Demonstrates the knowledge of proper identification and reporting of 1 2 3 NA
medical/health care errors. Protects the patient in the event of a
medical/health care error and, as appropriate, assists in medical/health
care error resolution.

Demonstrates knowledge of the HHA's Emergency Operations Plan. 1 2 3 NA

Staff Direction:

Oversight of staff 1 2 3 NA
Orientation training 1 2 3 NA
Inservices 1 2 3 NA
Patient and Staff Safety 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CLINICAL
SUPERVISOR (continued)

Performance evaluations 1 2 3

HHA Environment - Able to locate and/or demonstrate knowledge of:

HHA directory 1 2 3
Physician directory 1 2 3
Telephone system 1 2 3
Beeper system 1 2 3
Fax 1 2 3
Computer system 1 2 3
Charge system 1 2 3

Fire Equipment:

Alarms 1 2 3
Fire extinguishers 1 2 3
Exit doors 1 2 3

HHA Organization - Able to describe roles and functions of:

Administrator 1 2 3
Patient Care Services Director 1 2 3
Medical Director 1 2 3
Physicians 1 2 3
Ethics Committee 1 2 3
Intake Nurse 1 2 3
Case Manager 1 2 3
Aides 1 2 3
Other 1 2 3

HHA Resources - Able to locate and demonstrate the use of:

Home Health Policy and Procedure Manual 1 2 3

OASIS Policy and User Manual 1 2 3

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CLINICAL
SUPERVISOR (continued)

Infection Prevention and Control Manual 1 2 3 NA
Fire/Safety Manual 1 2 3 NA
Emergency Management Manual 1 2 3 NA
Safety Data Sheets (SDS) Manual 1 2 3 NA
Patient Teaching Manual 1 2 3 NA
Patient Teaching Aids/Materials 1 2 3 NA
PDR/Drug Reference Manual 1 2 3 NA
Community resources 1 2 3 NA
QAPI Documentation 1 2 3 NA
Other 1 2 3 NA

HHA Routines: Able to describe, locate and/or demonstrate knowledge of:

Communication System:

Demonstrates understanding of the principle of information 1 2 3 NA
management.
Bulletin boards 1 2 3 NA
Logbooks 1 2 3 NA
Meeting minutes 1 2 3 NA
Ordering supplies 1 2 3 NA
Care Plans:
Documents appropriately in the medical record, legible with each 1 2 3 NA

entry authenticated
Documents psychosocial patient issues 1 2 3 NA
Complete patient acuity 1 2 3 NA

Cultural Factors:

Religion 1 2 3 NA
Food preferences 1 2 3 NA
Family/community relationships 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CLINICAL
SUPERVISOR (continued)

Healthcare attitudes/understanding 1 2 3 NA
Trust/privacy needs 1 2 3 NA
Socioeconomic environment 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CLINICAL
SUPERVISOR (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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POSITION DESCRIPTION / PERFORMANCE EVALUATION

Job Title: Home Health Intake Nurse Supervised by: Home Health Clinical Supervisor
and Patient Care Services Director

Prepared by: Approved by:

Date: Date:

Job Summary: The Intake Nurse is responsible for the screening and recertification of home health referrals.

DUTIES AND RESPONSIBILITIES:

3 = Exceeds Performance 2 = Expected Performance 1 = Needs Improvement

[ : in the Eollowi _

Responsible for obtaining accurate referral information. 3 2 1
Obtains specific physician orders for recertification of home care services. 3 2 1
Ensures that physician’s orders are communicated to the HHA'’s staff with accuracy, 3 2 1

thoroughness and understanding.

Communicates patient’s data and observations verbally and through recording. 3 2 1
Plans with the physician to implement changes to improve patient care. 3 2 1
Performs patient care responsibilities considering needs specific to the standard of care 3 2 1

for patient’s age.

Ability to adequately assess and reassess pain. Utilizes appropriate pain management 3 2 1
techniques. Educates the patient and family regarding pain management.

Performs all aspects of patient care in an environment that optimizes patient safety and 3 2 1
reduces the likelihood of medical/health care errors.

Supports and maintains a culture of safety and quality. 3 2 1

Demonstrates knowledge of medications and their correct administration based on age of 3 2 1
the patient and patient’s clinical position.

Follows the seven (7) medication rights and reduces the potential for medication errors. 3 2 1

Addresses and supports cultural practices, as along as such practices do not harm others 3 2 1
or interfere with the planned course of medical therapy.

Participates in the HHA’s Information Management and Quality Assessment and 3 2 1
Performance Improvement (QAPI) programs.

Complies with the HHA'’s policies. 3 2 1

Assists administration in meeting the accrediting organization standards and federal, state 3 2 1
and local regulations.

Possesses thorough knowledge of the OASIS data collection and reporting process and 3 2 1
applicable regulatory requirements.
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Professional Requirements:
Adheres to dress code, appearance is neat and clean.

Completes annual education requirements.

Maintains regulatory requirements.

Maintains patient confidentiality at all times.

Reports to work on time and as scheduled, completes work within designated time.
Wears identification while on duty, uses computerized punch time system correctly.
Completes inservices and returns in a timely fashion.

Attends annual review and department inservices, as scheduled.

Attends at least staff meetings annually, reads and returns all monthly staff meeting
minutes.

Represents the organization in a positive and professional manner.

Actively participates in QAPI activities.

Complies with all organizational policies regarding ethical business practices.
Communicates the mission, ethics and goals of the organization.

Total Points

Reference #4010 Home Health 2 0f 6
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Requlatory Requirements:

L] Graduate of an accredited nursing school/program.

L] Current state RN or LPN/LVN licensure.

L] Prior experience in home health.

Language Skills;

[ Able to communicate effectively in English, both verbally and in writing.

L] Additional languages preferred.

Skills:

L] Understands regulations governing home healthcare.

Physical Demands:

L] For physical demands of position, including vision, hearing, repetitive motion and environment, see following
description.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions of the position without compromising patient care.

| have received, read and understand the Position Description/Performance Evaluation above.

Name/Signature Date Signed
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DESCRIPTION OF
PHYSICAL DEMANDS

JOB TITLE:

DEPARTMENT:

NAME:

# HOURS/WORKDAY:

DEVELOPED BY:

DATE DEVELOPED:

MANAGER SIGNATURE:

DATE:

CHECK APPROPRIATE BOX FOR EACH OF THE FOLLOWING ITEMS TO BEST DESCRIBE THE EXTENT OF THE SPECIFIC
ACTIVITY PERFORMED BY THE STAFF MEMBERS IN THIS POSITION

PHYSICAL DEMANDS

On-the-job time is spent in the following physical activities
Show the amount of time by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Stand:

Walk:

Sit:

Talk or hear:

Use hands to finger, handle or feel:

Push/Pull:

Stoop, kneel, crouch or crawl:

Reach with hands and arms:

Taste or smell:

This job requires that weight be lifted or force be exerted. Show how
much and how often by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Up to 10 pounds:

Up to 25 pounds:

Up to 50 pounds:

Up to 100 pounds:

More than 100 pounds:

This job has special vision requirements. Check all that apply.

Close Vision (clear vision at 20 inches or less)

Distance Vision (clear vision at 20 feet or more)

Color Vision (ability to identify and distinguish colors)

Peripheral Vision (ability to observe an area that can be seen
up and down or to the left and right while eyes are fixed
on a given point)

Depth Perception (three-dimensional vision; ability to judge
distances and spatial relationships)

Ability to Adjust Focus (ability to adjust eye to bring an
object into sharp focus)

No Special Vision Requirements

Specific demands not listed:

Note: Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential
functions of this position.
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WORK ENVIRONMENT

This job requires exposure to the following environmental conditions.
Show the amount of time by checking the appropriate boxes below.

Amount of Time —
None | upto | 1/3to | 2/3 and
1/3 1/2 more

Wet, humid conditions (non
weather):

Work near moving mechanical parts:
Fumes or airborne particles:
Toxic or caustic chemicals:
Outdoor weather conditions:
Extreme cold (non-weather):
Extreme heat (non-weather):
Risk of electrical shock:
Work with explosives:

Risk of radiation:

Vibration:

The typical noise level for the work environment is:
(Check all that apply)
Very Quiet 4 Loud Noise
Quiet 4 Very Loud Noise
Moderate Noise

Hearing:
Ability to hear alarms on equipment
Ability to hear patient call
Ability to hear instructions from physician/department staff

REPETITIVE MOTION ACTIONS

Number of Hours —
Repetitive use of foot control 0 1-2 3-4 5-6 7+

Right only

Left Only

Both

Repetitive use of hands

Right only

Left Only

Both

Grasping: simple/light

Right only

Left Only

Both

Grasping: firm/heavy

Right only

Left Only

Both

Fine Dexterity

Right only

Left Only

Both
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PERFORMANCE EVALUATION CONTINUATION PAGE

Staff Member: Job Title:

Performance Evaluation Score:
80 - 100% = Exceeds Performance
# of total points achieved X 100 = % 50 - 79% = Expected Performance
(maximum score) 0 - 49% = Needs Improvement

Manager's Comments:

Recommended Goals/Actions:

Staff Member Comments:

Actions Recommended by Department Manager:

Performance Review Only Salary Increase:

Next Performance Review on: Salary Increase Denied
Staff Member Signature Date

Department Manager Signature Date
Administrative Signature Date
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STAFF MEMBER
ANNUAL PROFESSIONAL PERFORMANCE AND COMPETENCY EVALUATION

As a member of the organization's staff team, your comments and input are important to both the
continuing development and quality provision of patient care and services of the institution. Your continued
professional growth and job satisfaction are primary goals of the organization. The administrative team
and your department supervisor are interested in your comments regarding the following:

1-5

(1 = poor, 5 = excellent)
How would you rate your current job satisfaction level?

How would you rate your current job performance?

How would you rate the organization’s provision of personnel benefits?

How would you rate the organization’s provisions for staff continuing education?
How would you rate the organization’s physical working environment?

How would you rate the organization’s emotional working environment?

List your professional goals:

List any departmental goals that may differ from professional goals (include educational and performance
goals):

Is there anything the organization can do to help you achieve any of these goals? 0 Yes O No

If so, please describe:

Comments you feel may assist the organization with improving staff satisfaction levels:

Note: This organization pledges to utilize information provided for the sole purpose of improving staff
satisfaction and assisting the author with achievement of advanced personal and/or professional
growth.
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PERFORMANCE EVALUATION
POPULATION-SPECIFIC/AGE-RELATED COMPETENCY
HOME HEALTH INTAKE NURSE

Name: Date:
Unit: Evaluator:
Age Range of Patients to Whom Service is Provided: Neonate to Geriatric

Population-specific staff competency means considering the populations served by the HHA when assessing and
validating the knowledge, skills, and ability of staff members to carry out their job responsibilities.

Each patient care department should define the population they serve.

Population-specific staff competence tells how care, treatment and services are modified to meet the needs of an
individual in a specified population.

Populations served can be defined by (not all inclusive): age (neonates to geriatrics); gender; specific disease
or condition; point on the wellness-illness spectrum, including conditions considered urgent, acute or chronic;
level of physical and mental ability; availability of family and social support; culture; linguistics.

Please add additional population-specific staff competencies that are defined by your HHA.

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

NEONATE/INFANT (Newborn to 2 years)

Maintains safe environment: warmth, crib rails in “up” position and locked, no toys 1 2 3
with removable parts, educates family members.

Maintains patient confidentiality. 1 2 3

Involves parents/caregivers in care; ensures return demonstration; 1 2 3
encourages parental assistance in provision of care.

Provides familiar objects (as possible and appropriate). 1 2 3

Uses distraction methods to calm (i.e., visually stimulating objects, bottle, 1 2 3
pacifier).

Interprets nonverbal communication. 1 2 3

Demonstrates knowledge of growth and development. 12 3

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH INTAKE NURSE (continued)

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
neonate.

Knows appropriate medication dosages for age and weight of the infant.

Approaches and provides care in calm, tender manner.

°
PEDIATRICS (2-11 years)

Maintains safe environment. Age appropriate toys and/or games. Aware of need
for peer relationships (i.e., with visitors); Uses age appropriate
equipment (i.e., potty-chair); ensures safe nutrition (cuts food into small
bites to prevent choking).

Involves child in care and educates parents/caregivers at same time.
Ensures return demonstration; allows child to have control by allowing
choices, as appropriate to situation.

Talks to the child in language that the child can understand.

Plans procedures and activities in relation to child’s impulse gratification needs
and decreased attention span.

Approaches child in calm manner; uses direct approach with child; allows for
privacy needs (ages 9-11); encourages personal hygiene and grooming,
as appropriate to condition.

Maintains patient confidentiality.
Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
child.

Knows appropriate medication dosages for the age and weight of the child.

Uses praise as a reward for positive attitude and behavior. Uses touch as a form
of comfort, as appropriate to child’s needs and reactions.

Interprets nonverbal communication.

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH INTAKE NURSE (continued)

ADOLESCENT (12-21 years)

Maintains safe environment: assesses for depression/suicidal ideation and
keeps dangerous items out of patient’s ability to obtain.

Involves patient in care. Allows time for and encourages questions, explaining
issues to patient in language patient can understand. Allows patient to
have choice and control over situations and environment, as
appropriate to condition and situation.

Recognizes the importance of body image.

Allows for privacy needs. Encourages patient to perform own personal
hygiene if able.

Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
adolescent patient.

Demonstrates knowledge of medication dosages for the adolescent
patient.

Maintains patient confidentiality with parental/caregiver involvement and
education, as appropriate to age and consent of patient.

Avoids use of condescending language.
Recognizes abuse/neglect potential.

Encourages verbalization of fears.

°
ADULT

Maintains safe environment related to equipment, mental status.

Involves patient in care. Allows patient to maintain control; involves patient
in decision-making and planning of care, as appropriate to
condition and situation.

Explains rationale for all treatments, tests and procedures, explaining to
patient prior to performance.

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH INTAKE NURSE (continued)

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
adult patient.

Demonstrates knowledge of medication dosages for the adult patient.
Maintains confidentiality. Respects privacy.
Facilitates maintenance of body image.

Encourages participation in care, provides education, as appropriate to
disease entity and processes.

Encourages family support.

Encourages verbalization of fears and anxiety; maintains therapeutic
communication with patient.

)
GERIATRIC

Maintains safe environment related to equipment, fall precautions, mobility needs,
aspiration potential and mental status.

Involves patient in care. Allows patient to maintain control; involves patient
in decision-making and planning of care, as appropriate to
condition and situation.

Explains all treatments to patient, prior to performance.

Allows for possible hearing and/or vision loss, speaking in lower, louder tones
as necessary; provides additional or brighter lighting, larger print, etc.

Provides all patient instructions slowly, speaking distinctly and assesses for
patient understanding.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
geriatric patient.

Demonstrates knowledge of medication dosages for the geriatric patient.

Recognizes potential for adverse drug reactions and interactions.

1

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH INTAKE NURSE (continued)

Assesses and monitors potential for skin breakdown, decreased bowel
function and/or medication absorption.

Considers mobility needs, maintains ROM, prevents contracture formation.
Recognizes risk of infection and sepsis.

Recognizes interaction of coexisting health conditions.

Recognizes potential for fluid and electrolyte imbalance.

Knowledgeable about medication precautions.

Recognizes abuse/neglect potential.

Recognizes importance of autonomy and sense of usefulness.

Encourages family support, involving family in care, education and
decisions, as appropriate.
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH INTAKE NURSE (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT
EVALUATION OF CLINICAL PERFORMANCE
HOME HEALTH INTAKE NURSE

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

Intake Service:

Obtains accurate referral information 1 2 3 NA
Completes initial patient intake form (admission record) 1 2 3 NA
Verifies benefits from private insurance company 1 2 3 NA
Completes insurance verification form 1 2 3 NA
Obtains physician's orders for home health services 1 2 3 NA
Communicates physician's orders to HHA care staff with accuracy 1 2 3 NA
Demonstrates knowledge of the HHA’s admitting criteria 1 2 3 NA
Expresses thorough knowledge of the accrediting organization standards, 1 2 3 NA

federal, state and local regulations, and state scope of practice.

Demonstrates knowledge of nursing process - assessment; intervention; 1 2 3 NA
(including pain assessment, reassessment, management and
patient/family education regarding pain), etc.

Demonstrates strong, accurate decision making capabilities. 1 2 3 NA

List criteria for identification of abuse victims:

Infant/child 1 2 3 NA
Adolescent 1 2 3 NA
Elderly 1 2 3 NA
Domestic abuse 1 2 3 NA
Fiduciary 1 2 3 NA
Neglect 1 2 3 NA
Demonstrates competence in reporting victims of abuse according to 1 2 3 NA

established facility standards and state and local laws.
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH INTAKE
NURSE (continued)

Demonstrates knowledge of the HHA's Emergency Operations Plan. 1 2 3 NA
Demonstrates knowledge of HIPAA regulations. 1 2 3 NA
Demonstrates knowledge and ability to use the organization’s Electronic Health 1 2 3 NA

Record (EHR) system.

Demonstrates knowledge of infection prevention and control policies and 1 2 3 NA
procedures, i.e., Standard Precautions, Transmission-Based Precautions,
personal protective equipment, aseptic technique, hand hygiene.

Demonstrates knowledge of and follows organization policies regarding the 1 2 3 NA
applicable National Patient Safety Goals. (See NPSGs Competency
Form)

Demonstrates competency in the knowledge of the delivery of patient care in an 1 2 3 NA
environment that optimizes patient safety and reduces the likelihood of
medical/health care errors.

Demonstrates the knowledge of proper identification and reporting of 1 2 3 NA
medical/health care errors. Protects the patient in the event of a
medical/health care error and, as appropriate, assists in medical/health
care error resolution.

Demonstrates understanding of OASIS data collection and submission 1 2 3 NA
process and time-specific period associated with data collection.

HHA Environment - Able to locate and/or demonstrate knowledge/use of:

HHA directory 1 2 3 NA
Physician directory 1 2 3 NA
Home Healthcare Agencies 1 2 3 NA
Telephone system 1 2 3 NA
Beeper system 1 2 3 NA
Fax 1 2 3 NA
Computer system 1 2 3 NA
Charge system 1 2 3 NA

Fire Equipment:
Alarms 1 2 3 NA
Fire extinguishers 1 2 3 NA

Reference #4012 Home Health 20f5 © MCN Healthcare (800) 538-6264



ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH INTAKE
NURSE (continued)

Exit doors 1 2 3 NA

HHA Organization - Able to describe roles and functions of:

Administrator 1 2 3 NA
Patient Care Services Director 1 2 3 NA
Medical Director 1 2 3 NA
Physicians 1 2 3 NA
Clinical Supervisor 1 2 3 NA
Case Manager 1 2 3 NA
Nursing Staff 1 2 3 NA
Other 1 2 3 NA
HHA Resources - Able to locate and demonstrate the use of:
Home Health Policy and Procedure Manual 1 2 3 NA
OASIS Policy and User Manual 1 2 3 NA
Infection Prevention and Control Manual 1 2 3 NA
Fire/Safety Manual 1 2 3 NA
Emergency Management Manual 1 2 3 NA
Safety Data Sheets (SDS) Manual 1 2 3 NA
Patient Teaching Manual 1 2 3 NA
Reference Materials/Community Resources 1 2 3 NA
QAPI Documentation 1 2 3 NA
Other 1 2 3 NA
HHA Routines - Able to describe, locate and/or demonstrate
knowledge of:
Communication System:
Demonstrates understanding of the principles of information 1 2 3 NA
management
Bulletin boards 1 2 3 NA
Logbooks 1 2 3 NA
Meeting minutes 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH INTAKE
NURSE (continued)

Ordering supplies 1 2 3 NA

Cultural Factors:

Religion 1 2 3 NA
Food preferences 1 2 3 NA
Family/community relationships 1 2 3 NA
Healthcare attitudes/understanding 1 2 3 NA
Trust/privacy needs 1 2 3 NA
Socioeconomic environment 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH INTAKE
NURSE (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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POSITION DESCRIPTION / PERFORMANCE EVALUATION

Job Title: Home Health Case Manager Supervised by: Patient Care Services Director
and Clinical Supervisor

Prepared by: Approved by:

Date: Date:

Job Summary: A Registered Nurse who is responsible for planning, coordinating, providing and documenting care
for a geographically assigned caseload of patients from day of admission through day of discharge. Utilizing
physicians’ orders and professional skills, the Case Manager RN develops and implements a home health plan that
meets each patient’s specific needs and is in compliance with accrediting organization standards, federal and state
regulations, reimbursement guidelines as well as HHA policies and procedures.

DUTIES AND RESPONSIBILITIES:

3 = Exceeds Performance 2 = Expected Performance 1 = Needs Improvement

[ : in the Following 2 )

Performs admission assessment within 24 hours of referral or patient’s return to his/her 3 2 1
residence.

Develops a written plan of care for each patient in the assignhed geographic caseload. 3 2 1
Collects accurate OASIS data at time appropriate periods. 3 2 1
Assesses patient’s condition, initiates plan of care, re-evaluates and updates as 3 2 1
necessary.

Ability to adequately assess and reassess pain. Utilizes appropriate pain management 3 2 1

techniques. Educates the patient and family regarding pain management.

Performs patient care responsibilities considering needs specific to the standard of care 3 2 1
for patient’s age.

Demonstrates knowledge of medications and their correct administration based on age of 3 2 1
the patient and patient’s clinical position.

Follows the seven (7) medication rights and reduces the potential for medication errors. 3 2 1
Provides skilled nursing care. 3 2 1
Obtains all necessary physician orders and collaborates with physician as patient’s needs 3 2 1
dictate.

Performs all aspects of patient care in an environment that optimizes patient safety and 3 2 1

reduces the likelihood of medical/health care errors.
Supports and maintains a culture of safety and quality. 3 2 1

Initiates case conferences to discuss multidisciplinary team responsibilities, patient 3 2 1
progress, plans for continued care, new problems, etc.

Notifies the Intake Coordinator of patients who need to be seen on weekends or holidays 3 2 1
and submits updated nursing care plan to the weekend/holiday nurse.

Follows up with obtaining lab results and notifying physician of any significant results. 3 2 1

Establishes patient schedule and indicates which patients may be seen by a part-time RN 3 2 1
when caseload prohibits Case Manager from seeing all scheduled patients.

Re-evaluates the need for continued care on an ongoing basis; initiates recertification as 3 2 1
necessary.
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Provides oversight to HHA LPN/LVN staff and co-signs documentation as needed in 3 2 1
accordance with scope of practice.

Plans for discharge from the HHA with the patient and family. Makes referrals for 3 2 1
alternative level of care if necessary.

Addresses and supports cultural practices, as long as such practices do not harm others 3 2 1
or interfere with the planned course of medical therapy.

Promotes patient/family education using various verbal and written communication 3 2 1
techniques that take into account the patient’s/family’s cultural, ethnic and/or personal
needs or preferences.

Supervises Home Health Aides on an every other week basis. 3 2 1
Initiates needed referrals to other disciplines and/or community resources. 3 2 1
Obtains needed supplies and equipment to provide care. 3 2 1
Knowledgeable of current federal, state and HHA regulations concerning patient care. 3 2 1
Partic_:ipates in HHA’s other mandated activities, i.e., inservices, UR/QAPI committee, staff 3 2 1
meetings.

Adheres to all HHA, payroll, billing and documentation policies and procedures. 3 2 1
Adheres to dress code, appearance is neat and clean. 3 2 1
Completes annual education requirements. 3 2 1
Maintains regulatory requirements. 3 2 1
Maintains patient confidentiality at all times. 3 2 1
Reports to work on time and as scheduled, completes work within designated time. 3 2 1
Wears identification while on duty, uses computerized punch time system correctly. 3 2 1
Completes inservices and returns in a timely fashion. 3 2 1
Attends annual review and department inservices, as scheduled. 3 2 1
At.tends at least_____ staff meetings annually, reads and returns all monthly staff meeting 3 2 1
minutes.

Represents the organization in a positive and professional manner. 3 2 1
Act_iv_e_ly participates in Quality Assessment and Performance Improvement (QAPI) 3 2 1
activities.

Complies with all organizational policies regarding ethical business practices. 3 2 1
Communicates the mission, ethics and goals of the organization. 3 2 1

Total Points
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L] Graduate of an accredited school of nursing.
L] Current state licensure as a Registered Nurse.
L] Experience as an RN commensurate with one of the following:

One (1) year acute care experience within the last two (2) years;

One (1) year home healthcare experience within the last two (2) years;

One (1) year community health or public health experience within the last two (2) years;
One (1) year outpatient facility experience within the last two years;

Credentials in specialty area, i.e., phlebotomy, IV, ET.

[] Current CPR card.

L] Current health certificate/physical examination and TB testing.
] Valid state driver’s license and reliable automobile.
L] Proof of current automobile insurance.
L] Full command of verbal and written communication skills.
L] Demonstrated leadership capabilities with the ability to relate well to staff and other professionals.
Language SKills:
L] Able to communicate effectively in English, both verbally and in writing.
L] Additional languages preferred.
Skills:
L] Comprehensive knowledge of general nursing theory and practice.
Physical Demands:
L] For physical demands of position, including vision, hearing, repetitive motion and environment, see following
description.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions of the position without compromising patient care.
I have received, read and understand the Position Description/Performance Evaluation above.
Name/Signature Date Signed
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DESCRIPTION OF
PHYSICAL DEMANDS

JOB TITLE:

DEPARTMENT:

NAME:

# HOURS/WORKDAY:

DEVELOPED BY:

DATE DEVELOPED:

MANAGER SIGNATURE:

DATE:

CHECK APPROPRIATE BOX FOR EACH OF THE FOLLOWING ITEMS TO BEST DESCRIBE THE EXTENT OF THE SPECIFIC
ACTIVITY PERFORMED BY THE STAFF MEMBERS IN THIS POSITION

PHYSICAL DEMANDS

On-the-job time is spent in the following physical activities
Show the amount of time by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Stand:

Walk:

Sit:

Talk or hear:

Use hands to finger, handle or feel:

Push/Pull:

Stoop, kneel, crouch or crawl:

Reach with hands and arms:

Taste or smell:

This job requires that weight be lifted or force be exerted. Show how
much and how often by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Up to 10 pounds:

Up to 25 pounds:

Up to 50 pounds:

Up to 100 pounds:

More than 100 pounds:

This job has special vision requirements. Check all that apply.

Close Vision (clear vision at 20 inches or less)

Distance Vision (clear vision at 20 feet or more)

Color Vision (ability to identify and distinguish colors)

Peripheral Vision (ability to observe an area that can be seen
up and down or to the left and right while eyes are fixed
on a given point)

Depth Perception (three-dimensional vision; ability to judge
distances and spatial relationships)

Ability to Adjust Focus (ability to adjust eye to bring an
object into sharp focus)

No Special Vision Requirements

Specific demands not listed:

Note: Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential
functions of this position.

Reference #4013 Home Health

WORK ENVIRONMENT

This job requires exposure to the following environmental conditions.
Show the amount of time by checking the appropriate boxes below.

Amount of Time —
None | upto | 1/3to | 2/3 and
1/3 1/2 more

Wet, humid conditions (non
weather):

Work near moving mechanical parts:
Fumes or airborne particles:
Toxic or caustic chemicals:
Outdoor weather conditions:
Extreme cold (non-weather):
Extreme heat (non-weather):
Risk of electrical shock:
Work with explosives:

Risk of radiation:

Vibration:

The typical noise level for the work environment is:
(Check all that apply)
Very Quiet 4 Loud Noise
Quiet 4 Very Loud Noise
Moderate Noise

Hearing:
Ability to hear alarms on equipment
Ability to hear patient call
Ability to hear instructions from physician/department staff

REPETITIVE MOTION ACTIONS

Number of Hours —
Repetitive use of foot control 0 1-2 3-4 5-6 7+

Right only

Left Only

Both

Repetitive use of hands

Right only

Left Only

Both

Grasping: simple/light

Right only

Left Only

Both

Grasping: firm/heavy

Right only

Left Only

Both

Fine Dexterity

Right only

Left Only

Both
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PERFORMANCE EVALUATION CONTINUATION PAGE

Staff Member: Job Title:

Performance Evaluation Score:
80 - 100% = Exceeds Performance
# of total points achieved X 100 = % 50 - 79% = Expected Performance
(maximum score) 0 - 49% = Needs Improvement

Manager's Comments:

Recommended Goals/Actions:

Staff Member Comments:

Actions Recommended by Department Manager:

Performance Review Only Salary Increase:

Next Performance Review on: Salary Increase Denied
Staff Member Signature Date

Department Manager Signature Date
Administrative Signature Date
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STAFF MEMBER
ANNUAL PROFESSIONAL PERFORMANCE AND COMPETENCY EVALUATION

As a member of the organization's staff team, your comments and input are important to both the
continuing development and quality provision of patient care and services of the institution. Your continued
professional growth and job satisfaction are primary goals of the organization. The administrative team
and your department supervisor are interested in your comments regarding the following:

1-5

(1 = poor, 5 = excellent)
How would you rate your current job satisfaction level?

How would you rate your current job performance?

How would you rate the organization’s provision of personnel benefits?

How would you rate the organization’s provisions for staff continuing education?
How would you rate the organization’s physical working environment?

How would you rate the organization’s emotional working environment?

List your professional goals:

List any departmental goals that may differ from professional goals (include educational and performance
goals):

Is there anything the organization can do to help you achieve any of these goals? 0 Yes O No

If so, please describe:

Comments you feel may assist the organization with improving staff satisfaction levels:

Note: This organization pledges to utilize information provided for the sole purpose of improving staff
satisfaction and assisting the author with achievement of advanced personal and/or professional
growth.
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PERFORMANCE EVALUATION
POPULATION-SPECIFIC/AGE-RELATED COMPETENCY
HOME HEALTH CASE MANAGER

Name: Date:
Unit: Evaluator:
Age Range of Patients to Whom Service is Provided: Neonate to Geriatric

Population-specific staff competency means considering the populations served by the HHA when assessing and
validating the knowledge, skills, and ability of staff members to carry out their job responsibilities.

Each patient care department should define the population they serve.

Population-specific staff competence tells how care, treatment and services are modified to meet the needs of an
individual in a specified population.

Populations served can be defined by (not all inclusive): age (neonates to geriatrics); gender; specific disease
or condition; point on the wellness-illness spectrum, including conditions considered urgent, acute or chronic;
level of physical and mental ability; availability of family and social support; culture; linguistics.

Please add additional population-specific staff competencies that are defined by your HHA.

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

NEONATE/INFANT (Newborn to 2 years)

Maintains safe environment: warmth, crib rails in “up” position and locked, no toys 1 2 3
with removable parts, educates family members.

Maintains patient confidentiality. 1 2 3

Involves parents/caregivers in care; ensures return demonstration; 1 2 3
encourages parental assistance in provision of care.

Provides familiar objects (as possible and appropriate). 1 2 3

Uses distraction methods to calm (i.e., visually stimulating objects, bottle, 1 2 3
pacifier).

Interprets nonverbal communication. 1 2 3

Demonstrates knowledge of growth and development. 12 3

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH CASE MANAGER (continued)

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
neonate.

Knows appropriate medication dosages for age and weight of the child.

Approaches and provides care in calm, tender manner.

°
PEDIATRICS (2-11 years)

Maintains safe environment. Age appropriate toys and/or games. Aware of need
for peer relationships (i.e., with visitors). Uses age appropriate
equipment (i.e., potty chair); ensures safe nutrition (cuts food into small
bites to prevent choking).

Involves child in care and educates parents/caregivers at same time.
Ensures return demonstration; allows child to have control by allowing
choices, as appropriate to situation.

Talks to the child in language that the child can understand.

Plans procedures and activities in relation to child’s impulse gratification needs
and decreased attention span.

Approaches child in calm manner; uses direct approach with child; allows for
privacy needs (ages 9-11); encourages personal hygiene and grooming,
as appropriate to condition.

Maintains patient confidentiality.
Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
child.

Knows appropriate medication dosages for the age and weight of the child.

Uses praise as a reward for positive attitude and behavior. Uses touch as a form
of comfort, as appropriate to child’s needs and reactions.

Interprets nonverbal communication.

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH CASE MANAGER (continued)

ADOLESCENT (12-21 years)

Maintains safe environment: assesses for depression/suicidal ideation and
keeps dangerous items out of patient’s ability to obtain.

Involves patient in care. Allows time for and encourages questions, explaining
issues to patient in language patient can understand. Allows patient to
have choice and control over situations and environment, as
appropriate to condition and situation.

Recognizes the importance of body image.

Allows for privacy needs. Encourages patient to perform own personal
hygiene if able.

Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
adolescent patient.

Demonstrates knowledge of medication dosages for the adolescent
patient.

Maintains patient confidentiality with parental/caregiver involvement and
education, as appropriate to age and consent of patient.

Avoids use of condescending language.
Recognizes abuse/neglect potential.

Encourages verbalization of fears.

°
ADULT

Maintains safe environment related to equipment, mental status.

Involves patient in care. Allows patient to maintain control; involves patient
in decision-making and planning of care, as appropriate to
condition and situation.

Explains rationale for all treatments, tests and procedures, explaining to
patient prior to performance.

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH CASE MANAGER (continued)

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
adult patient.

Demonstrates knowledge of medication dosages for the adult patient.
Maintains confidentiality. Respects privacy.
Facilitates maintenance of body image.

Encourages participation in care, provides education, as appropriate to
disease entity and processes.

Encourages family support.

Encourages verbalization of fears and anxiety; maintains therapeutic
communication with patient.

)
GERIATRIC

Maintains safe environment related to equipment, fall precautions, mobility needs,
aspiration potential and mental status.

Involves patient in care. Allows patient to maintain control; involves patient
in decision-making and planning of care, as appropriate to
condition and situation.

Explains all treatments to patient, prior to performance.

Allows for possible hearing and/or vision loss, speaking in lower, louder tones
as necessary; provides additional or brighter lighting, larger print, etc.

Provides all patient instructions slowly, speaking distinctly and assesses for
patient understanding.

Assesses and monitors potential for skin breakdown, decreased bowel
function and/or medication absorption.

Considers mobility needs, maintains ROM, prevents contracture formation.

Recognizes risk of infection and sepsis.

1

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH CASE MANAGER (continued)

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the 1

geriatric patient.
Demonstrates knowledge of medication dosages for the geriatric patient.
Recognizes potential for adverse drug reactions and interactions.
Recognizes interaction of coexisting health conditions.
Recognizes potential for fluid and electrolyte imbalance.
Knowledgeable about medication precautions.
Recognizes abuse/neglect potential.
Recognizes importance of autonomy and sense of usefulness.

Encourages family support, involving family in care, education and
decisions, as appropriate.
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NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH CASE MANAGER (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT
EVALUATION OF CLINICAL PERFORMANCE

HOME HEALTH CASE MANAGER

1 = Cannot Perform Skills Independently
2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently
NA = Not Applicable
Completes the admission assessment within the established timeframe.
Updates care plans per established timeframes and when needed.
Keeps current with federal, state and HHA regulations.

Makes referrals to other community resources per established protocols.

Organizes all members of the healthcare team to deliver optimal patient care.

Follows policy and procedure for the disposing of controlled drugs when no
longer needed by the patient.

Demonstrates knowledge of nursing process - assessment; intervention;
(including pain assessment, reassessment, management and
patient/family education regarding pain), etc.

Demonstrates strong, accurate decision making capabilities.

Expresses knowledge of advanced medical-surgical nursing care,
including all systems.

Assessments are complete and reflect a total picture of the patient and his/her
environment.

List criteria for identification of abuse victims:

Infant/child
Adolescent
Elderly
Domestic abuse
Fiduciary

Neglect

Reference #4015 Home Health 10of9
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CASE
MANAGER (continued)

Demonstrates competence in reporting victims of abuse according to 1 2 3 NA
established facility standards and state and local laws.

Plans of care reflects:

Sound, skilled clinical judgment 1 2 3 NA
Medical necessity 1 2 3 NA
Specific physician's orders 1 2 3 NA
Reasonable behavioral goals 1 2 3 NA
Compliance with accrediting organization, federal, state, HHA and 1 2 3 NA

reimbursement regulations
Updates care plans per established timeframes and when needed 1 2 3 NA

Plans of care are submitted with all required admission documents within 1 2 3 NA
48 hours of start of care

Documents psychosocial patient issues. 1 2 3 NA
Documentation meets current policy and standards. 1 2 3 NA
Demonstrates knowledge and ability to use the organization’s Electronic Health 1 2 3 NA

Record (EHR) system.

Each entry is legible and authenticated. 1 2 3 NA
Treatment Authorization Requests are submitted within 24 hours of start of care. 1 2 3 NA
Patient visits reflect the provisions of nursing care rendered in accordance with 1 2 3 NA

the physician's orders and plan of care.

New problems, changes in problems and/or resolution of problems are 1 2 3 NA
identified and followed.

Averages 5 visits a day or 25 visits a week. 1 2 3 NA
Participates in on-call rotation. 1 2 3 NA
Participates in mandated activities which is documented on sign-in sheet. 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CASE
MANAGER (continued)

Communication/Documentation - Able to provide thorough knowledge of:

Record of services rendered to patients 1 2 3 NA
Patient reports to physicians 1 2 3 NA
Daily itineraries 1 2 3 NA
Admission/Recertification paperwork 1 2 3 NA
Clinical notes and discharge summaries 1 2 3 NA
Projected weekly schedules 1 2 3 NA
Communicates with HHA each morning and evening (minimal) 1 2 3 NA
List of patien_ts needing weekend/holiday care submitted Friday 1 2 3 NA
mornings
Attendance at weekly interdisciplinary team meetings 1 2 3 NA
Multidisciplinary Team Conference notes submitted on each patient 1 2 3 NA

Ancillary Services:

Referrals made within 24 hours of start of care 1 2 3 NA
Notified of skilled nursing discharge within 24 hours 1 2 3 NA
Appropriate utilization of all available services 1 2 3 NA

Medical/Surgical Skills:

Indwelling urinary catheter insertion: male and female 1 2 3 NA
IM injection 1 2 3 NA
IV antibiotic protocol 1 2 3 NA

TPN protocol:

Initiating 1 2 3 NA
Maintaining with monitoring of finger stick blood sugars and daily 1 2 3 NA
weights
Chemotherapy:
General precautions 1 2 3 NA
Administration 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CASE
MANAGER (continued)

Antiemetics 1 2 3 NA

Waste transport and disposal 1 2 3 NA
Extravasation protocol 1 2 3 NA
Drug protocols 1 2 3 NA
Spill kit and protocol 1 2 3 NA

Morphine Sulfate Infusion:

IV administration 1 2 3 NA
Subcutaneous administration 1 2 3 NA

Calculation of rate 1 2 3 NA
Narcan preparation 1 2 3 NA

Drug reactions 1 2 3 NA
Peripheral 1V placement 1 2 3 NA

PICC protocaol:

Maintenance 1 2 3 NA
Dressing and cap change 1 2 3 NA
Phlebotomy 1 2 3 NA

Hickman catheter protocol:

Venous 1 2 3 NA
Epidural 1 2 3 NA
Groshong catheter protocol 1 2 3 NA
Portacath protocol 1 2 3 NA

Inhalation Therapy Visits:

Standard home visit 1 2 3 NA
Supervising home visit 1 2 3 NA
Medicare 1 2 3 NA
Hospice Medicare 1 2 3 NA

Laboratory Evaluation:
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CASE
MANAGER (continued)

Peripheral collection 1 2 3 NA
Semipermanent catheter collection 1 2 3 NA
Laboratory requisitions and appropriate tubes 1 2 3 NA
Clot for type and crossmatch 1 2 3 NA
Blood cultures 1 2 3 NA
Wound cultures 1 2 3 NA
Clean-catch urine for culture 1 2 3 NA
Waived Testing: Evaluation includes written evaluation of theory; direct 1 2 3 NA
observation of test performance by a qualified proctor; direct observation
of quality control methodologies (equipment calibration, outdating,
troubleshooting, quality control and remedial actions, documentation of
guality control measures), if applicable.
List waived testing performed:
Blood glucose monitoring 1 2 3 NA
Fecal occult blood testing 1 2 3 NA
Reagent strips for Urinalysis 1 2 3 NA
Other 1 2 3 NA
Discharge Planning 1 2 3 NA
Equipment/Supplies:
Vital signs equipment 1 2 3 NA
Infusion pump 1 2 3 NA
Ordering 1 2 3 NA
Infection Prevention and Control:
Hand Hygiene 1 2 3 NA
Standard Precautions 1 2 3 NA
Transmission-Based Precautions 1 2 3 NA
Personal Protective Equipment 1 2 3 NA
Demonstrates knowledge of infection prevention and control policies and 1 2 3 NA

procedures, i.e., Standard Precautions, Transmission-Based Precautions,
personal protective equipment, aseptic technique, hand hygiene.
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CASE
MANAGER (continued)

Demonstrates knowledge of and follows organization policies regarding the 1 2 3 NA
applicable National Patient Safety Goals. (See NPSGs Competency
Form)

Demonstrates competency in the knowledge of the delivery of patient care in an 1 2 3 NA
environment that optimizes patient safety and reduces the likelihood of
medical/health care errors.

Demonstrates the knowledge of proper identification and reporting of 1 2 3 NA
medical/health care errors. Protects the patient in the event of a
medical/health care error and, as appropriate, assists in medical/health
care error resolution.

Demonstrates knowledge of HIPAA regulations. 1 2 3 NA
Demonstrates knowledge of the HHA's Emergency Operations Plan. 1 2 3 NA

HHA Environment - Able to locate and/or demonstrate knowledge of:

Physician directory 1 2 3 NA
Telephone system 1 2 3 NA
Beeper system 1 2 3 NA
Fax 1 2 3 NA
Computer system 1 2 3 NA
Charge system 1 2 3 NA

Fire Equipment:

Alarms 1 2 3 NA
Fire extinguishers 1 2 3 NA
Exit doors 1 2 3 NA

HHA Organization - Able to describe roles and functions of:

Administrator 1 2 3 NA
Patient Care Services Director 1 2 3 NA
Medical Director 1 2 3 NA
Physicians 1 2 3 NA
Clinical Supervisor 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CASE
MANAGER (continued)

Ethics Committee 1 2 3 NA
Intake Nurse 1 2 3 NA
LPN/LVN 1 2 3 NA
Aides 1 2 3 NA
Other 1 2 3 NA

HHA Resources - Able to locate and demonstrate the use of;:

Home Health Policy and Procedure Manual 1 2 3 NA
OASIS Policy and User Manual 1 2 3 NA
Infection Prevention and Control Manual 1 2 3 NA
Fire/Safety Manual 1 2 3 NA
Emergency Management Manual 1 2 3 NA
Safety Data Sheets (SDS) Manual 1 2 3 NA
Patient Teaching Manual 1 2 3 NA
Patient Teaching Aids/Materials 1 2 3 NA
PDR/Drug Reference Manual 1 2 3 NA
Community resources 1 2 3 NA
QAPI Documentation 1 2 3 NA
Other 1 2 3 NA

HHA Routines - Able to describe, locate and/or demonstrate knowledge of:

Communication System:

Bulletin boards 1 2 3 NA
Logbooks 1 2 3 NA
Meeting minutes 1 2 3 NA
Ordering supplies 1 2 3 NA

Cultural Factors:

Religion 1 2 3 NA

Food preferences 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CASE
MANAGER (continued)

Family/community relationships 1 2 3 NA
Trust/privacy needs 1 2 3 NA
Socioeconomic environment 1 2 3 NA
Healthcare attitudes/understanding 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH CASE
MANAGER (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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POSITION DESCRIPTION / PERFORMANCE EVALUATION

Job Title: Home Health RN Supervised by: Clinical Supervisor
Prepared by: Approved by:
Date: Date:

Job Summary: Responsible for planning, coordinating and documenting care for an assigned caseload of patients.
Utilizing physicians' orders and professional skills the Home Health RN, in conjunction with the Case Manager,
develops and implements a home health plan that meets each patient's specific needs and is in compliance with
accrediting organization standards, federal and state regulations, reimbursement guidelines, as well as agency
policies and procedures. Participates in Quality Assessment and Performance Improvement (QAPI) activities.

DUTIES AND RESPONSIBILITIES:

3 = Exceeds Performance 2 = Expected Performance 1 = Needs Improvement
[ : in the Following 2 )
Develops a written plan of care for each patient. 3 2 1
Provides skilled nursing care. 3 2 1
Assesses patient's condition, initiates plan of care, re-evaluates and updates as 3 2 1
necessary.
Ability to adequately assess and reassess pain. Utilizes appropriate pain management 3 2 1

technigues. Educates the patient and family regarding pain management.

Performs all aspects of patient care in an environment that optimizes patient safety and 3 2 1
reduces the likelihood of medical/health care errors.

Supports and maintains a culture of safety and quality. 3 2 1

Obtains all necessary physician orders and collaborates with the physician as the patient's 3 2 1
needs dictate.

Participates in case conferences to discuss multidisciplinary team responsibilities, patient 3 2 1
progress, plans for continued care, new problems, etc.

Submits updated nursing care plans for the weekend/holiday RN. 3 2 1

In coordination with the Case Manager, plans patient discharge from the agency. 3 2 1
Recommends referrals for alternative level of care if necessary.

Recommends to Case Manager needed referrals to other disciplines and/or community 3 2 1
resources.

Obtains needed supplies and equipment to provide care. 3 2 1
Performs patient care responsibilities considering needs specific to the standard of care 3 2 1

for patient's age, pediatric through geriatric.

Plans with the physician to implement changes to improve patient care. 3 2 1
Reports changes in patient's physical and emotional health to the physician. 3 2 1
Communicates patient's data and observations verbally and through documentation. 3 2 1
All documentation, charting and agency forms are completed in the designated time. 3 2 1
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Demonstrates knowledge of medications and their correct administration based on age of 3 2 1
patient and patient's clinical status.

Follows the seven (7) medication rights and reduces the potential for medication errors. 3 2 1

Addresses and supports cultural practices as long as these practices do not harm the 3 2 1
patient/family or interfere with the planned course of medical treatment.

Adheres to all agency, billing and documentation policies and procedures. 3 2 1
Teaches, supervises and counsels the patient and family members regarding nursing care 3 2 1
needs.

Follows up with obtaining lab results and notifies the physician of any significant changes. 3 2 1
Adheres to dress code; appearance is neat and clean. 3 2 1
Completes annual educational requirements. 3 2 1
Maintains regulatory requirements. 3 2 1
Reports to work on time and as scheduled; completes work within designated time. 3 2 1
Wears identification while on duty. 3 2 1
Completes inservices. 3 2 1
Participates in the Home Health Agency's continuous quality improvement activities. 3 2 1
Attends a minimum of ____ staff meetings annually; reads and returns all monthly staff 3 2 1

meeting minutes.

Total Points
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L] Licensed Registered Nurse in the state of
L] Credentials in specialty areas, i.e., phlebotomy, 1V, ET.
[] Current BCLS.
[ One (1) year acute care nursing experience.
L] Prior experience in home health preferred.
] Valid state driver’s license, current automobile insurance and reliable automobile.
Language Skills:
[ Able to communicate effectively in English, both verbally and in writing.
L] Additional languages preferred.
Skills:
L] Basic Computer Knowledge
L] Knowledgeable of current federal, state and agency regulations governing patient home healthcare.
Physical Demands:
L] For physical demands of position, including vision, hearing, repetitive motion and environment, see following
description.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions of the position without compromising patient care.
| have received, read and understand the Position Description/Performance Evaluation above.
Name/Signature Date Signed
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DESCRIPTION OF
PHYSICAL DEMANDS

JOB TITLE:

DEPARTMENT:

NAME:

# HOURS/WORKDAY:

DEVELOPED BY:

DATE DEVELOPED:

MANAGER SIGNATURE:

DATE:

CHECK APPROPRIATE BOX FOR EACH OF THE FOLLOWING ITEMS TO BEST DESCRIBE THE EXTENT OF THE SPECIFIC
ACTIVITY PERFORMED BY THE STAFF MEMBERS IN THIS POSITION

PHYSICAL DEMANDS

On-the-job time is spent in the following physical activities
Show the amount of time by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Stand:

Walk:

Sit:

Talk or hear:

Use hands to finger, handle or feel:

Push/Pull:

Stoop, kneel, crouch or crawl:

Reach with hands and arms:

Taste or smell:

This job requires that weight be lifted or force be exerted. Show how
much and how often by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Up to 10 pounds:

Up to 25 pounds:

Up to 50 pounds:

Up to 100 pounds:

More than 100 pounds:

This job has special vision requirements. Check all that apply.

Close Vision (clear vision at 20 inches or less)

Distance Vision (clear vision at 20 feet or more)

Color Vision (ability to identify and distinguish colors)

Peripheral Vision (ability to observe an area that can be seen
up and down or to the left and right while eyes are fixed
on a given point)

Depth Perception (three-dimensional vision; ability to judge
distances and spatial relationships)

Ability to Adjust Focus (ability to adjust eye to bring an
object into sharp focus)

No Special Vision Requirements

Specific demands not listed:

Note: Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential
functions of this position.
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WORK ENVIRONMENT

This job requires exposure to the following environmental conditions.
Show the amount of time by checking the appropriate boxes below.

Amount of Time —
None | upto | 1/3to | 2/3 and
1/3 1/2 more

Wet, humid conditions (non
weather):

Work near moving mechanical parts:
Fumes or airborne particles:
Toxic or caustic chemicals:
Outdoor weather conditions:
Extreme cold (non-weather):
Extreme heat (non-weather):
Risk of electrical shock:
Work with explosives:

Risk of radiation:

Vibration:

The typical noise level for the work environment is:
(Check all that apply)
Very Quiet 4 Loud Noise
Quiet 4 Very Loud Noise
Moderate Noise

Hearing:
Ability to hear alarms on equipment
Ability to hear patient call
Ability to hear instructions from physician/department staff

REPETITIVE MOTION ACTIONS

Number of Hours —
Repetitive use of foot control 0 1-2 3-4 5-6 7+

Right only

Left Only

Both

Repetitive use of hands

Right only

Left Only

Both

Grasping: simple/light

Right only

Left Only

Both

Grasping: firm/heavy

Right only

Left Only

Both

Fine Dexterity

Right only

Left Only

Both
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PERFORMANCE EVALUATION CONTINUATION PAGE

Staff Member: Job Title:

Performance Evaluation Score:
80 - 100% = Exceeds Performance
# of total points achieved X 100 = % 50 - 79% = Expected Performance
(maximum score) 0 - 49% = Needs Improvement

Manager's Comments:

Recommended Goals/Actions:

Staff Member Comments:

Actions Recommended by Department Manager:

Performance Review Only Salary Increase:

Next Performance Review on: Salary Increase Denied
Staff Member Signature Date

Department Manager Signature Date
Administrative Signature Date
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STAFF MEMBER
ANNUAL PROFESSIONAL PERFORMANCE AND COMPETENCY EVALUATION

As a member of the organization's staff team, your comments and input are important to both the
continuing development and quality provision of patient care and services of the institution. Your continued
professional growth and job satisfaction are primary goals of the organization. The administrative team
and your department supervisor are interested in your comments regarding the following:

1-5

(1 = poor, 5 = excellent)
How would you rate your current job satisfaction level?

How would you rate your current job performance?

How would you rate the organization’s provision of personnel benefits?

How would you rate the organization’s provisions for staff continuing education?
How would you rate the organization’s physical working environment?

How would you rate the organization’s emotional working environment?

List your professional goals:

List any departmental goals that may differ from professional goals (include educational and performance
goals):

Is there anything the organization can do to help you achieve any of these goals? 0 Yes O No

If so, please describe:

Comments you feel may assist the organization with improving staff satisfaction levels:

Note: This organization pledges to utilize information provided for the sole purpose of improving staff
satisfaction and assisting the author with achievement of advanced personal and/or professional
growth.
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PERFORMANCE EVALUATION
POPULATION-SPECIFIC/AGE-RELATED COMPETENCY
HOME HEALTH RN

Name: Date:
Unit: Evaluator:
Age Range of Patients to Whom Service is Provided: Neonate to Geriatric

Population-specific staff competency means considering the populations served by the HHA when assessing and

validating the knowledge, skills, and ability of staff members to carry out their job responsibilities.

Each patient care department should define the population they serve.

Population-specific staff competence tells how care, treatment and services are modified to meet the needs of an

individual in a specified population.

Populations served can be defined by (not all inclusive): age (neonates to geriatrics); gender; specific disease
or condition; point on the wellness-illness spectrum, including conditions considered urgent, acute or chronic;

level of physical and mental ability; availability of family and social support; culture; linguistics.

Please add additional population-specific staff competencies that are defined by your HHA.

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

NEONATE/INFANT (Newborn to 2 years)

Maintains safe environment: warmth, crib rails in “up” position and locked, no toys 1
with removable parts, educates family members.

Maintains patient confidentiality. 1

Involves parents/caregivers in care; ensures return demonstration; 1
encourages parental assistance in provision of care.

Provides familiar objects (as possible and appropriate). 1

Uses distraction methods to calm (i.e., visually stimulating objects, bottle, 1
pacifier).

Interprets nonverbal communication. 1

Demonstrates knowledge of growth and development. 1

NA

NA

NA

NA

NA

NA

NA

Reference #4017 Home Health lof7 © MCN Healthcare (800) 538-6264



PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH RN (continued)

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
neonate.

Knows appropriate medication dosages for age and weight of the infant.
Approaches and provides care in calm, tender manner.

Provides information on community and financial resources specific to the
neonatal population.

Addresses religious and cultural system beliefs and incorporates these into
care planning decisions.

PEDIATRICS (2-11 years)
Maintains safe environment. Age appropriate toys and/or games. Aware of need
for peer relationships (i.e., with visitors); Uses age appropriate

equipment (i.e., potty chair); ensures safe nutrition (cuts food into small
bites to prevent choking).

Involves child in care and educates parents/caregivers at same time.
Ensures return demonstration; allows child to have control by allowing
choices, as appropriate to situation.

Talks to the child in language that the child can understand.

Plans procedures and activities in relation to child’s impulse gratification needs
and decreased attention span.

Approaches child in calm manner; uses direct approach with child; allows for
privacy needs (ages 9-11); encourages personal hygiene and grooming,
as appropriate to condition.

Maintains patient confidentiality.
Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
child.

Knows appropriate medication dosages for the age and weight of the
child.
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH RN (continued)

Uses praise as a reward for positive attitude and behavior. Uses touch as a form
of comfort, as appropriate to child’s needs and reactions.

Interprets nonverbal communication.

Provides information on community and financial resources specific to the
pediatric population.

Addresses religious and cultural system beliefs and incorporates these into
care planning decisions.

ADOLESCENT (12-21 years)

Maintains safe environment: assesses for depression/suicidal ideation and
keeps dangerous items out of patient’s ability to obtain.

Involves patient in care, Allows time for and encourages questions, explaining
issues to patient in language patient can understand. Allows patient to
have choice and control over situations and environment, as
appropriate to condition and situation.

Recognizes the importance of body image.

Allows for privacy needs. Encourages patient to perform own personal
hygiene if able.

Maintains patient confidentiality with parental/caregiver involvement and
education, as appropriate to age and consent of patient.

Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
adolescent patient.

Demonstrates knowledge of medication dosages for the adolescent
patient.

Avoids use of condescending language.

Recognizes abuse/neglect potential.

Encourages verbalization of fears.
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH RN (continued)

Provides information on community and financial resources specific to the
adolescent population.

Addresses religious and cultural system beliefs and incorporates these into
care planning decisions.

ADULT

Maintains safe environment related to equipment, mental status.

Involves patient in care. Allows patient to maintain control; involves patient
in decision-making and planning of care, as appropriate to
condition and situation.

Explains rationale for all treatments, tests and procedures, explaining to patient
prior to performance.

Maintains confidentiality. Respects privacy.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
adult patient.

Demonstrates knowledge of medication dosages for the adult patient.
Facilitates maintenance of body image.

Encourages participation in care, provides education, as appropriate to
disease entity and processes.

Encourages family support.

Encourages verbalization of fears and anxiety; maintains therapeutic
communication with patient.

Provides information on community and financial resources specific to the adult
population.

Addresses religious and cultural system beliefs and incorporates these into
care planning decisions.
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH RN (continued)

GERIATRIC

Maintains safe environment related to equipment, fall precautions, mobility needs, 1 2 3 NA

aspiration potential and mental status.

Involves patient in care. Allows patient to maintain control; involves patient
in decision-making and planning of care, as appropriate to
condition and situation.

Explains all treatments to patient, prior to performance.

Allows for possible hearing and/or vision loss, speaking in lower, louder tones
as necessary; provides additional or brighter lighting, larger print, etc.

Provides all patient instructions slowly, speaking distinctly and assesses for
patient understanding.

Assesses and monitors potential for skin breakdown, decreased bowel
function and/or medication absorption.

Considers mobility needs, maintains ROM, prevents contracture formation.
Recognizes risk of infection and sepsis.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
geriatric patient.

Demonstrates knowledge of medication dosages for the geriatric patient.
Recognizes potential for adverse drug reactions and interactions.
Recognizes interaction of coexisting health conditions.

Recognizes potential for fluid and electrolyte imbalance.

Knowledgeable about medication precautions.

Recognizes abuse/neglect potential.

Recognizes importance of autonomy and sense of usefulness.
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH RN (continued)

Encourages family support, involving family in care, education and 1 2 3 NA
decisions, as appropriate.

Provides information on community and financial resources specific to the 1 2 3 NA
geriatric population.

Addresses religious and cultural system beliefs and incorporates these into 1 2 3 NA
care planning decisions.
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH RN (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT
EVALUATION OF CLINICAL PERFORMANCE
HOME HEALTH RN

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

Keeps up-to-date on new products, trends, methods. 1 2 3 NA

Demonstrates knowledge of nursing process - assessment; intervention; 1 2 3 NA
(including pain assessment, reassessment, management and
patient/family education regarding pain), etc.

Completes initial patient assessments in the established timeframe. 1 2 3 NA
Develops and implements a plan of care for each patient. Updates care plans 1 2 3 NA
as needed.

Medical/Surgical Skills:

Indwelling urinary catheter insertion; male and female 1 2 3 NA
IM injection 1 2 3 NA
IV antibiotics protocol 1 2 3 NA

TPN protocol:

Initiating 1 2 3 NA
Maintaining with monitoring of finger stick blood sugars and daily 1 2 3 NA
weights
Chemotherapy:
General precautions 1 2 3 NA
Administration 1 2 3 NA
Antiemetics 1 2 3 NA
Waste transport and disposal 1 2 3 NA
Extravasation protocol 1 2 3 NA
Drug protocols 1 2 3 NA
Spill kit and protocol 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH RN (continued)

Morphine Sulfate Infusion:

IV administration 1 2 3 NA
Subcutaneous administration 1 2 3 NA
Calculation of rate 1 2 3 NA
Narcan preparation 1 2 3 NA
Disposal of controlled drugs when they are no longer needed by the 1 2 3 NA
patient
Able to respond to anaphylactic reaction to a medication inthe 1 2 3 NA

patient’'s home
Peripheral 1V placement 1 2 3 NA

PICC protocol:

Maintenance 1 2 3 NA
Dressing and cap change 1 2 3 NA
View PICC film (10 min.) 1 2 3 NA

Hickman catheter protocol:

Venous 1 2 3 NA

Epidural 1 2 3 NA
Groshong catheter protocol 1 2 3 NA
Portacath protocol 1 2 3 NA
Equipment:

Infusion pump 1 2 3 NA

Laboratory Evaluation:

Peripheral collection 1 2 3 NA
Semipermanent catheter collection 1 2 3 NA
Laboratory requisitions and appropriate tubes 1 2 3 NA
Clot for type and crossmatch 1 2 3 NA
Blood cultures 1 2 3 NA
Wound cultures 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH RN (continued)

Clean-catch urine for culture 1 2 3 NA

Infusion Pump:

Operations 1 2 3 NA
Familiar with manual 1 2 3 NA
Reservoir filling 1 2 3 NA

Inhalation Therapy Visits:

Standard home visit 1 2 3 NA
Supervising home visit 1 2 3 NA
Medicare 1 2 3 NA
Hospice Medicare 1 2 3 NA

List criteria for identification of abuse victims:

Infant/child 1 2 3 NA
Adolescent 1 2 3 NA
Elderly 1 2 3 NA
Domestic abuse 1 2 3 NA
Fiduciary 1 2 3 NA
Neglect 1 2 3 NA
Demonstrates competence in reporting victims of abuse according to 1 2 3 NA

established facility standards and state and local laws.

Waived Testing: Evaluation includes written evaluation of theory; direct 1 2 3 NA
observation of test performance by a qualified proctor; direct observation
of quality control methodologies (equipment calibration, outdating,
troubleshooting, quality control and remedial actions, documentation of
guality control measures), if applicable.

List waived testing performed:

Blood glucose monitoring 1 2 3 NA
Fecal occult blood testing 1 2 3 NA
Reagent strips for Urinalysis 1 2 3 NA
Other 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH RN (continued)

Documentation: Able to provide thorough knowledge of:

Record of services rendered to patients 1 2 3 NA
Patient reports to physicians 1 2 3 NA
Monthly case conferences 1 2 3 NA
Weekly reports to Administrator and Patient Care Services 1 2 3 NA

Director; activities, visit count

Demonstrates knowledge of HIPAA regulations. 1 2 3 NA

Demonstrates knowledge and ability to use the organization’s Electronic Health 1 2 3 NA
Record (EHR) system.

Documents appropriately in the medical record, legible with each entry

authenticated

Demonstrates knowledge of and follows organization policies regarding the 1 2 3 NA
applicable National Patient Safety Goals. (See NPSGs Competency
Form)

Demonstrates knowledge of infection prevention and control policies and 1 2 3 NA

procedures, i.e., Standard Precautions, Transmission-Based Precautions,
personal protective equipment, aseptic technique, hand hygiene.

Demonstrates competency in the knowledge of the delivery of patient care in an 1 2 3 NA
environment that optimizes patient safety and reduces the likelihood of
medical/health care errors.

Demonstrates the knowledge of proper identification and reporting of 1 2 3 NA
medical/health care errors. Protects the patient in the event of a
medical/health care error and, as appropriate, assists in medical/health
care error resolution.

Demonstrates knowledge of the HHA's Emergency Operations Plan. 1 2 3 NA

HHA Environment - Able to locate and/or demonstrate knowledge of:

HHA directory 1 2 3 NA
Physician directory 1 2 3 NA
Telephone system 1 2 3 NA
Beeper system 1 2 3 NA
Fax 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH RN (continued)

Computer system 1 2 3 NA
Charge system 1 2 3 NA

Fire Equipment:

Alarms 1 2 3 NA
Fire extinguishers 1 2 3 NA
Exit doors 1 2 3 NA

HHA Organization - Able to describe roles and functions of:

Administrator 1 2 3 NA
Patient Care Services Director 1 2 3 NA
Medical Director 1 2 3 NA
Physicians 1 2 3 NA
Ethics Committee 1 2 3 NA
Intake Nurse 1 2 3 NA
Case Manager 1 2 3 NA
Aides 1 2 3 NA
Other 1 2 3 NA

HHA Resources - Able to locate and demonstrate the use of:

Home Health Policy and Procedure Manual 1 2 3 NA
OASIS Policy and User Manual 1 2 3 NA
Fire/Safety Manual 1 2 3 NA
Emergency Management Manual 1 2 3 NA
Safety Data Sheets (SDS) Manual 1 2 3 NA
Infection Prevention and Control Manual 1 2 3 NA
Patient Teaching Manual 1 2 3 NA
Patient Teaching Aids/Materials 1 2 3 NA
PDR/Drug Reference Manual 1 2 3 NA
Community resources 1 2 3 NA
QAPI Documentation 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH RN (continued)

Other 1 2 3 NA

HHA Routines: Able to describe, locate and/or demonstrate knowledge of:

Communication System:

Demonstrates understanding of the principle of information 1 2 3 NA
management.
Bulletin boards 1 2 3 NA
Logbooks 1 2 3 NA
Meeting minutes 1 2 3 NA
Ordering supplies 1 2 3 NA
Cultural Factors:
Religion 1 2 3 NA
Food preferences 1 2 3 NA
Family/community relationships 1 2 3 NA
Healthcare attitudes/understanding 1 2 3 NA
Trust/privacy needs 1 2 3 NA
Socioeconomic environment 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH RN (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+ 60 +5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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POSITION DESCRIPTION / PERFORMANCE EVALUATION

Job Title: Home Health LPN/LVN Supervised by: Clinical Supervisor, Intake
Coordinator and Patient Care Services Director

Prepared by: Approved by:

Date: Date:

Job Summary: Provides skilled nursing care to patients in their homes under the supervision of a Registered Nurse.
Provides service in accordance with the HHA philosophy, standards, policies and scope of practice.

DUTIES AND RESPONSIBILITIES:

3 = Exceeds Performance 2 = Expected Performance 1 = Needs Improvement
[ : in the Eollowi : )
Provides skilled nursing in the home as ordered on the plan of treatment and nursing care 3 2 1
plan.
Evaluates the significance of assessment findings and communicates any pertinent 3 2 1
information about the patient’s clinical status and ongoing needs to others in a timely
fashion.
Ability to adequately assess and reassess pain. Utilizes appropriate pain management 3 2 1

techniques. Educates the patient and family regarding pain management.

Demonstrates knowledge of medications and their correct administration based on age of 3 2 1
the patient and patient’s clinical position.

Follows the seven (7) medication rights and reduces the potential for medication errors. 3 2 1

Performs all aspects of patient care in an environment that optimizes patient safety and 3 2 1
reduces the likelihood of medical/health care errors.

Functions as a team member demonstrating collaboration with, and responsibility to 3 2 1
patient, physician, interdisciplinary team.

Adheres to all HHA, payroll, billing and documentation policies and procedures. 3 2 1

Participates in HHA’s other mandated activities, as requested by Clinical Supervisor or 3 2 1
Patient Care Services Director including inservices and UR/PI committee.

Performs patient care responsibilities considering needs to the standard of care for 3 2 1
patient’s age.

Supports and maintains a culture of safety and quality. 3 2 1

Addresses and supports cultural practices, as long as such practices do not harm others 3 2 1
or interfere with the planned course of medical therapy.

Promotes patient/family education using various verbal and written communication 3 2 1
techniques that take into account the patient’s/family’s cultural, ethnic and/or personal
needs or preferences.

Completes and submits necessary documentation in accordance with HHA policy and 3 2 1
applicable regulations.

Submits verification of completed visits in accordance with HHA policy. 3 2 1

Participates in interdisciplinary team conferences in accordance with HHA policy. 3 2 1
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Assists the physician and registered nurse to perform specialized procedures.
Collaborates with the patient/family to learn appropriate self-care techniques.
Maintains current knowledge of community resources. Identifies and assesses
appropriate external and internal resources to meet patient and/or family needs and to
facilitate optimal patient outcomes while home care services are being procedures, and

for transfer and discharge processes.

Ensures documentation is co-signed in accordance with state regulations.

Professi LE . .
Adheres to dress code, appearance is neat and clean.

Adheres to legal practice standards, including applicable federal, state and local
regulations and standards.

Completes annual education requirements.
Maintains patient confidentiality at all times.

Demonstrates effective time management and organizational skills; provides patient visits
as scheduled, completes patient care within designated time.

Wears identification while providing patient care.
Attends annual review and inservices, as scheduled.

Attends at least staff meetings annually, reads and returns all monthly staff meeting
minutes.

Articulates HHA grievance/concerns procedure.
Articulates HHA adverse event/incident reporting procedure.
Articulates organization’s emergency management plan.

Maintains currency of professional knowledge by participating in continuing education
offerings.

Assures continued competency by maintaining and updating professional performance,
knowledge and skills.

Actively participates in Quality Assessment and Performance Improvement (QAPI)
activities.

Practices in a manner consistent with the professional and HHA code of ethics.
Represents the organization in a positive and professional manner.

Complies with all organizational policies regarding ethical business practices.
Communicates the mission, ethics and goals of the organization.

Total Points
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L] Graduate of an accredited nursing program.
L] Current state licensure as a LPN/LVN.
L] Experience as an LPN/LVN commensurate with one of the following:

One (1) year experience in an acute care setting within the last 24 months;

Six (6) months home care experience within the last 12 months.

[ Prior home healthcare experience is preferred.
] Valid state driver’s license and reliable automobile.
L] Proof of current automobile insurance.
L] Current health certificate/physical examination and TB testing.
L] Current CPR card.
L] Flexible, yet organized, with ability to exercise sound judgment.
Language SKills:
[ Able to communicate effectively in English, both verbally and in writing.
L] Additional languages preferred.
SKills:
L] Knowledge of general nursing practice.
Physical Demands:
L] For physical demands of position, including vision, hearing, repetitive motion and environment, see following
description.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions of the position without compromising patient care.
| have received, read and understand the Position Description/Performance Evaluation above.
Name/Signature Date Signed
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DESCRIPTION OF
PHYSICAL DEMANDS

JOB TITLE:

DEPARTMENT:

NAME:

# HOURS/WORKDAY:

DEVELOPED BY:

DATE DEVELOPED:

MANAGER SIGNATURE:

DATE:

CHECK APPROPRIATE BOX FOR EACH OF THE FOLLOWING ITEMS TO BEST DESCRIBE THE EXTENT OF THE SPECIFIC
ACTIVITY PERFORMED BY THE STAFF MEMBERS IN THIS POSITION

PHYSICAL DEMANDS

On-the-job time is spent in the following physical activities
Show the amount of time by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Stand:

Walk:

Sit:

Talk or hear:

Use hands to finger, handle or feel:

Push/Pull:

Stoop, kneel, crouch or crawl:

Reach with hands and arms:

Taste or smell:

This job requires that weight be lifted or force be exerted. Show how
much and how often by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Up to 10 pounds:

Up to 25 pounds:

Up to 50 pounds:

Up to 100 pounds:

More than 100 pounds:

This job has special vision requirements. Check all that apply.

Close Vision (clear vision at 20 inches or less)

Distance Vision (clear vision at 20 feet or more)

Color Vision (ability to identify and distinguish colors)

Peripheral Vision (ability to observe an area that can be seen
up and down or to the left and right while eyes are fixed
on a given point)

Depth Perception (three-dimensional vision; ability to judge
distances and spatial relationships)

Ability to Adjust Focus (ability to adjust eye to bring an
object into sharp focus)

No Special Vision Requirements

Specific demands not listed:

Note: Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential
functions of this position.
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WORK ENVIRONMENT

This job requires exposure to the following environmental conditions.
Show the amount of time by checking the appropriate boxes below.

Amount of Time —
None | upto | 1/3to | 2/3 and
1/3 1/2 more

Wet, humid conditions (non
weather):

Work near moving mechanical parts:
Fumes or airborne particles:
Toxic or caustic chemicals:
Outdoor weather conditions:
Extreme cold (non-weather):
Extreme heat (non-weather):
Risk of electrical shock:
Work with explosives:

Risk of radiation:

Vibration:

The typical noise level for the work environment is:
(Check all that apply)
Very Quiet 4 Loud Noise
Quiet 4 Very Loud Noise
Moderate Noise

Hearing:
Ability to hear alarms on equipment
Ability to hear patient call
Ability to hear instructions from physician/department staff

REPETITIVE MOTION ACTIONS

Number of Hours —
Repetitive use of foot control 0 1-2 3-4 5-6 7+

Right only

Left Only

Both

Repetitive use of hands

Right only

Left Only

Both

Grasping: simple/light

Right only

Left Only

Both

Grasping: firm/heavy

Right only

Left Only

Both

Fine Dexterity

Right only

Left Only

Both
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PERFORMANCE EVALUATION CONTINUATION PAGE

Staff Member: Job Title:

Performance Evaluation Score:
80 - 100% = Exceeds Performance
# of total points achieved X 100 = % 50 - 79% = Expected Performance
(maximum score) 0 - 49% = Needs Improvement

Manager's Comments:

Recommended Goals/Actions:

Staff Member Comments:

Actions Recommended by Department Manager:

Performance Review Only Salary Increase:

Next Performance Review on: Salary Increase Denied
Staff Member Signature Date

Department Manager Signature Date
Administrative Signature Date
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STAFF MEMBER
ANNUAL PROFESSIONAL PERFORMANCE AND COMPETENCY EVALUATION

As a member of the organization's staff team, your comments and input are important to both the
continuing development and quality provision of patient care and services of the institution. Your continued
professional growth and job satisfaction are primary goals of the organization. The administrative team
and your department supervisor are interested in your comments regarding the following:

1-5

(1 = poor, 5 = excellent)
How would you rate your current job satisfaction level?

How would you rate your current job performance?

How would you rate the organization’s provision of personnel benefits?

How would you rate the organization’s provisions for staff continuing education?
How would you rate the organization’s physical working environment?

How would you rate the organization’s emotional working environment?

List your professional goals:

List any departmental goals that may differ from professional goals (include educational and performance
goals):

Is there anything the organization can do to help you achieve any of these goals? 0 Yes O No

If so, please describe:

Comments you feel may assist the organization with improving staff satisfaction levels:

Note: This organization pledges to utilize information provided for the sole purpose of improving staff
satisfaction and assisting the author with achievement of advanced personal and/or professional
growth.
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PERFORMANCE EVALUATION
POPULATION-SPECIFIC/AGE-RELATED COMPETENCY
HOME HEALTH LPN/LVN

Name: Date:
Unit: Evaluator:
Age Range of Patients to Whom Service is Provided: Neonate to Geriatric

Population-specific staff competency means considering the populations served by the HHA when assessing and

validating the knowledge, skills, and ability of staff members to carry out their job responsibilities.

Each patient care department should define the population they serve.

Population-specific staff competence tells how care, treatment and services are modified to meet the needs of an

individual in a specified population.

Populations served can be defined by (not all inclusive): age (neonates to geriatrics); gender; specific disease
or condition; point on the wellness-illness spectrum, including conditions considered urgent, acute or chronic;

level of physical and mental ability; availability of family and social support; culture; linguistics.

Please add additional population-specific staff competencies that are defined by your HHA.

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills
3 = Can Perform Skill Independently

NA = Not Applicable

NEONATE/INFANT (Newborn to 2 years)

Maintains safe environment: warmth, crib rails in “up” position and locked, no toys 1
with removable parts, educates family members.

Maintains patient confidentiality. 1

Involves parents/caregivers in care; ensures return demonstration; 1
encourages parental assistance in provision of care.

Provides familiar objects (as possible and appropriate). 1

Uses distraction methods to calm (i.e., visually stimulating objects, bottle, 1
pacifier).

Interprets nonverbal communication. 1

Demonstrates knowledge of growth and development. 1

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH LPN/LVN (continued)

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
neonate.

Knows appropriate medication dosages for age and weight of the child.

Approaches and provides care in calm, tender manner.

°
PEDIATRICS (2-11 years)

Maintains safe environment. Age appropriate toys and/or games. Aware of need
for peer relationships (i.e., with visitors); Uses age appropriate
equipment (i.e., potty-chair); ensures safe nutrition (cuts food into small
bites to prevent choking).

Involves child in care and educates parents/caregivers at same time.
Ensures return demonstration; allows child to have control by allowing
choices, as appropriate to situation.

Talks to the child in language that the child can understand.

Plans procedures and activities in relation to child’s impulse gratification needs
and decreased attention span.

Approaches child in calm manner; uses direct approach with child; allows for
privacy needs (ages 9-11); encourages personal hygiene and grooming,
as appropriate to condition.

Maintains patient confidentiality.
Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
child.

Knows appropriate medication dosages for the age and weight of the child.
Uses praise as a reward for positive attitude and behavior. Uses touch as a form

of comfort, as appropriate to child’s needs and reactions.

Interprets nonverbal communication.
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NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH LPN/LVN (continued)

ADOLESCENT (12-21 years)

Maintains safe environment: Monitors for depression/suicidal ideation and keeps
dangerous items out of patient’s ability to obtain.

Involves patient in care. Allows time for and encourages questions, explaining
issues to patient in language patient can understand. Allows patient to
have choice and control over situations and environment, as
appropriate to condition and situation.

Recognizes the importance of body image.

Allows for privacy needs. Encourages patient to perform own personal
hygiene if able.

Demonstrates knowledge of growth and development.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
adolescent patient.

Demonstrates knowledge of medication dosages for the adolescent
patient.

Maintains patient confidentiality with parental/caregiver involvement and
education, as appropriate to age and consent of patient.

Avoids use of condescending language.
Recognizes abuse/neglect potential.

Encourages verbalization of fears.

°
ADULT

Maintains safe environment related to equipment, mental status.

Involves patient in care. Allows patient to maintain control; involves patient
in decision-making and planning of care, as appropriate to
condition and situation.

Explains rationale for all treatments, tests and procedures, explaining to
patient prior to performance.
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -

HOME HEALTH LPN/LVN (continued)

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
adult patient.

Demonstrates knowledge of medication dosages for the adult patient.
Maintains confidentiality. Respects privacy.
Facilitates maintenance of body image.

Encourages participation in care, provides education, as appropriate to
disease entity and processes.

Encourages family support.

Encourages verbalization of fears and anxiety; maintains therapeutic
communication with patient.

GERIATRIC

Maintains safe environment related to equipment, fall precautions, mobility needs,

aspiration potential and mental status.

Involves patient in care. Allows patient to maintain control; involves patient
in decision-making and planning of care, as appropriate to
condition and situation.

Explains all treatments to patient, prior to performance.

Allows for possible hearing and/or vision loss, speaking in lower, louder tones
as necessary; provides additional or brighter lighting, larger print, etc.

Provides all patient instructions slowly, speaking distinctly and assesses for
patient understanding.

Demonstrates clinical knowledge of expected lab values, vital signs, etc., for the
geriatric patient.

Demonstrates knowledge of medication dosages for the geriatric patient.

Recognizes potential for adverse drug reactions and interactions.

Knowledgeable about medication precautions.
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NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH LPN/LVN (continued)

Assesses and monitors potential for skin breakdown, decreased bowel 1 2 3 NA
functions and/or medication absorption.

Considers mobility needs, maintains ROM, prevents contracture formation. 1 2 3 NA
Recognizes risk of infection and sepsis. 1 2 3 NA
Recognizes interaction of coexisting health conditions. 1 2 3 NA
Recognizes potential for fluid and electrolyte imbalance. 1 2 3 NA
Recognizes abuse/neglect potential. 1 2 3 NA
Recognizes importance of autonomy and sense of usefulness. 1 2 3 NA
Encourages family support, involving family in care, education and 1 2 3 NA

decisions, as appropriate.
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PERFORMANCE EVALUATION - POPULATION-SPECIFIC/AGE-RELATED COMPETENCY -
HOME HEALTH LPN/LVN (continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT
EVALUATION OF CLINICAL PERFORMANCE

HOME HEALTH LPN/LVN

1 = Cannot Perform Skills Independently

2 = Requires Some Assistance to Perform Skills

3 = Can Perform Skill Independently
NA = Not Applicable

Check state specific LPN/LVN scope of practice.

Possesses knowledge of policies and procedures for proper disposal of
sharps/medical waste.

Medication Administration: Provides thorough knowledge of:

Drugs

Dose

Frequency

Route
Documentation
Adverse reactions

Able to demonstrate/describe knowledge of nursing care:

Basic patient assessment (i.e., collects vital signs) - Report's any
abnormal findings to the RN

Wound care
Pressure sore care
Stasis ulcer care
Ostomy care
Proper body alignment/positioning techniques
Transfer Techniques:
Bed to chair
Crutches
Walker
Ambulation with assistance

Patient and family/significant other education
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH LPN/LVN

(continued)

Reports changes in patient condition to the RN and the patient’s physician, as
appropriate.

Demonstrates strong, accurate decision making capabilities.
List criteria for identification of abuse victims:

Infant/child
Adolescent
Elderly
Domestic abuse
Fiduciary
Neglect

Demonstrates competence in reporting victims of abuse according to
established HHA standards and state and local laws.

Each visit reflects the provision of skilled nursing care rendered in
accordance with the physician's orders and nursing care plans.

New problems, changes in problems and/or resolution of problems are
identified and followed through with:

Case Manager/Supervisor Notification
Physician Natification (if an emergency)

Documentation of Clinical Notes

Performs specific treatments and medication administering as per plan of care.

Skilled nursing reflects compliance with the accrediting organization,
federal, state, HHA and reimbursement regulations.

Visits are according to the frequency and duration ordered on the plan of care.

Patients are notified on the day of each scheduled visit.

Documentation reflects patient collaboration and participation in the
development of their plan of care.
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH LPN/LVN
(continued)

Requests for modification of orders or additional orders are made based on the 1 2 3
patient's clinical status and skilled nursing judgments.

All physician's collaboration is documented in the medical record. 1 2 3

Appropriate utilization of all available services is demonstrated and 1 2 3
documented.

Attendance at weekly interdisciplinary team meetings is recommended and is 1 2 3

documented on sign-in sheets.

Daily itineraries, admission/paperwork, clinical notes and discharge summaries 1 2 3
are completed and submitted per HHA policy and procedure.

All utilized medical supplies are recorded on daily itineraries per policy and 1 2 3
procedure.
Demonstrates knowledge of infection prevention and control policies and 1 2 3

procedures, i.e., Standard Precautions, Transmission-Based Precautions,
personal protective equipment, aseptic technique, hand hygiene.

Demonstrates knowledge of and follows organization policies regarding the 1 2 3
applicable National Patient Safety Goals. (See NPSGs Competency
Form)

Demonstrates competency in the knowledge of the delivery of patient care in an 1 2 3
environment that optimizes patient safety and reduces the likelihood of
medical/health care errors.

Demonstrates the knowledge of proper identification and reporting of 1 2 3
medical/health care errors. Protects the patient in the event of a
medical/health care error and, as appropriate, assists in medical/health
care error resolution.

Demonstrates knowledge of the HHA's Emergency Operations Plan. 1 2 3
Demonstrates knowledge of HIPAA regulations. 1 2 3
Care Plans:
Documents appropriately in the medical record, legibly with each entry 1 2 3
Documents psychosocial patient issues 1 2 3
Demonstrates knowledge and ability to use the organization’s Electronic 1 2 3

Health Record (EHR) system.

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA

NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH LPN/LVN
(continued)

HHA Environment - Able to locate and/or demonstrate knowledge of:

HHA directory 1 2 3 NA
Physician directory 1 2 3 NA
Telephone system 1 2 3 NA
Beeper system 1 2 3 NA
Fax 1 2 3 NA
Computer system 1 2 3 NA
Charge system 1 2 3 NA

Fire Equipment:

Alarms 1 2 3 NA
Fire extinguishers 1 2 3 NA
Exit doors 1 2 3 NA

HHA Organization - Able to describe roles and functions of:

Administrator 1 2 3 NA
Patient Care Services Director 1 2 3 NA
Medical Director 1 2 3 NA
Physicians 1 2 3 NA
Clinical Supervisor 1 2 3 NA
Ethics Committee 1 2 3 NA
Intake Nurse 1 2 3 NA
Case Manager 1 2 3 NA
Aides 1 2 3 NA
Other 1 2 3 NA

HHA Resources - Able to locate and demonstrate the use of:

Home Health Policy and Procedure Manual 1 2 3 NA

Infection Prevention and Control Manual 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH LPN/LVN
(continued)

Fire/Safety Manual 1 2 3 NA
Emergency Management Manual 1 2 3 NA
Safety Data Sheets (SDS) Manual 1 2 3 NA
Patient Teaching Manual 1 2 3 NA
Patient Teaching Aids/Materials 1 2 3 NA
PDR/Drug Reference Manual 1 2 3 NA
Community resources 1 2 3 NA
QAPI Documentation 1 2 3 NA
Other 1 2 3 NA

HHA Routines - Able to describe, locate and /or demonstrate knowledge of:

Communication System:

Demonstrates understanding of the principles of information 1 2 3 NA
management

Bulletin boards 1 2 3 NA

Logbooks 1 2 3 NA

Meeting minutes 1 2 3 NA

Ordering supplies 1 2 3 NA

Cultural Factors:

Religion 1 2 3 NA
Food preferences 1 2 3 NA
Family/community relationships 1 2 3 NA
Healthcare attitudes/understanding 1 2 3 NA
Trust/privacy needs 1 2 3 NA
Socioeconomic environment 1 2 3 NA
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ANNUAL COMPETENCY CLINICAL SKILLS ASSESSMENT - HOME HEALTH LPN/LVN
(continued)

SCORING:

80 to 100% = Exceeds Performance

50 to 79% = Expected Performance
0 to 49% = Needs Improvement

(Note: Be sure to not calculate those skills which have been documented as NA)

Skills rated 3 X the number:
Skills rated 2 X the number:
Skills rated 1 X the number:

Add the above numbers to obtain the Employee’s Score:

(Employee’s Score + Maximum Score = X 100 = The Employee’s Score in a Percentage)

EXAMPLE:

77 skills are on the competency; two (2) of those skills are not applicable for this employee. Therefore, the employee
was evaluated on 75 skills for a maximum score of 75 X 3 = 225.

The employee received:

Skills rated 3 X the number: (40 Skills X 3) = 120
Skills rated 2 X the number: (30 Skills X 2) = 60
Skills rated 1 X the number: (5 Skills X 1) = 5

Add the above numbers to obtain the Employee’s Score: 120+60+5=185

(185 + 225 = .82 X 100 = 82.2%. The employee’s score falls into the category of Exceeds Performance.)

Identified Areas that Require Improvement:

Comments:

Name: Title:

Date:

Signature of Supervisor:

Signature of Staff Member:
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POSITION DESCRIPTION / PERFORMANCE EVALUATION

Job Title: Home Health Physical Therapist Supervised by: Therapy/Clinical Coordinator/
Supervisor/Patient Care Services
Director

Prepared by: Approved by:

Date: Date:

Job Summary: Evaluates, plans and administers comprehensive physical therapy modalities/regimens to patients in
their place of residence for the purpose of developing and restoring function through rehabilitative physical therapy as
prescribed by a physician.

DUTIES AND RESPONSIBILITIES:

3 = Exceeds Performance 2 = Expected Performance 1 = Needs Improvement
\ : in the Following 2 i
Performs accurate and comprehensive assessments. 3 2 1
Completes OASIS data sets for "therapy only" cases. 3 2 1
Obtains physician orders for certification and recertification of home physical therapy 3 2 1
services.
Ensures that changes in patients’ clinical status are communicated to other healthcare 3 2 1

team members and HHA office staff verbally and in writing in a timely manner.

Ensures that physician orders are communicated to other healthcare team members and 3 2 1
HHA staff in a timely, accurate, and thorough manner.

Coordinates care planning and delivery with the physician, patient and family/caregivers, 3 2 1
other healthcare team members and HHA staff to facilitate optimal patient outcomes.

Educates patients, their families/caregivers and other staff as appropriate, in appropriate 3 2 1
physical therapy modalities.

Delivers physical therapy modalities appropriate to the patient’s clinical status and needs, 3 2 1
and in accordance with the standard of care for patient’s age.

Provides, modifies or discontinues physical therapy modalities based upon an ongoing 3 2 1
assessment/reassessment of the patient’s clinical status and in accordance with physician
orders.

Assesses the patient for the need for durable medical equipment as well as other adaptive 3 2 1
equipment needs.

Develops appropriate home exercise programs tailored to the patient’s clinical status, 3 2 1
needs and age.

Synthesizes data from the physical examination and analyzes data to make clinical 3 2 1
judgments regarding patient management.

Able to appropriately assess and reassess a patient’s pain. 3 2 1

Utilizes appropriate pain management modalities that include, but are not limited to, 3 2 1
physical therapy modalities.

Educates the patient and/or caregiver in effective pain management modalities. 3 2 1
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Provides physical therapy modalities in an environment that optimizes patient safety and 3 2 1
reduces the likelihood of medical/health care errors.

Supports and maintains a culture of safety and quality. 3 2 1
Provides supervision and mentorship to PT assistants. 3 2 1
Identifies risk of injuries or threats to life and health in the patient’s environment, i.e., 3 2 1
environmental/safety/mobility risks and implements appropriate interventions to reduce

those risks.

Addresses and supports cultural practices providing such practices do not harm the 3 2 1

patient or others, and do not interfere with the planned course of physical therapy.

Performs transfer and discharge planning functions in accordance with HHA policy and 3 2 1
applicable laws, regulations and standards.

Participates in the organization’s information management program. 3 2 1
Complies with the HHA'’s policies. 3 2 1
Adheres to all applicable laws, regulations and standards. 3 2 1
Completes and submits necessary documentation in accordance with HHA policy and 3 2 1

applicable regulations.

Submits verification of completed visits in accordance with HHA policy. 3 2 1
Participates in interdisciplinary team conferences in accordance with HHA policy. 3 2 1
Maintains current knowledge of community resources. Identifies and accesses 3 2 1

appropriate external and internal resources to meet patient and/or family needs and to
facilitate optimal patient outcomes while home care services are being provided, and for
transfer and discharge processes.

Professional Requirements:

Adheres to HHA dress code; appearance is neat and clean. 3 2 1

Adheres to legal practice standards, including applicable federal, state, and local 3 2 1
regulations and standards.

Completes annual education requirements. 3 2 1
Maintains patient confidentiality at all times. 3 2 1
Demonstrates effective time management and organizational skills; provides patient visits 3 2 1

as scheduled; completes patient care within the designated time.

Wears identification while providing patient care. 3 2 1
Attends annual review and inservices, as scheduled. 3 2 1
Attends at least staff meetings annually, reads and returns all monthly staff meeting 3 2 1
minutes.
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Articulates HHA grievance/concerns procedure.
Articulates HHA adverse event/incident reporting procedure.
Articulates organization’s emergency management plan.

Maintains currency of professional knowledge by participating in continuing education
offerings.

Assures continued competency by maintaining and updating professional performance,
knowledge and skills.

Participates in the organization’s Quality Assessment and Performance Improvement
(QAPI) activities.

Practices in a manner consistent with the professional and HHA code of ethics.
Represents the organization in a positive and professional manner.

Complies with all organizational policies regarding ethical business practices.
Communicates the mission, ethics and goals of the organization.

Total Points

Reference #4022 Home Health 30f9

3 2 1
3 2 1
3 2 1
3 2 1
3 2 1
3 2 1
3 2 1
3 2 1
3 2 1
3 2 1

© MCN Healthcare (800) 538-6264



L] Current valid State Physical Therapy license unless licensure does not apply and meets one of the following
requirements:

Graduate of a Physical Thearpy curriculum approved by:
The Commission on Accreditation in Physical Therapy Education (CAPTE)
Successor organizations of CAPTE
An education program outside the United States determined to be substantially equivalentto
physical therapist entry level education in the U.S. by a credentials evaluation organization
approved by the American Physical Therapy Association or an organization identified in 8

CFR 212.15(¢), or

Passed an examination for physical therapists approved by the state in which
physical therapy services are provided.

On or before December 31, 2009:

Graduated after successful completion of a physical therapy curriculum approved bythe
Commission on Accreditation in Physical Thearpy Education (CAPTE); or

Meets both of the following:

Graduated after successful completion of an education program determined to be
substaintially equivalent to physical therapist entry level education in the U.S. by a
credentials evaluation organization approved by the American Physical Therapy
Association or identified in 8 CFR 212.15(e), and

Passed an examination for physical therapists approved by the state in which
physical therapy services are provided.

L] Graduate of an accredited physical therapy curriculum/school.

L] Prior to January 1, 2008:
Graduate of a physical therapy curriculum approved by:
The American Physical Therapy Association, or

The Committee on Allied Health Education and Accreditation of the American Medical
Association, or

The Council on Medical Education of the American Medical Association and the American
Physical Therapy Association; OR,

Prior to January 1, 1966:
Was admitted to membership by the American Physical Therapy Association, or,
Was admitted to registration by the American Registry of Physical Therapists, or,

Has graduated from a physical therapy curriculum in a four (4) year college oruniversity
approved by a State department of education; or
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On or before December 31, 1977:

Was licensed or qualified as a Physical Thearpist, and

Two (2) years of appropriate work experience as a Physical Therapist, and has achieved a satisfactory grade
on a proficiency examination conducted, approved, or sponsored by the US Public Health Service
except.

Was licensed or registered prior to January 1, 1966, and prior to January 1, 1970 had 15 years of full- time
experience in the treatment of illness or injury through the practice of physical therapy in which
services were rendered under the order and direction of attending or referring doctors of medicine or
osteopathy; or,

If trained outside the United States, prior to January 1, 2008:

Was graduated since 1928 from a physical therapy curriculum approved by the country in which
the curriculum was located and in which there is a member organization of the World
Confederation for Physical Therapy.

Meets the requirements for membership in a member organization of the World
Confederation for Physical Therapy.

Two (2) years of work experience.

Prior home health experience preferred.

Valid state driver’s license and reliable automobile.

Proof of current automobile insurance.

Current health certificate/physical examination and TB testing.
Current BCLS certification.

Criminal background check.

Current liability insurance.

Current CPR card.

Language Skills:

B
L

Able to communicate effectively in English, both verbally and in writing.

Additional languages preferred.
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SKills:

[ Understands regulations/standards applicable to home healthcare.

L] Knowledge of general physical therapy modalities and scope of physical therapy practice within the state of

[ Flexible, yet organized, with ability to exercise sound judgment.

Physical Demands:

L] For physical demands of position, including vision, hearing, repetitive motion and environment, see following
description.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions of the position without compromising patient care.

| have received, read and understand the Position Description/Performance Evaluation above.

Name/Signature Date Signed
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DESCRIPTION OF
PHYSICAL DEMANDS

JOB TITLE:

DEPARTMENT:

NAME:

# HOURS/WORKDAY:

DEVELOPED BY:

DATE DEVELOPED:

MANAGER SIGNATURE:

DATE:

CHECK APPROPRIATE BOX FOR EACH OF THE FOLLOWING ITEMS TO BEST DESCRIBE THE EXTENT OF THE SPECIFIC
ACTIVITY PERFORMED BY THE STAFF MEMBERS IN THIS POSITION

PHYSICAL DEMANDS

On-the-job time is spent in the following physical activities
Show the amount of time by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Stand:

Walk:

Sit:

Talk or hear:

Use hands to finger, handle or feel:

Push/Pull:

Stoop, kneel, crouch or crawl:

Reach with hands and arms:

Taste or smell:

This job requires that weight be lifted or force be exerted. Show how
much and how often by checking the appropriate boxes below.

— Amount of Time —

None | upto | 1/3to | 2/3 and
1/3 1/2 more

Up to 10 pounds:

Up to 25 pounds:

Up to 50 pounds:

Up to 100 pounds:

More than 100 pounds:

This job has special vision requirements. Check all that apply.

Close Vision (clear vision at 20 inches or less)

Distance Vision (clear vision at 20 feet or more)

Color Vision (ability to identify and distinguish colors)

Peripheral Vision (ability to observe an area that can be seen
up and down or to the left and right while eyes are fixed
on a given point)

Depth Perception (three-dimensional vision; ability to judge
distances and spatial relationships)

Ability to Adjust Focus (ability to adjust eye to bring an
object into sharp focus)

No Special Vision Requirements

Specific demands not listed:

Note: Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential
functions of this position.
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WORK ENVIRONMENT

This job requires exposure to the following environmental conditions.
Show the amount of time by checking the appropriate boxes below.

Amount of Time —
None | upto | 1/3to | 2/3 and
1/3 1/2 more

Wet, humid conditions (non
weather):

Work near moving mechanical parts:
Fumes or airborne particles:
Toxic or caustic chemicals:
Outdoor weather conditions:
Extreme cold (non-weather):
Extreme heat (non-weather):
Risk of electrical shock:
Work with explosives:

Risk of radiation:

Vibration:

The typical noise level for the work environment is:
(Check all that apply)
Very Quiet 4 Loud Noise
Quiet 4 Very Loud Noise
Moderate Noise

Hearing:
Ability to hear alarms on equipment
Ability to hear patient call
Ability to hear instructions from physician/department staff

REPETITIVE MOTION ACTIONS

Number of Hours —
Repetitive use of foot control 0 1-2 3-4 5-6 7+

Right only

Left Only

Both

Repetitive use of hands

Right only

Left Only

Both

Grasping: simple/light

Right only

Left Only

Both

Grasping: firm/heavy

Right only

Left Only

Both

Fine Dexterity

Right only

Left Only

Both
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PERFORMANCE EVALUATION CONTINUATION PAGE

Staff Member: Job Title:

Performance Evaluation Score:
80 - 100% = Exceeds Performance
# of total points achieved X 100 = % 50 - 79% = Expected Performance
(maximum score) 0 - 49% = Needs Improvement

Manager's Comments:

Recommended Goals/Actions:

Staff Member Comments:

Actions Recommended by Department Manager:

Performance Review Only Salary Increase:

Next Performance Review on: Salary Increase Denied
Staff Member Signature Date

Department Manager Signature Date
Administrative Signature Date
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STAFF MEMBER
ANNUAL PROFESSIONAL PERFORMANCE AND COMPETENCY EVALUATION

As a member of the organization's staff team, your comments and input are important to both the
continuing development and quality provision of patient care and services of the institution. Your continued
professional growth and job satisfaction are primary goals of the organization. The administrative team
and your department supervisor are interested in your comments regarding the following:

1-5

(1 = poor, 5 = excellent)
How would you rate your current job satisfaction level?

How would you rate your current job performance?

How would you rate the organization’s provision of personnel benefits?

How would you rate the organization’s provisions for staff continuing education?
How would you rate the organization’s physical working environment?

How would you rate the organization’s emotional working environment?

List your professional goals:

List any departmental goals that may differ from professional goals (include educational and performance
goals):

Is there anything the organization can do to help you achieve any of these goals? 0 Yes O No

If so, please describe:

Comments you feel may assist the organization with improving staff satisfaction levels:

Note: This organization pledges to utilize information provided for the sole purpose of improving staff
satisfaction and assisting the author with achievement of advanced personal and/or professional
growth.
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