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Caregiver Compliance

Overview

This category covers the Caregiver Compliance functionality in the HHAeXchange (HHAX) system. For
comprehensive guidance and instructions on how to create and integrate compliance items and rules
according to the various Caregiver Disciplines, as defined by the Agencies.

Please direct any questions, thoughts, or concerns regarding the content herein to HHAeXchange Cus-
tomer Support.

DISCLAIMER

The Caregiver Compliance feature is activated by System Administration. Please contact HHAX Support
Team for details, setup, and guidance.

HHAX System Key Terms and Definitions

The following provides basic definition of HHAX System key terms applicable throughout the document.

Patient Refers to the Member, Consumer, or Recipient. The Patient is the person receiving ser-
vices.

Caregiver Refers to the Aide, Homecare Aide, Homecare Worker, or Worker. The Caregiver is the
person providing services.

Provider  Refers to the Agency or organization coordinating services.

Payer Refers to the Managed Care Organization (MCO), Contract, or HHS. The Payer is the
organization placing Patients with Providers.

HHAX Acronym for HHAeXchange

Caregiver Compliance Page 1 Caregiver Compliance
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Caregiver Compliance Introduction

The Caregiver Compliance page has been designed to facilitate the administration and management of
this comprehensive piece by streamlining and centralizing functions based on Caregiver Discipline. This
function involves three process levels to include Item Manager, Compliance Setup, and Caregiver Com-
pliance Page (as described below). The following sections provide details and guidance on each of these
components.

Level Description

Create and manage values for the Caregiver Compliance page
Item Manager and sections; the library houses compliance fields and values on
an Agency-wide level.
Agency
Admin

The values/fields applied to a given Compliance Setup are taken
directly from the Agency Item Manager. Offices assigned to a
given Compliance Setup will calculate compliance based on the
rules used in into the setup.

Compliance Setup

Used to enter and track Caregiver Compliance standards as iden-
(TN AT [E I tified by the Agency; where values and created fields are applied
to an individual Caregiver depending on the specific Caregiver
Discipline.

Note: Applicable permissions must be enabled by HHAX System Administration.

Caregiver

Caregiver Compliance Page 2 Caregiver Compliance Introduction
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Item Manager

Overview

This section is intended for Agency Admin users responsible for setting up Caregiver Compliance.

The Item Manager (Admin > Compliance Setup > Item Manager) is the first level of the Compliance
module. The Item Manager is defined as the library of compliance fields and values at an Agency level.
The Item Manager is comprised of 4 specific tabs used to create and manage values for Criminal Back-
ground checks, Training Schools, custom Compliance Fields, and Medical/Other Compliance fields.

Compliance Item Manager: Functionality Tabs

Once created and Active, these values/fields become available for use at the Compliance Setup level. Val-
ues entered on the Item Manager are not used for any compliance calculations until they are assigned to
a Compliance Setup(s). The same value may be applied to multiple setups if required.

Caregiver Compliance Page 3 Item Manager
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Item Manager: Criminal Background

The Criminal Background tab is used to enter and manage Result values for Criminal Background checks.

Complete the following steps to create a value.

1 |[Navigate to the Item Manager and select the Criminal Background tab.

Click the Add button.

Compliance Item Manager

‘Criminal Background

Training Schools

2 Criminal Background Check Status

Result

Test Yes

Compliance Fields Medicals/Other Compliance

Page 10f 7 | Hext Last

Compliant

Yes

Adding a Criminal Background Check Status

The HHAeXchange-New Criminal Background Check Status window opens. Complete the required
fields (denoted with a red asterisk), as described in the table below.

HHAeXchange - New Criminal Background Check Status

Criminal Background
* Result:  Temporary Denial

Status:  Active

* compliant: | Yes

3
New Criminal Background Check Status Window
Enter the Result Name in this free text field to capture the title of the res-
ult.
The default value is set to Active. Select Active or Inactive from the drop-
Status .
down to set the availability of the Status.
. Select Yes or No from the dropdown to indicate whether the Result qual-
Compliant | ) .
ifies as compliant or non-compliant.
4 [Click the Save button to finalize.
. |Upon saving, the Result value displays on the table of values as illustrated in the image.

Caregiver Compliance

To edit Status of a value, click on the Result (link) and follow Steps 3-4 above.
Page 4 Item Manager: Criminal Background
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Compliance Item Manager

Criminal Background Training Schools Compliance Fields Medicals/Other Compliance

Criminal Background Check Status m

Page 1 of 7 | Next Last

Result Active Compliant
Test Yes Yes
Test2 No Yes
Arrested No Yes

Criminal Background Check Status: Table of Values

Note: The system does not allow duplicate values to be saved.

Review the values selected for the Criminal Background check to ensure that there is at least one "com-
pliant" value entered. Upon saving on the Item Manager, Criminal Background tab, the system validates
if there is at least one "Active" compliant value. If not, then the system issues a warning validation. This
validation warning does not stop users from saving; one may proceed without an active "compliant"
value for this section.

The above also applies when saving on the Compliance Setup side in the Criminal Background tab.

Caregiver Compliance Page 5 Item Manager: Criminal Background
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Item Manager: Training Schools

Agencies can setup and manage the values for approved Training Schools via the compliance Item Man-

ager. Complete the following steps to add a Training School.

1 |Navigate to the Item Manager and select the Training School tab.
Click the Add button.
Compliance Item Manager
Criminal Background L= i Fields ./ Other C
2 Training School @
Page 2 of 10 | First Previous Next Last
Training School Active Closed Date
Adding a Training School
The HHAeXchange-New Training School window opens. Complete the required fields (denoted
with a red asterisk), as described in the table below.
HHAeXchange - New Training School
Training School
* School Name: A&T HEALTHCARE INC
Status:  Active
Closed Date: 04/21/2018
[ save || cancel |
3
New Training School Window
Field Description
Enter the Training School name in this free text field to capture the name of
School Name .
the Training School.
The default value is set to Active. Select Active or Inactive from the dropdown
to set the availability of the Status.
(ol [\X3-s Ao F1{-M Date field used to enter the date the school closed (if applicable).
4 [Click the Save button to finalize.
Upon saving a Training School, the value displays on the table of values as illustrated in the
5 |image. To edit the Status of a value or enter a Closed Date (if not initially entered), click on the
Tiaimin Coly | IAHPN A Y Al Eallavs: Ctame D A | PP
rrannn (S LGNV i) \IIIII\’ aliuv 1viivvy JLCFJ < T avuve.
Careg|ver Compliance Page 6 Item Manager: Training Schools
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Compliance Item Manager

Criminal Background Training Schools Compliance Fields Medicals/Other Compliance

Training School

Page 2 of 10 | First Previous Next Last

Training School

Active Closed Date
Sid Test2 Yes 03/29/2018
SS Training_School Yes 06/30/2018
SS Training_School2 Yes 06/30/2018

Training Schools: Table of Values

Caregiver Compliance Page 7 Item Manager: Training Schools
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Item Manager: Compliance Fields

The Compliance Fields tab is used to create custom compliance fields via the compliance ltem Manager.
Examples of custom fields may be a Caregiver’s car insurance information, Certification Notes, Test
Scores, and Seminar Completion details among other details to track. Complete the following steps to
create and manage Compliance Fields via the Item Manager functionality.

1 |Navigate to the Item Manager and select the Compliance Fields tab.
Click the Add button.

Compliance Item Manager

Criminal Background  Training Schools m Medicals/Other Compliance
2 Field List ( m )

Page 1of 11 | Next Last

Field Active Field Type

Reference 1 s Frie Text - Single Line

Adding Compliance Fields

The HHAeXchange-New Compliance Field window opens. Complete the required fields (denoted
with a red asterisk), as described in the table below.

HHAeXchange - New Compliance Field

Compliance Fields

* Name: Has Car

Status:  Active '

* Field Type:

3 New Compliance Field Window

Description

Enter the custom field name in this free text field to capture the name of
the custom Compliance field.

The default value is set to Active. Select Active or Inactive from the drop-
down to set the availability of the Status.

Dropdown menu provides options for the field including Checkbox, Free
Field Type Text - Single Line, Free Text - Multi Line, Date Picker, Single Select — Drop-
down, and Multi Select - Dropdown.

4 |Click the Save button to finalize.

m Manaﬁer: Comalian e Fields
P

j . . Page 8 It
Careg YFﬁ’ocnosnaqeljﬁagng%ompllance Field, the value dlsgplays on the table of valtes 3s Ilus argytgndleo'% € cntial

image. To edit the Status of a value, click on the Field (hyperlink) and follow Steps 3-4 above.
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Compliance Item Manager

Criminal Background Training Scheols Compliance Fields Medicals/Other Compliance
Field List [ Add |

Page 1 of 11 | MNext Last

Field Active Field Type

Reference 1 Yes Free Text - Single Line
Beference 2 No Free Text - Multi-Line
Reference 3 Yes Date Picker

Reference Dropdown Ne Single Select - Dropdown
Beference Checkbox Yes Checkbox

Compliance Fields: Table of Values

Other Examples of Custom Compliance Fields

HHAeXchange - New Compliance Field X

Compliance Fields

* Name: Probation Expiration Date
Status:  Active M

* Field Type: | Date Picker v

[sove ] comet

HHAeXchange - New Compliance Field X

Compliance Fields

* Name: | Certification Note
Status: Active M

* Field Type: | Free Text - Single Line v

[save ] cance

HHAeXchange - New Compliance Field x

Compliance Fields

* Name: Certification Note2
Status:  Active v

* Field Type:| Free Text - Multi Line v

Caregiver Compliance Page 9 Other Examples of Custom Compliance
Fields
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Item Manager: Medicals/Other Com-
pliance

The Medicals/Other Compliance tab is used to create and manage Caregivers’ Medical and Other Com-
pliance field values via the compliance Item Manager. Complete the following steps to create and man-
age Medicals and Other Compliance Fields via the Item Manager functionality.

Step Action

1 [Navigate to the ltem Manager and select the Medicals/Other Compliance tab.
Click the Add button.

Compliance Item Manager

Criminal Background Training Schools Compliance Fields Medicals/Other Compliance

2 .
Item List @

Page 1 of 6 | Next Last

Adding Medicals/Other Compliance
The HHAeXchange- New Compliance Item window opens. Complete the required fields (denoted
with a red asterisk), as described in the table below.

HHAeXchange - New Compliance Item x

Compliance Item

* Name: Rubella

Status:  Active

* Type: Medical

3 [ save ]| cancel |
New Compliance Item Window
Enter the custom field name in this free text field to capture the name
of the Medical or Other Compliance field.
The default value is set to Active. Select Active or Inactive from the
Status S
dropdown to set the availability of the Status.
Type Select Medical or Other Compliance from the dropdown menu.
a Click the Save button to finalize.
Caseglyég@O%gipag’%eMedicaI/Other Compliancq,at&el\ialue dispIqyésngRﬂgﬁgé&pI&g&@ﬂm@ériggﬁ%ﬂgﬁge

in the image. To edit the Status of a value, click on the Field (link) and followgtens 3:AdatdAKgential
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c li Item M.

Criminal Background Training Schools Compliance Fields Medicals/Other Compliance

Item List m

Page 1 of 6 | Next Last

Item Active Type

Rubella Yes Medical
Annual Health Evaluation Yes Medical
NewMedicall No Medical

Medical/Other Compliance: Table of Values

Caregiver Compliance Page 12 Item Manager: Medicals/Other Compliance
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Saving Item Manager Values

Any new value saved on any Item Manager tab becomes available for use for all Compliance Setups. Edit-
ing an existing value (which is Active for at least one Compliance Setup) requires the user to “Publish”
the change; saving a change does not apply it to the Compliance Setup. Refer to the Publish & Discard
Function section for further details.

When selecting Save on the Item Manager for a given Active Compliance Item which is in use for a Com-
pliance Setup, the system validates if any actual changes were made to the item. If changes are applied,
then a message displays informing that the Publish function must be run for the listed Compliance
Setups to pull in the changes made on the Item Manager. If no changes have been made, then the Pub-
lish function is not needed for the associated Compliance Setup.

Caregiver Compliance Page 13 Saving Item Manager Values
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Item Manager: Permissions

The following permissions are necessary to add new information or edit in the Item Manager (Com-
pliance Setup > Item Manager):

Permission Description

iVe o NI WV ELET-CIAYEI T2 Allows users to add new values on the Item Manager.

L NMCEREREECTRYEI DM Allows users to edit existing values on the Item Manager.

By default, users with the "Medical Setup" permission also have ltem Manager permissions.

Navigate to Admin > User Management > Edit Roles. Select Admin from the Section dropdown and
Admin from the Roles dropdown to enable these permissions.

T N T TR

Compliance Setup

Iz |I=

Search Setups

Add Mew Compliance Setup

Edit Walues In Compliance Setup

Item Manager

IT

Add Item Manager Value

E3) 3] (3 TS 130 3] 3] 1

Edit Item Manager Value

M al u

Item Manager Permissions

Caregiver Compliance Page 14 Item Manager: Permissions
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Compliance Setup

Overview

This section is intended for Agency Admin users responsible for setting up Caregiver Compliance.

The Compliance Setup (Admin > Compliance Setup) is the second level of the Compliance module. Each
Compliance Setup is a collection of rules used to calculate compliance for any Office linked to the setup.
The values or fields applied to a given Compliance Setup are taken directly from the Iltem Manager (as
covered in the previous sections).

The Compliance Setup is comprised of six tabs to include General, I-9 Requirements, Criminal Back-
ground, Training Schools, Compliance Field, and Medicals/Other Compliance (as illustrated in the
image below). Each of these tabs are covered in the following sections.

Compliance Setup (Default Setup)

1-9 Requirements Criminal Background Training Schools Compliance Fields Medicals/Other Compliance

Compliance Setup Tabs

One can either create a New Compliance Setup or search for an existing setup by entering the Setup
Name, selected Office(s), and/or Status. The results are also organized by these fields (as illustrated in
the image below).

Compliance Configuration

Search

Setup Name: oOffice(s): A T Status: Al W

Compliance Search : m )

Search Result (49) Page 1 of 5 | HNext Last

Setup Name a Office(s) Active
Firgt Configuration Yes

Defaylt Setup Yes

Create/Search Compliance Setup

Field Description

SO NVET < Enter the Setup name in this free text field.
Select the applicable Office(s) to generate a Search.

Status Select All, Active or Inactive to search for a Setup by Status.

Caregiver Compliance Page 15 Compliance Setup
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Compliance Setup: General Tab

The Compliance Setup (Admin > Compliance Setup) function opens to the General tab as a default. The
Setup Details section is seen below the Tabs Menu including the Setup Name, Status, and Office(s) list-
ing the Offices for which to add/edit the selected Setup.

To the left of the screen, a Scheduling Validations section displays the setup tab names. From here, one
can select whether the system checks the item prior to scheduling for compliance, and if so, whether the
item is validated for compliance, or only issues a warning for non-compliance. Select the No, Warning,
or Validate radio buttons per section, as desired.

To the right of the screen is the In-Service Requirements section used to add In-Service Requirements on
a Compliance Setup level assigning certain values to specific Disciplines. In-Service Requirements are
organized and displayed in a table format by Discipline, Hours, and Status (Active or Inactive).

C li Setup (C li Setup Demo 123)
m I-9 Requirements Criminal Background Training Schools Compliance Fields Medicals/Other Compliance
Setup Details History
* Setup Name: Compliance Setup Demo 123 Office(s): Queens (Long Island City) Edit
Status: Active 4
Scheduling Validations History In-Service Requirements m

1-9 Requirements: () No (¢) Warning () Validate
- - - Discipline Hours Required Active
Criminal Background: () No (@) Warning (7) Validate

RN 5 Yes

Training School: () No (@ Warning () validate HHA 4 Yes
Medicals/Other Compliance: () No (") Warning () Validate
Custom Compliance Fields: () No (g) Warning () Validate

Compliance Setup: General Tab

Caregiver Compliance Page 16 Compliance Setup: General Tab
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Creating a Compliance Setup

1 [Navigate to the Admin > Compliance Setup.
Click the New button.

Training School: & Mo

HMedicals/ Other Compliance: & Mo

Warning

Warning

Validate

Validste

| | Search | |
Compliance Search ( m )
2 Search Result (49) Page 1of 5 | et Last
Setup Name a Office(s) Active
Creating a Compliance Setup
In the Setup Details section, enter a Setup Name and set the Status to Active. Select applicable
Office(s) to apply this Setup to. Click the Edit link to add Offices.
Setup Details History
Satup Name: x Setup o
Status: Active 9
Office(s): Westchester (Excellence QA Tesm) Edit
3
Setup Details
If an Office is not assigned to a Compliance Setup, Caregiver Compliance is not enabled for that
Office. In addition, the Status for a given Compliance Setup cannot be deactivated until all Offices
are moved to another Compliance Setup. If a Compliance Setup has an assigned Office and the
Status is changed to Inactive, the system issues a warning message.
In the Scheduling Validations section, select the validation value (No, Warning, or Validate) to
apply to each section.
Scheduling Validations History
1-9 Hequiremenl ty: « Mo Warning Validste
Criménal Backgrownd: « Mo Warning Validate

Custam Comphance Fields: & Mo Warnmg Validate

Assigning Scheduling Validations

Note: The system removes Caregivers from visits they are already scheduled for on the date they fall out of
compliance if the Validate option is selected in the Compliance Scheduling Validation for a particular item
in the Compliance Setup.

Click the Save button to save the entered information.

Continue to the other tabs.

Caregiver Compliance

Page 17 Creating a Compliance Setup
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Note: Saved information and settings are not applied on the Caregiver Compliance page until it is Published. Refer
to the Publish & Discard Feature section for complete information.

Caregiver Compliance Page 18 Creating a Compliance Setup
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Adding In-Service Requirements

Tip: You can press Ctrl-F on your keyboard to search this topic.

Follow the steps outlined below to add an In-Service Requirement on a Compliance Setup level.

Click the Add button.

1 — =D
Compliance Setup: In-Service Requirements Section
The Add In-Service Requirements window opens (as illustrated in the image). Complete the
required fields (denoted with a red asterisk), as described under the image.
HHAeXchange - Add In-Service Requirements
In-Service Requirements
*Discipline: PN
*Required Hours:
Status:  Active
2 Add In-Service Requirements Window

Field Description

Select the applicable Discipline from the single-select dropdown. Note:
Discipline Disciplines which already have rules configured are not listed as a value on
the dropdown.

Indicate the number of Hours of In-Service the selected Discipline

Required Hours
9 requires for compliance. A number higher than “0” must be entered.

Indicate whether the In-Service Requirement is Active or Inactive. If

Status . . . q
Active, then this requirement must be met for compliance.

3 |[Click the Save button to finalize.

Caregiver Compliance Page 19 Adding In-Service Requirements
Proprietary and Confidential



(] .
¥ HHAeXchange The Enterprise System

In-Service Compliance: All Hours Count Towards All
Disciplines

In Service Compliance: All Hours Count Towards All Disciplines

All In-Service Hours completed by a Caregiver are applied to In-Service Compliance. Therefore, to be In-
Service Compliant, a Caregiver must meet the In-Service hours defined in the Compliance Setup, regard-
less of the assigned Discipline(s). For example, if the Compliance Setup requires 3 hours of HHA In-Ser-
vice and then Caregiver completes 3 hours of In-Service for any Discipline(s), then the Caregiver is In-
Service Compliant.

Compliance Setup (Excellence)
m 1-9 Requirements criminal Background Training Schools Compliance Fields Medicals/Other Compliance
Setup Details History,
* Setup Name: | Excellence | office(s): snenal srganizstion (Chrome 57),Westchester (new office) =2t |
Status: | Active v
Scheduling Validations History, In-Service Requirements ( Ada |
I-9 Requirements: @ No () Warning ( Validate
Discipline Hours Required Active
Criminal Background: @ No () Warning () Validate
HSK 2 Yes
Training School: @& No () Warning (; Validate — 5 -
Medicals/Other Compliance: @ No () Warning () Validate sc1 3 ves
Custom Compliance Fields: @ No () Warning (, Validate
Compliance Setup: In-Service Requirements
Caregiver Info Active
| Name: Russel John Caregiver Code: nol-3047 Office: new office |
Team: Vendor: Excellence QA - ML Phone:
Address: MASCOTTE, FL, 34753 Languages: DOB: 03/15/1881 @ Caregiver Hours: H: 0 @
& vio
General Requirements v Medicals/Other Requirements @& Verification e
Hire Date & History Discipline Status C Rules C e History
“ Hire Date:| 02/03/2016 = PCA Compliant @& Compliance Rules
HHA Compliant & Compliance Rules
HSK Compliant & Compliance Rules
HMK Compliant @& Compliance Rules History,

Caregiver Compliance General Requirements

In-Service Classes (Setting Compliance Require-
ments)

Providers can manage In-Service Topics determining whether or not to include or exclude from the Com-
pliance requirements. Default settings can be placed at an Agency level as well as at an Office level (for
multi-office Agencies). In addition, this setting can be enabled or disabled per Caregiver, as needed.

Caregiver Compliance Page 20 In-Service Compliance: All Hours Count
Towards All Disciplines
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Setting at an Agency Level

To set as default for a specific topic at an Agency level, navigate to the Reference Table Management
function (Admin > Reference Table Management) and select In Service Topics from the Reference Table
field. On the Search Results, click on the applicable Topic Title (link).

The In Service Topic window opens. From here select/deselect the newly added Count Towards Com-
pliance checkbox (as seen in the image).

In Service Topic

History

_ | Communication Skill
Topic:

Count Towards
+
Compliance: ]

status: [Fave V]

Reference Table: In Service Topic

Click Save to finalize. Moving forward, the default setting for the selected Topic counts towards Care-

giver Compliance as set.

Note: By default, all existing In Service Topics are set to Count Towards Compliance.

Setting at an Office Level

To set a default at an Office level, navigate to the Office Setup page (Admin > Office Setup > Search
Office). On the Office Setup page, scroll to the Office Option Setup section (at the bottom of the page),
select In Service Topics from the Field dropdown field and click Search (as seen in the following image).

Office (

Select
Collection - Representative
Caregiver Team

In Service Topics
i = " CL
Clinical Category Goals
Clinical Category Orders

Clinical Discipline Category
Clinical DME and Supplies

Clinical Mutritional Requirements
Clinical Safety Measures

Interim Order Category Templates
Clinical Advanced Directive
Evacuation Zone

Evacuation Location

Priority Code

Mobility Status

Electric Equipment Dependency

Patient Team

-

Field:

Select

V==

Office Level: In Service Topics

Caregiver Compliance

Page 21

Setting at an Agency Level
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The Search Results populate directly underneath. The same instructions (as stated above) apply here.
Select the In Service Topic (link) and select/deselect the Count Towards Compliance checkbox, as applic-

able.

In Service Classes

The Count Towards Compliance setting can also be managed when creating or editing an In Service
class. Navigate to Action > In Service >Search and select the applicable In Service Class.

On the Edit In Service window, the Count Towards Compliance checkbox can be selected/deselected for
enrolled Caregivers, as seen in the following image.

Edit In Service

In Service

- Date: [G5/12/2038 ] ®scheduledOcompleted ()
Class Time: [00]®  Max attendees: [ ] @

R - " 0]

Instructor: [ Select  v]®
* Discipline:
Discipline 2:
(@ Attendees: Name
(6 of Unlim.)
001 MC Treinee

Send Conexus Message

002 Caregiver

002 Trainee Caregiver

02 Caregiver Gender

10ThMay2018 OF CaregjverE

03 CareGiver

Caregiver Code

HHA-3524
HHA-3235
HHA-3453
HHA-3457
HHA-3027

HHA-3525

Alt. Caregiver Code

9788550

34535

* Office: | HHAeXchange Office

Location:

Description:

Phone Number Count Towards (© No-Show / Unsatisfactory (1) m
Compliance

978-465-3212 ] H =

987-654-3567 O % ]
[m] (m] | x ]

741-173-5393 O < ]
(] X )
(m} | X JEE

History

Edit In Service: Count Towards Compliance

Caregiver In Service Page

To view In Service Compliance information for a particular Caregiver, navigate to the Caregiver In Service
page (Caregiver > In Service). A sortable Count Towards Compliance column has been added as a visual
aid, as illustrated in the following image.

Caregiver Compliance
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Caregiver Info Active
MName: 002 Caregiver
Team:

Address: XXX
& XXX
In Service
Summary
Year
2020
Date Time
06/16/2020  0100-0200
06/16/2020 0100-0200
08/15/2020 0100-0200
06/14/2020  0100-0200
06/14/2020 0100-0200

Hours

01:00

01:00

01:00

01:00

01:00

Caregiver Code: HHA-3235

Vendor: Excellence Q4 - ML

Office: HHAeX change Office

Phone: 357-654-3567

DOB: xx/ 00000k (D

Languages:

Total Hours
05:00

Topic Count Towards [Location Instructor

Compliance =

Action == In- Yes

service class

Action == In- Yes

servige class

Action == In-

service class,

AIDS, Algebra - | Yes

Geometry-

chemistry

Action == In- Yes

service class

Action == In- Yes

service class

DYV IFIFIIIY o~

Description

HD

hd

test QA 16
June up

HD TEST NEW

HD TEST NEW

Status

Completed

Completed

Completed

Completed

Completed

I IFIFLG I VI D .

Caregiver In Service: Count Towards Compliance Column

Caregiver Hours: H: 0 @
v:o
Reason Payroll
Batch
ST X |
Edit |
Edit |
Edit X
edt K3

Caregiver Compliance
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Compliance Setup: I-9 Requirements Tab

Select the 1-9 Requirements tab to create an I-9 Compliance Setup. Unlike other compliance areas, |-9
requirements are dictated by the Federal government; therefore, these the values and rules are pre-
defined. In the HHAX system, users have the option to specify if a given 1-9 document expires and/or
requires re-verification (like the functionality currently controlling I-9 requirements).

This tab includes a Requirements section and an Expiration/Re-Verification section.

Compliance Setup (Default Setup)

General I-9 Requirements Criminal Background Training Schools Compliance Fields Medicals/ Other Compliance

Requirements

History
Show: [Multiple...] v Require E-Verify Mumber:

Require Verification:

Require: Al

Expiration/Re-Verification

Page 1 of 2 | Next Last

Document Expires Requires Re-Verilication Active
US Passpor Yes Wes YEg
Foreign Passport with [-551 Ko Yes Yes

1-9 Requirements Tab

Show vs Required in the Requirements Section

The 1-9 Requirements, Criminal Background, and Training School tabs allow users to specify whether
that specific section of compliance either Shows and if so, whether it is Required for a given set of Care-

giver Disciplines.
¢ |f a Discipline is set to Show in a compliance section, that section displays on the Caregiver Com-

pliance page. Associated information can be captured in the compliance section; however, it is
not used in their compliance calculation unless it is also set to Required.

¢ Once a Discipline is set to Show in a compliance section, one can specify (in the Required drop-
down) if that Discipline needs to meet the compliance requirements of the section to remain com-

pliant.

Agencies have the option to specify whether an E-Verify Number and/or Verification is required for com-
pliance purposes.

Caregiver Compliance Page 24 Compliance Setup: I-9 Requirements Tab
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Expiration/Re-Verification Section

The Expiration/Re-Verification section provides a list of values to include Document (type), Expiration
(Yes/No), Requires Re-Verification (Yes/No) and the Active (enable/disable a value). The document
types/values are preloaded based on federal regulations. Agencies cannot rename values; however,
Agencies have the option to specify expiration requirements.

Complete the steps below to edit value requirements in this section.

Step Action
Click on the Document title.
Expiration/Re-Verification '
1 4
Doce at Expires Requires Re-Verification 4
F Snort with [-55 No ‘
The HHAeXchange - Edit I-9 Requirement window opens. The fields available to edit are the
Status as well as whether the requirement Expires and/or Requires Re-Verification. The I-9 Docus
ment title is unavailable to edit (as illustrated on the image).
1-9 Document History
I-9 Document: US Passport
Status:  Active v
Expires: ® Yes No
Requires Re-Verification: ® Yes No
> L [ save | cancel
Editing Requirements
Description
The status of the I-9 document for the specific Compliance Setup. By
default, the status for all I-9 items is set to Active.
Select the Yes or No radio-buttons as desired. If Yes is selected, users must
enter a value for the I-9 Document Expiration field on the Caregiver Com-
pliance page.
. Select the Yes or No radio-buttons as desired. If Yes is selected, the Care-
Requires Re- [ . .
Verification giver changes to Non-Compliant if the current date exceeds the entered I-9
Document Expiration value on the Caregiver Compliance page.
3 |Click the Save button to save requirements.
Caregiver Compliance Page 25 Expiration/Re-Verification Section
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Compliance Setup: Criminal Background
Tab

Select the Criminal Background tab to set values for the selected Compliance Setup. There are no addi-
tional rules which may be set for Criminal Background.

Compliance Setup (Default Setup)
General I-9 Requirements Criminal Background Training Schools Compliance Fields Medicals/Other Compliance
Requirements History
Show: [Multiple...] v
Require: Al
Background Check Status c m ’
Results Compliant Active
Arrested Yes No

Criminal Background Tab

Refer to the Show vs Required in the Requirements (previously covered) for a description of how to
select by Caregiver Discipline.

In the Background Check Status section, the previously created results values appear with the cor-
responding information under the Compliant and Active columns. To add a Criminal Background Result
value, click the Add button (as indicated in the image above).

The HHAeXchange — New Criminal Background Check Status window opens. Complete the fields as indic-
ated. The Result field is required (as seen in the following image).

HHAeXchange - New Criminal Background Check Status X

Criminal Background

* Result: | Temporary Denial v
Status:  Active M

Compliant: Yes

Creating a New Criminal Background Check Status

To edit a Criminal Background Check Status value, click on the named value (hyperlink).

Review the selected values for the Criminal Background check to ensure there is at least one "compliant
value entered. Upon saving on the Compliance Setup, Criminal Background tab, the system validates if

Caregiver Compliance Page 26 Compliance Setup: Criminal Background
Tab
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there is at least one "Active" compliant value. If not, the system issues a validation warning. Note that
the warning does not stop one from saving and to proceed without an active “compliant” value for this
section.

Caregiver Compliance Page 27 Compliance Setup: Criminal Background
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Compliance Setup: Training Schools Tab

The Training Schools tab is used to set values for the selected Compliance Setup. From here, determine
whether the below-listed fields are required for compliance when entering a training school record on
the Caregiver Compliance page: Certification Date, On File, Verification, and Verification Date.

Compliance Setup (New Setup)
General I-9 Requirements Criminal Background Training Schools compliance Fields Medicals/Other Compliance
Requirements History
Show: HHA Require Cert, Date: Require On File: &

Require: Al Require Verification: « Require Verif. Date: #
Training School ( m ,
School Name Active Closed Date
Excellence Infocom Training school Yes 04/01/2018

[ save | cancel

Training Schools Tab

Refer to the Show vs Required in the Requirements (previously covered) for a description of how to
select by Caregiver Discipline. Select checkboxes to require Cert Date, On File, Verification, and Veri-
fication Date.

In the Training School section, a list of created Training School records displays in columns to include the
School Name, Status (Active/Inactive) and Closed Date. To add a Training School created in the Com-
pliance Iltem Manager), click the Add button (as illustrated in the image above).

The HHAeXchange — Add Training School window opens. Complete the fields as indicated. The School
Name field is required (as seen in the image below). Select from the list of Training Schools as created in

the Item Manager.

Training School

* school Name: | HHA Training School v

Status: Active v

3

Closed Date: (01/01/2018

Adding a Training School

To edit a Training School value, click on the School Name (hyperlink) under the Training Schools section.

Caregiver Compliance Page 28 Compliance Setup: Training Schools Tab
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Compliance Setup: Compliance Fields Tab

The Compliance Fields tab is used to set the custom fields for the selected Compliance Setup. Unlike the
other compliance sections, where users define the fields which Show and/or are Required (per Dis-
cipline) to remain compliant, Compliance Fields are configured on a field by field basis.

For example, if an Agency wants to capture the Professional License Number for Skilled Disciplines, a
“Professional License Number” Compliance Field is created via the Iltem Manager, then added to a Com-
pliance Setup. When applying the field to the Compliance Setup, the user then has the option to select
which Disciplines the field is required for.

compliance Setup (PCA Office set up)

General I-9 Requirements Criminal Background Training Schools Medicals/Other Compliance

Requirements History

Show: (¢

Field List ( _-m >
Field Active Require Disciplines Field Type

Refarence 1 Yes Yes PCA, HHA Free Text - Single Line o
Transgortation Yes No Multi Select - Dropdawn [+]

=5

Compliance Fields Tab

The Requirements section only has the Show checkbox; unlike other Compliance sections. When the
Show checkbox is selected, all added Compliance Fields for the given Compliance Setup show for all Dis-
ciplines. Fields are then set as Required for specific Disciplines. If not selected, no custom field section
displays on the Caregiver Compliance profile.

Under the Field List section, the custom field records are listed with respective information in columns to
include Field, Active, Require, Disciplines, and Field Type. Up/Down sort arrows allow users to place
these fields in appearance order on the Caregiver Compliance page.

To add a New Compliance Field, click the Add button (as illustrated in the image above).

The HHAeXchange — Add Compliance Field window opens. Complete the fields as described in the table
under the following image.

Caregiver Compliance Page 29 Compliance Setup: Compliance Fields Tab
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Compliance Fields

* Name: Reference 1 v
Status:  Active v
Field Type: Free Text - Single Line -
* Require: e Yes No
* Discipline: [Multiple...] v

Adding a Compliance Field

Note: Once a Record is saved, only certain values can be edited; the Field Name cannot be edited.

Select the name of the custom Compliance Field from the list of fields created in the
Compliance Iltem Manager.

The status of the field. By default, the status is set to Active.

Select the Field Type for the dropdown menu (refer to the Item Manager). Depending on

the selection, other fields may be required or customized as needed.
Note: If a Compliance Field is set as either a Single-Select or Multi-Select dropdown, then one must
add values once it is taken into the Compliance Setup.

Select the Yes or No radio-buttons as desired.

¢ If Yes is selected, it is required for selected Disciplines. If Discipline is not selected,
Require the field continues to show on page.

¢ If No is selected, the field displays on the page, but not required for any Discipline.
The Discipline selection is hidden.

Select all applicable Disciplines listed in the system. If Discipline is not selected, the field

Discipline
P continues to display on the page.

“Accepted Selection” Validations

An "Accepted Selection" may be required for certain Compliance Fields for the system to properly cal-
culate Caregiver Compliance. If a Single-Select or Multi-Select field is set to "Required", then at least one
value must be designated as the "Accepted Selection".

If no "Accepted Selection" is detected, then the system issues a validation error prompting one to define
an Accepted Selection. An "Accepted Selection" must be defined to save the Single-Select or Multi-Select
field designated as "Required" and "Active".

Caregiver Compliance Page 30 “Accepted Selection” Validations
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Compliance Setup: Medicals/Other Com-
pliance Tab

Tip: You can press Ctrl-F on your keyboard to search this topic.

The Medicals/Other Compliance tab is used to set the Medicals and Other Compliance Items for the
selected Compliance Setup. Like the Compliance Fields, this compliance section displays and requires
Compliance Items on a discipline-by-discipline basis.

Compliance Setup (PCA Office set up)

General I-9 Requirements criminal Background Training Schools Compliance Fields Medicals/Other Compliance
Compliance Items @

Item Active Require Disciplines
Rubella Yes Yes PCA, HHA
Annual Health Evaluation Yes Yes PCA

The Medicals/Other Compliance Tab

In the Compliance Items section, a list of compliance items is displayed with respective information in
columns to include Item, Active, Require, and Disciplines. To add a New Medical/Other Compliance
Field, click the Add button (as illustrated in the image above).

The HHAeXchange — Add Compliance Item window opens. Complete the fields as described in the table

below.

Compliance Item
* Name: Rubella
Status: | Active

* Require: @ Yes () No

* Discipline: [Multiple...]

Result Accepted Selection @

Adding a Compliance Item

Note: Once a Record is saved, only certain values can be edited; the Field Name cannot be edited.

Select the Name of the Compliance Item, populated from the Item Manager.

The status of the field. By default, the status is set to Active.
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Select the Yes or No radio-buttons to specify if the item is required to meet compliance.
e If Yes is selected, it is required for selected Disciplines. If Discipline is not selected, the
Require field continues to show on page.
¢ If Nois selected, the field displays on the page, but not required for any Discipline. The
Discipline selection is hidden.

Select all applicable Disciplines listed in the system which should be validated for this Com-
pliance Field. If Discipline is not selected, the field continues to display on the page.

Discipline

Create/Enter Results to specify whether compliance is met in the open text fields. For
example, Pass or Fail. For each Result entered, indicate the Accepted Selection.

Editing a Compliance Item

As with other tabs, Medical/Other Compliance Fields can be edited via the Compliance Setup func-
tionality. To edit an item, click on the item Name (link) and edit information as needed.

“Accepted Selection” Validation

An "Accepted Selection" may be required for certain Medicals/Other Compliance Items for the system
to properly calculate Caregiver Compliance. If a Single-Select or Multi-Select field is set to "Required"”,
then at least one value must be designated as the "Accepted Selection".

If no "Accepted Selection" is detected, then the system issues a validation error prompting one to define
an Accepted Selection. An "Accepted Selection" must be defined to save the Single-Select or Multi-Select
field designated as "Required" and "Active".

For Hire Dates After Field

When the Generates Upon function (Admin > Search Compliance > Compliance Item > Add) has Hire
Date selected under the Event field, an added For Hire Dates After field becomes available to set a date
for new medicals to automatically generate based on the Caregiver hire date.

For example, if a Caregiver’s Hire Date is 01/28/2018, and the For Hire Dates After is set for 01/12/2018,
then the Medical is automatically generated. If the For Hire Dates After is set for 01/30/2019, then the
Medical is not automatically generated.
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HHAeXchange - Generates Upon (Phsycological) x

Generates Upon

* Event:  Hire Date

For Hire Dates After: -]

* Timeline: () Immediately o) Days After Event

[ome [ conet

Caregiver Compliance Item: Generates Upon Settings

Hire Date Required Discipline Enhancement

The Hire Date Generates Upon condition creates records for only those Caregivers with the selected Dis-
cipline field. If a new value is selected in the Discipline field for a Caregiver, then the system applies
Medical/Other Compliance records for the newly defined Discipline upon publishing the Compliance

Setup. If the value is unselected for the Discipline field, then the previously added Medical/Other Com-
pliance record is not affected.

If a Hire Date Generates Upon condition is entered for a Medical/Other Compliance item that is not
required, then the system does not generate any records for any Caregiver, existing or new. If a Hire
Date is entered without an added required Discipline(s), then a validation message populates when
saved (as seen in the image to the right).
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Caregiver Compliance: General Require-
ments Tab

Tip: You can press Ctrl-F on your keyboard to search this topic.

Under the General Requirements tab, there are 6 sections to include Hire Date, Discipline/Status, I-9
Requirements, Criminal Background, Training Schools, and Compliance Fields. The Hire Date and Dis-

cipline Status sections are standard on the page; however, the other sections must be set to Show in the

Compliance Setup to be displayed on the page. The following pages cover each of these components.

5 .. e | Sign
x \eXchange R B P Sueeert Center | Sign d
Mot stuon Messages Tolse s Opens Coves Weliome - minikun) ([xcellence QA -
Caregiver Info
Brshle Caregiver Info Active
1 ;‘—;f—'f—" Name: Caregiver Code: Office:
e Team: Vendor: Phone:
h"’;‘ — Addu-nl:.'. Languages: DoB; Caregiver Hours: ;u é @
Bates -
Botes
e e -
Abwence Restrctioe
It Hire Date Q) History Discipline Status Compliance Rules
Mire Date:  04/04/2018 = CA 20 Comoiaet Q) Sompipre Ry'ey
HHA [=] Comalance Bules
M5K 2t O
1-0 Requirements € MHistore
Column A+8 Documents:  US Passport - a Column € Documents:  Selec Verified: #
* 19 Document Expiration: [ ] Motes: U
E-Verify Number:
Criminal Background €
Sent Out: ] Result:  Select Received: -
Training Schools Q)
School Mame Cert. Date Instructor Verfied Verdication Date On File Detautt ceincare [
. Yes ves &) x
+ v ves & x
0 o x
est Yes 018 ves ves & x
Compliance Fields ©
Date Picker  04/05/2018 L “":'P';""_' Ref 2 Reference # 1
{Emactive): felds 1 Checkbox:
Rel Status Compliance Multi  Sebect
Fields 1: Dropdown:
—m - Compliance COMOOZ: [ 1
Hulti Long:  Sole
o Lans Fields 1:
Complance
MNew Ttem for  Select Fields 1: Autemobile [ ]
Muttiselect: insu, Exp,
Date:

Caregiver Compliance Page

Refresh Button

A Caregiver's Compliance page can be manually refreshed to see whether compliance requirements

have been met for a specific section. Click the refresh icon (to the right of the Verification tab, as illus-
trated below) to refresh all tabs on the Caregiver Compliance page.
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Caregiver Info Active

MName: Johnson Aaron Caregiver Code: Nik-2135 Office: Niks Office
Team: Vendor: Excellence QA - ML Phone:
Address: ALAMO, TN, 38001 Languages: DOB: 01/01/1570 (D) Caregiver Hours: H: 0 (D)
) v

0
General Requirements | % Medicals/Other Requirements €3 werification @

Hire Date € History Discipline Status Compliance Rules

S pCa ot Compliani
Hire Date: 00/28/2017 et ©

HHA not Compliant €

Caregiver Compliance Page: Refresh

The refresh button refreshes the page once the recalculation process is complete. In most cases, this pro-
cess completes within seconds; however, recalculation may take several minutes depending on the
pending tasks on the Process Monitor.

Hire Date Section

At the top-left of the page, a static Hire Date field is displayed (a default compliance requirement for all
Caregivers). The Hire Date field is a required field for all Caregiver Compliance and can only be edited on
the General Requirements tab.

Medicals/Other Requirements ©

Hire Date © History Discipline

Hire Date:  (4/12/2018

Hire Date Section

Note: Refer to the Hire Date as Required Field for Caregiver Applicant/Employee Compliance section featuring
Applicant Type Caregivers.

Medical and Other Compliance items generated via the Hire Date only consider the initial value entered
in this field. If the Hire Date is edited, the system alerts the user that the Caregiver’'s Compliance Require-
ments have already been calculated based on the initial Hire Date. Saving a new Hire Date does not
change the Caregiver’s Compliance Requirements. Changes to existing Medical and Other Compliance
items must be managed manually.

Scheduling logic is based on the “Caregiver Hire Date Validation at Time of Schedule” checkbox on the
Agency Profile page under the Caregiver Scheduling and Availability section (as illustrated in the image
below).

Caregi ‘heduling and ilability History
Allow Caregivers to Edit Availability via Mobile App: ¥ (D Caregiver Hire Date Validation at Time of Schedule: /] (D
(2) Default Caregiver Availability: saturday Sunday Monday [Tuesday [Wednesday Thursday Friday
Edit
@ Default Max Visits Saturday‘ Sundav‘ Mnndayl Tuesdavl Wedna‘;day‘ Thllrsdav‘ Friday‘
‘Availability:
3| 3| 3| 3| 3| 3| 3| Edit

Agency Profile: Caregiver Hire Date Validation for Scheduling Checkbox
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If a Caregiver’s Hire Date is edited, the system validates whether the new date conflicts with any Sched-

uled, Confirmed, or Billed Visits, as follows:
¢ If the edited Hire Date conflicts with Billed Visits, then the system issues an error message and

does not allow the value to be changed.

¢ If the edited Hire Date conflicts with Scheduled/Confirmed Visits, the system issues an alert
warning the user that saving the entered date removes the Caregiver from these Visits. Select
Yes to save the new Hire Date or No to remove the edited value and reinstate the existing Hire
Date.

Discipline Status and Compliance Rules Section

The Discipline Status and Compliance Rules section (to the right of the Hire Date section) is illustrated
in the image below. The Caregiver’s Disciplines are listed, each one with a unique compliance Status.

General Requirements X Medicals/Other Requirements 0 Verification 5

Hire Date 0 Discipline Status Compliance Rules
PCA Mot Compliant 0 Compliance Rules

::]4

Hire Date: 05/10/2016

HHA Mot Compliant 0 Compliance Rules

Caregiver Compliance Page: Discipline Status and Compliance Rules Section

Status

Under the Status column, click the Compliant (with a Green check) or Not Compliant hyperlinks (with a
Red X icon) to view a Caregiver’s current Compliance Status by Discipline (as illustrated in the image
below). A Caregiver is displayed as Non-Compliant if at least one rule is not compliant for the selected
Discipline. Compliance Rules links are available as reference, listing rules and requirements by Dis-
cipline.

Click the Compliance Status link to view the rule(s) and requirement(s) for the Discipline. The Com-
pliance Check window opens displaying the Caregiver’s Compliance Status in three main sections and
corresponding subsections as noted in the following table.

(L ITE TG T -Tll Hire Date, I-9 Requirements, Criminal Background, Training Schools, Com-
ments pliance Fields.

Active Medicals in the Compliance Setup

Each additional Active compliance item (Other Compliance) in the Com-
pliance Setup.

Other Compliance
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If a Caregiver is compliant, a green “Compliant” label is displayed in a given subsection. If not Compliant,
then the Compliance Rule is displayed in bullet form, listing what is yet to be fulfilled (such as “I-9 must
be verified”); as seen on the following image.

General Requirements

Hire Date

4 for Criminal Background.

Medicals

Caregiver Compliance Check Window

Subsections not set to show in the Compliance Setup do not appear in the Compliance Check window.
Subsections set to show but are not required in the Compliance Setup read as follows: “Compliance not
required for [section].”

The Training Schools subsection simply states whether the Caregiver is compliant or not (with no addi-
tional requirements listed).

Required Medicals which have been manually entered with no “Generate Upon” conditions state: "[Med-
ical] must be completed with Accepted Selection prior to due date."

Required Medicals, whether automatically or manually entered (if past due date with no entry), state
“[Medical] is overdue.” In these cases, (if saved without an “Accepted Selection”), the Compliance Check
states: “Selected [Medical] result is not an Accepted Selection.”

Compliance Rules

Click on the Compliance Rules hyperlinks (under the Compliance Rules column) to view a Caregiver’s cur-
rent Compliance Rules by Discipline (as illustrated in the following image).

Medicals /Other Requirements o Verification 54

Hire Date 0 Discipline Status Compliance Rules
- y e i i
Hire Date: 05/10/2016 i PCA Not Compliant € Compliance Rules

HHA Not Compliant € Compliance Rules

Caregiver Compliance Page: Compliance Rules

Caregiver Compliance Page 37 Compliance Rules
Proprietary and Confidential



)0 HHAeXchange The Enterprise System

The Compliance Rules window opens displaying the Caregiver’s Compliance Rules in four main sections

and corresponding subsections as noted in the following table. This window displays only the rules set to
Show at the Compliance Setup level.

HHAeXchange - Compliance Rules x
General Requirements

Hire Date

« Hire Date is required.

Medicals

« Compliance not required for Medicals.

Other Compliance

« Compliance not required for Other Compliance.
In-Service
« Compliance not required for In-Service,

Compliance Rules Window

If a section is set to Show but not Required for a given Compliance Setup, then the rule displays the sec-
tion in the Compliance Rules with the message stating: “Compliance not required for [section].”

(LI EL ISl Hire Date, 1-9 Requirements, Criminal Background, Training Schools, Com-
ments pliance Fields.

Active Medicals in the Compliance Setup

] Each additional Active compliance item (Other Compliance) in the Com-
Other Compliance [®
pliance Setup.

Indicates whether In-Service is required or not.

Caregiver Compliance History Column

Use the Compliance History column (as illustrated in the image below) to view and update a Caregiver’s

Compliance Status for a specific Discipline. Click on the History link to open the Compliance History for
the corresponding Discipline.

‘General Requirements X Medicals/Other Reguirements a Verification =

=

Hire Date €

History Discipline Status Compliance Rules Compliance History

* Hire Date:  (05/02/2018 Fea

3

Mot Compliant€d Compliance Rules History

HHA Mot Comp! anto

Il

ompliance Rules Histon,

Caregiver Compliance Page: History Column

On the Compliance History window, the Date, Status, and Issues columns are displayed, as shown in the
following image and described in the table below. This window provides 6 months of the Caregiver’s
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Compliance History for the selected Discipline; where users can edit information for the last 6 months.
Click Save to save updates.

HHAeXchange - Compliance History X
History
Date Status Issues
04/02/201% Compliant: ¥
04/01/2019 Compliant: ¥
03/31/2019 Compliant: Criminal Background Complizance
03/30/2019 gt Criminal Back: d C li

/20420 [Edited] riminal Background Compliance
03/23/201% Compliant: & Criminal Back: d C li

/23420 [Edited] riminal Background Compliance
03/28/2019 FrrEEs Criminal Backs d C li

/28/20 [Edited] riminal Background Compliance
03/27/2019 Compliant: Criminal Background Complizance
03/26/2019 Compliant: Criminal Background Compliance

Hire Date, I3 Requirements, Criminal -

Compliance History Window

Note: Permission to edit information on this window is role-based. Refer to Permissions section.

Caregiver Compliance date

Provides the status of Compliance for the line item on respective date.

Provides the reason for Non-Compliance for the line item.

Once saved, the compliance line item indicates [Edited] on the Compliance History window. In turn, Vis-
its which fall under the specified date(s) is evaluated on the Prebilling Review under the Caregiver Com-
pliance problem.

Permission to Edit Compliance History

This feature is enabled by HHAX by default for all Providers on the New Caregiver Compliance envir-
onment. To enable this permission for specific roles, navigate to Admin > User Management > Edit
Roles. On the Section field select Aide and select the applicable roles from the Roles dropdown. Under
the Search Aide sub-section, select the Edit Compliance History permission.

This permission allows users under a specified Role to update and save information on the Compliance
History window; otherwise the user can only view information and close the window.
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Edit Roles
Edit Roles
* Section:
s L] Admin
fide My
My
r@esrefrerrrrrrrryyrees
As v eg 1. othe .
Search Aide Eﬂ
Mn
AideComplianceCertificateEdit )
AideComplianceEdit )
AideComplianceEmployeeEdit 1~
My
I Edit Compliance History I~ I
I 1|
0000000 000000060000

Edit Compliance History Permission

Caregiver Compliance
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I-9 Requirements Section

I-9 items marked as required on the Compliance Setup page are not required to save the General
Requirements page; therefore, designating I-9 items as required means they are required for com-
pliance as set at the Compliance Setup level.

e |If a selected I-9 Requirement is set to expire, then the 1-9 Document Expiration field is required

to save the selected value.
¢ |f the E-Verify Number is selected on the Compliance Setup, then it is required for compliance.

Same applies to Require Verification.

Values do not have to be entered to save data on the Caregiver Compliance page.

1-9 Requirements €3 History
Column A+B Documents:  US Passport v u Column € Documents:  Sealect ¥ Verified: &
1-9 Document Expiration: =) Noltes: U
E-Verify Number:
Crimginal Backgrosnd €3 ! ! ! ! ! ! ! ! ! '

1-9 Requirements on the Caregiver Compliance Page

I-9 Document values are hard-coded into the system based on federal requirements (Column A, B, and C
documents).

Column A Column B Column C

Only required if a Column B doc-
ument is selected, then users
need to enter a value for the
Column C Documents field to save
the page.

If a Column A document is selec- [If a Column B document is selec-
ted, users will not have to enter a |ted, then users must enter a
Column C document for com- Column C Document for com-
pliance. pliance.

Users may edit whether each document expires and/or requires re-verification. Supporting documents
can be loaded using the paperclip icons. Green icons indicate that a document is loaded on the section.

If a document is set to Expire, a value must be entered for the I-9 Document Expiration field on the Care-
giver Compliance page to save the selection. If a document is set to Require Re-Verification, the Care-
giver will no longer be compliant after the set value for the I-9 Document Expiration field has passed.
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Criminal Background Section

In the Criminal Background section items appear as a single row for a cleaner look. To accommodate
additional Criminal Background checks, click the “+” to the right of the row to add a new row and com-
plete the pertinent fields (Sent Out, Result, and Received).

Criminal Background &

Sent Out:

Result:  Select v Received: E@

Traiping Sahools o ()

Criminal Background on the Caregiver Compliance Page

¢ |f an additional row has been created in error or no longer applicable, each row contains a
(minus) to remove.
¢ [f values have been entered for the row, the system alerts with a confirmation message to

ensure the user wants to remove the row.
¢ The “- “(minus) icon displays for unsaved rows only; if the item is saved in the database, then

the delete icon does not display. If all values are removed from any row, the system auto-
matically deletes that row.

Next to Result dropdown, once a selection is made, a paperclip icon becomes available allowing doc-
ument attachment.

If the Criminal Background is set to “required” for a specific Caregiver Discipline, then all Caregivers
under said Discipline within the same linked office in the Compliance Setup must follow the set rules to
be and remain compliant. When an Accepted Compliant value is entered for the Result field, the Care-
giver is compliant.

Values are not required for the Sent Out and Received fields. If values are entered for these fields,
ensure that the Sent Out (date) value is prior to the Received (date) value; otherwise, the system issues
a validation alert prompting correction.

Training School Section

If the Training School is set as “required” for a specific Caregiver Discipline, then all Caregivers under
said Discipline within the same office in the Compliance Setup must follow the set rules to be and
remain compliant.

In this section, each line item provides the following information School Name, Certification Date,
Instructor, Verified, Verification Date, On File, Default, Certificate (attachment) and Delete function
(if/as needed).
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Training Schools €

School Name Cert. Date Instructor Verificd Verification Date On File Default Certificate ' m ’
SS Trainir 0 018 st Yes 03/01/201 W
2
v

I 3 Sch 315/2 b L Yes ﬂ x
Trairna Sch & 87172016 Tesk Mo o186 Wi n x
L] test Mo ﬂ 1

55 Training Schools (Inactive 07/07/2015 Test Yes Ves e G x

Training Schools on Caregiver Compliance Page

To attach a certificate, click the paperclip icon to upload as prompted. To add a Training School record
for a Caregiver, click the Add button. Duplicate Training School records cannot be duplicated.

The HHAeXchange — Add Training School window opens. Complete the fields as prompted. The only
required field is the Training School which is selected from the Compliance Item Manager list.

HHAeXchange - Add Training School k4

Training School
* Training School: | Select
Certification Date: -]
Discipline:  Selact M
Instructor:

Verified:

Verification Date:
On File:

Default: [ [anly 1 can be Befault]

5.'"8 Caucd

Adding a Training School: Caregiver Compliance Page

If the selected Training School is Closed, ensure that the Certification Date is prior to the set Closed
Date; otherwise, the Caregiver is not compliant. The Closed Date cannot be prior to the Caregiver’s Hire
Date.

The selected Discipline for the Training School record does not need to match the Caregiver’s Discipline.
A single Training School record must fulfill all requirements set on Compliance Setup for the Caregiver to
be compliant.

Apply Training School Records for Multiple Disciplines

Multiple Training School records for the same Training School can be added for a given Caregiver, for cer-
tifications in various Disciplines. Refer to the Discipline column in the Training Schools section displaying
the applicable Discipline (as seen in the following image).
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Training Schools £

School Name Discipline Cert. Date Instructor Verified Verification Date On File Default Certificate m
California Training School HHA No No No a x
California Training School ESC No No No & x
California Training School HMK No Mo No a b

Compliance Fields @

Caregiver Compliance: Training Schools

If an overlapping Training School record is entered with an existing Discipline for the same Training
School (duplicate record), then the system issues a validation message (illustrated in the following
image).

HHAeXchange - Validation(s)

A training school record for the selected Discipline
already exists.

Validation: Training School Record for Discipline Exists

Compliance (Custom) Fields Section

If a Compliance Field is set as “required” for a specific Caregiver Discipline, then all Caregivers under
said Discipline within the same linked office in the Compliance Setup must follow the set rules to be and
remain compliant.

Compliance Fields @
R Complisnte Reference # H
Date Ficker 04/05/2018 [ ] . Ref2 H ]
(Tnactive): Felds 1: Checkbox:
Rel Status: + H Compliance r H Muiti Select v H
Fields i: Dropdown:
s Select H Compliance o COMODZ: | | H
Multi Long: ele » - .- .
Compliance
Mew Ttem for  Select = H Fields 1: H Autemobile =
Multiselect: insu. Exp,
Date:

Compliance Fields: Caregiver Compliance Page
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Document Upload for Custom Compliance Fields

Providers can set up fields allowing document uploads (such as Caregiver References) in any of the Cus-
tom Compliance fields. Navigate to the Compliance Setup (Admin > Compliance Setup > Search Setup >
Compliance Fields tab) and the ltem Manager (Admin > Compliance Setup > Item Manager >Com-

pliance Fields tab).

Select the Allow Document Upload checkbox in the (New/Edit) Compliance Field windows to allow the
upload of supporting documents to specific compliance fields.
HHAeXchange - Edit Compliance Field x
Compliance Field History
* Name: Confidentiality Statements
status:| Active

Field Type: Checkbox

* Require: » Yes

* Disciplines: PCA

Allow Document
Upload:

Compliance Field: Allow Document Upload Option

Once the Allow Document Upload is selected for a Compliance Field, a blue paperclip icon appears in
the Caregiver Compliance page (Caregiver > Compliance), as seen in the following image.

vare Cate @ (R — Some Comphance Suien Comphance Mstery
v i s

ey

[EY S Y

R s e

1 vty Sebas

0 8 08 0080888000000 0000000002000 0000

atdnstisity Mamamsts

Caregiver Compliance Page: Document Upload

The Reference 1 and Reference 2 fields in the Caregiver Compliance page have the upload (paperclip
icon) to allow document upload.
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Compliance Fields @

Reference 4:  Select

Testi:

Reference 1:

-0

Reference 2:
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Caregiver Compliance: Medicals/Other
Requirements Tab

Tip: You can press Ctrl-F on your keyboard to search this topic.

The Medicals/Other Compliance tab is located on the updated Caregiver Compliance page (Caregiver >
Compliance).

Under the Medicals/Other Compliance tab, there are 4 sections to include Hire Date, Discipline/Status,
Medicals, and Other Compliance. As with the General Requirements, the Hire Date and Discipline Status
sections are standard on the page; however, the other sections must be set to Show in the Compliance
Setup to be displayed on the page. The following pages cover each of these components.

From the Medicals/Other Requirements tab, a user can view rules and determine necessary updates.
Rules that expire need updating based on regular Compliance requirements as determined in the Com-
pliance Setup. Under the Status column, items highlighted in Yellow indicate a Pending status which
means that the item is within 30 days of due date. Items highlighted in @ indicate that the item is Over-
due and that the Caregiver is no longer Compliant for that Medical or Compliance Item (as illustrated in
the image below).

General Requirements £ Medicals/Other Requirements % Verification 54
Hire Date Q History Discipline Status Compliance Rules
i & PCA Mot Compliant Compliance Rules
Hire Date: (09/28/2017 & = Not Com i{x] mpliance Rules
HHA Not Compliant€Qy Compliance Rules
Medicals & m
Pending Medicals All Medicals @
Medical Name Status Results Due Date Date Performed Required Notes  Documents Delete
Rubella Completed Not Immune 09/28/2018 05/17/2018 Yes a x
Rubella MMR Pending 06/17/2018 Yes (& ] x
Rubella MMR Pending 06/29/2018 Yes [#] x
Other Compliance Q m
Pending Evaluations All E i 0
Compliance Name Status Results Due Date Date Performed Required Notes Documents Delete
Annyal Health Assessment w 10/28/2017 Yes &) x
skills Review Pending 05/26/2018 Yes ﬂ ®

Caregiver Compliance Page: Medicals/Other Requirements Tab

Aide Compliance Permissions

The Aide Compliance permissions (Admin > User Management) control access to the Caregiver > Com-
pliance page while permissions for Compliance General Requirements and Compliance Medicals Other
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Compliance control access to the separate tabs. The remaining permissions control the ability to add/ed-
it/delete medicals and Other Compliance items.

Under the Aide Compliance category, several permissions control access to Caregiver Compliance func-
tionality, as follows:

Aide Compliance (Permissions)

Tabs Permissions

Compliance General
Requirements

Edit Compliance History

e Add Medical * Delete Medical
e Add Medical Date Performed ¢ Add Other Compliance
¢ Add Medical Result ¢ Edit Other Compliance Item
(o] T IETLN\ I [[EILJM * Edit Medical Name * Edit Other Compliance Due Date
Other Compliance e Edit Medical Due Date ¢ Edit Other Compliance Date Per-
e Edit Medical Date Performed formed
e Edit Medical Result ¢ Edit Other Compliance Result

¢ Delete Other Compliance

Controls access to...

(o111 [ JIET R T E e |GG D13l the Caregiver > Compliance > General Requirements tab as well as the ability
ments to add and edit items on the tab.
update and save information on the Compliance History window; otherwise the

Edit Compliance History L. . .
user can only view information and close the window.

Compliance Medicals Other

) the Caregiver > Compliance > Medicals/Other Compliance tab
Compliance

the "Add" function for Medicals on the Caregiver Compliance page. Users with
Add Medical this permission may only enter values for the "Medical Name" and "Due Date"
fields.

G LR L e D E N e a0 Wl the "Date Performed" field when adding a medical.

Add Medical Result the "Result" field when adding a medical.
Edit Medical Name the "Medical Name" field when editing a medical.

Edit Medical Due Date the "Due Date" field when editing a medical.

(LA LTI E VN L s 111 - W the "Date Performed" field when editing a medical.

Edit Medical Result the "Result" field when editing a medical.

Delete Medical the ability to delete a medical.

the "Add" function for Other Compliance Items on the Caregiver Compliance
Add Other Compliance page. Users with this permission may only enter values for the "Compliance
Item" and "Due Date" fields.

el Aol T oo T [ [ET TR =1 Il the "Medical Name" field when editing a “Other Compliance Item.”
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Controls access to...

the "Due Date" field when editing a “Other Compliance Item.”

Edit Other Compliance Due
Date

Edit Other Compliance Date

the "Due Date" field when editing a “Other Compliance Item.”
Performed

el 0] T T [E LG 1 Al the "Result” field when editing a “Other Compliance Item.”

Delete Medical the ability to delete existing Medicals on the Caregiver Compliance page.

the ability to delete existing Compliance Items on the Caregiver Compliance

Delete Other Compliance Item
age.

edit Verification information (Exclusion and Verification Lists configured for the

Edit Verification
Agency).

Adding a Medical Requirement

Click the Add button in the Medicals section to manually apply a new Medical.

Medicals € ©

Pending Medicals (3 All Medicals ()

Medical Name Status Results Due Date Date Performed Required Notes Documents Delete

No Records Found.

Adding a Medical to a Caregiver

Complete the necessary fields when the Add Medical window opens (as illustrated in the image below)
and described in the table underneath. Fields denoted with a red asterisk are required.

Add Medical

* Medical Name:  Select
* Due Date:

Date Performed:

Upload File: a Note: File must be 1000 KB in size or smaller.

Add Medical Window

T T
Medical Name Select a Medical from the list of Medicals configured for the associated Compliance
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Setup. Medical records may be duplicated.

Due Date Specify the date when a Result is required for the Medical.

Date Performed Specify the date when the Medical was performed.
Select the Result for the dropdown menu.

Add applicable notes.
Upload File Attach supporting documents.

Adding Other Compliance Requirement

Click the Add button in the Other Compliance section to manually apply a new Compliance Item. Com-
plete the necessary fields when the Add Compliance Item window opens (as illustrated in the image
below). Fields denoted with a red asterisk are required.

Other Compliance ( 3 g>

Pending Evaluations (g All Evaluations O

Compliance Name Status Results Due Date Date Performed Required Notes Documents Delete

No Records Found.

Adding Other Compliance to a Caregiver

Automatically Generated Medical Requirements

Medicals and Other Compliance items may be automatically generated based on the Compliance Setup
and triggered by the Caregiver’s Hire Date and the entered Results for another Medical or Other Com-
pliance. Medicals and Other Compliance items which are automatically added via the Hire Date con-
dition are only applied once for each Caregiver. If the Hire Date is changed or deleted, the system does
not apply the automatically generated Medicals and Other Compliance items a second time.

Editing a Medical Requirement

To edit a Medical or Other Compliance Item, navigate to the Caregiver Compliance page (Caregiver >
Compliance > Medicals/Other Requirements tab). When editing a Medical or Other Compliance Item
(whether added automatically or manually), a Result value must be entered if a Date Performed has
been entered or vice-versa to save the edit.
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HHAeXchange - Edit Other Compliance Item

Edit Other Compliance Item

* Compliance Ttem: | Annual Health Assessmen t

* Due Date: 10/28/2017

Edit Other Compliance Item Screen

Medicals are required for each Discipline on a medical-by-medical basis based on the Compliance Setup.
Compliance is calculated based on whether a required Medical has the accepted selection (Results)
entered for a given Caregiver.

Based on the Compliance Setup, if a required Medical is saved with a non-accepted Result, the Caregiver
shows as Not Compliant. The same applies if a set Due Date for a given required Medical has passed but
no Result values have been saved.

For recurring, automatically generated Medicals, a Caregiver is compliant if they have a record with an
accepted selection on record and the Pending record is not passed the Due Date. Not required Medicals
do not factor into the compliance calculation for a given Caregiver.

Medicals that are manually deleted are no longer calculated for that specific Caregiver’s Compliance. If a
Medical is added back to the Caregiver Compliance page, and is required per the Compliance Setup, it is
then calculated in the Caregiver Compliance.

Default Medicals

Medical / Com-
pliance Item

Results / Required Generates Upon

Immune (Accepted Result)
e Not Immune (Accepted Res- . i
Rubeola i) e Immediately upon Hire Date
u

e Required Medical

e Completed (Accepted Result)

Rubeola MMR1 ¢ Not Completed e Immediately upon Rubeola saved
ubeold e Required Medical (if Rubeola = with result Not Immune
Not Immune)
e Completed (Accepted Result e 30 Days after Rubeola MMR1 saved
Rubeola MMR2 pleted (Accep ) > ey
* Not Completed with result Completed
Caregiver Compliance Page 51 Default Medicals
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Medical / Com-
pliance Item

Results / Required

Required Medical (If Rubeola =
Not Immune)

Generates Upon

Rubella

Immune (Accepted Result)
Not Immune (Accepted Result)
Required Medical

Immediately upon Hire Date

Rubella MMR

Completed (Accepted Result)
Not Completed

Required Medical (If Rubella =
Not Immune)

Immediately upon Rubella saved
with result Not Immune

PPD/QFT

*PPD and QFT are sep-
arate Medicals with the
same Results/Conditions

Positive (Accepted Result)
Negative (Accepted Result)
Required Medical

Immediately upon Hire Date
365 Days after PPD (QFT) saved with
result Negative

Chest X-Ray

Positive

Negative (Accepted Result)
Required Medical (If PPD/QFT
= Positive)

Immediately upon PPD saved with
result Positive
Immediately upon QFT saved with
result Positive

TB Screen

Positive

Negative (Accepted Result)
Required Medical (If PPD/QFT
= Positive)

365 Days after PPD saved with result
Positive

365 Days after QFT saved with result
Positive

365 Days after TB Screen saved with
result Negative

Pre-employment Phys-
ical

Completed (Accepted Result)
Not Completed

Immediately upon Hire Date

Annual Health Assess-
ment

Completed (Accepted Result)
Not Completed

365 Days after Pre-Employment
saved with result Completed

Drug Screen

Passed (Accepted Result)
Failed

Immediately upon Hire Date
365 Days after Drug Screen saved
with result Passed.

Hepatitis Step 2

Completed (Accepted Result)
Not Complete

[X Days] after Hepatitis saved with
result Completed

Note: “[X Days]” is based on the
value for Hep-B Step 2 Required After
value in Medical Setup.

Hepatitis Step 3

Completed (Accepted Result)
Not Complete

[X Days] after Hepatitis 2 saved with
result Completed

Note: “[X Days]” is based on the
value for Hep-B Step 3 Required After
value in Medical Setup.

Flu Vaccine / Face Mask

Face Mask Received (Accepted
Value)

This medical can be configured from
Admin CP; part of a future release

Caregiver Compliance
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Medical / Com-
pliance Iltem

Results / Required Generates Upon

Vaccine Administered (Accep-
ted Value)

Vaccine not Administered
Face Mask not Received

(Phase 3).

Delete Medicals/Other Compliance Results

System captures data for Deleted Medicals and Other Compliance items for reporting purposes.

Caregiver Compliance
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Saving and Publishing a Compliance
Setup

Tip: You can press Ctrl-F on your keyboard to search this topic.

This section covers the steps required to ensure that the Compliance Setup is active and enabled to use
in the Caregiver Compliance Page.

Publish & Discard Feature

When a field is edited on any of the Compliance Setup tabs, the change must be saved (click the Save
button) to enable the Publish and Discard buttons (as illustrated in the image below). Although the
setup is saved, the information is not in production until it is published. The Publish button allows for
immediate recalculation of compliance requirements based on changes made on the Compliance Setup
to ensure Caregivers are compliant with the new rules.

Compliance Setup (Compliance Setup Demo 123)

m 1-9 Requirements Criminal Background Trainin 9 Schools Compliance Fields Medicals /Other Compliance
Setup Details History
* Setup Name: Compliance Setup Demo 123 Office(s): Queens (Leng Tsland City) Edit
Status:  Active w
[ Publish Jf viscard |
Scheduling Validations History In-Service Requirements m
1-9 Requiremen ts: () No (8) Warning () Validate

Discipline Hours Required Active
Criminal Background: ) No (8) Warning () Validate
BN 6 Yes
Training School: () No (g Warning () Validate HHA 4 Yes
Medicals/Other Compliance: () No () Warning (s Validate

Custom Compliance Fields: ), No (@ Warning () Validate

Compliance Setup: Publish/Discard Buttons (Feature)

The Publish button does not appear until the at least one Office is assigned to a Compliance Setup.

When the Publish button is selected, a warning message generates alerting the user that publishing
updates to the Compliance Setup prompts the system to recalculate Caregiver Compliance for all asso-
ciated Offices. Select Yes to proceed with publishing (apply new compliance rules execute recalculation).
Navigate to the Process Monitor (Admin > Process Monitor) to check the calculation status.

The Publish button becomes available once a change has been saved in any of the Compliance Setup
tabs. The Discard button allows one to delete any saved changes which have not been published. These
buttons are available to the user who made the changes on a given Compliance Setup.
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The system warns of any unpublished changes before leaving a Compliance Setup to ensure changes are
applied. Select Yes to proceed with publishing or No to leave the Compliance Setup.

Note: Only the User saving a change has access to the pending change.

User navigates to the Item Manager > Criminal Background tab and changes the existing Criminal
Background status of “OK” so that it is no longer a compliant selection. The system alerts the user
that this Compliance Setup is currently in use by 123 and XYZ. As required, the User publishes the
change. Upon publishing, the “OK” value for Compliance Setups 123 and XYZ is updated in the Crim-
inal Background Check section.
User navigates to the Item Manager > Criminal Background tab and changes the existing Criminal
Background status of “OK” so that it is no longer a compliant selection. In this example, the “OK”
status linked to Compliance Setup 123 as /Inactive and not in use in any other Compliance Setup.
Because the value in Inactive, the system does not issue an alert.
User navigates to the Medicals/Other Compliance tab in the ltem Manager and edits the ‘Rubella”
value; switching it from Active to Inactive. Saving the change is locked until the user publishes the
change. All Users with access to the Compliance Setup page may publish changes made on the Item
Manager.
User 1 navigates to Compliance Setup 123 and edits a Medical. Compliance Setup 123 is locked
upon Saving the updated Medical for all users but User 1. In the meantime, User 2 selects the “Med-
ical/Other Compliance” tab on the Item Manager and edits the existing “Rubella” medical value,
switching its status from Active to Inactive. This value remains as Active for Compliance Setup 123
until the change is published.

¢ Compliance Setup 123 remains locked for all users but User 1 because he had already

made changes to the setup prior to the ltem Manager changes.
e When the Publish is run for Compliance Setup 123, changes are published both from the
Item Manager level (made by User 2) and the Compliance Setup (made by User 1).

Process Monitor

The Publish Compliance Setup and Recalculate Caregiver Compliance processes are monitored on the
system’s Process Monitor page. For example, when creating a New Caregiver or editing an existing Care-
giver’s information, the recalculation process can be monitored via the Process Monitor.
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Running Process Monitor ~

Running (refreshes ically)

Process Started By Details |Request Start Time Process Start Time Elapsed Time |Current Status
|Compliance Setup: SP Setup - Office

Publish Compliance Setup minikunj |California |4/23/2018 9:08:04 AM 4/23/2018 9:08:04 AM 16:47 Processing

processLogID: 1889

|Compliance Setup: SP Setup - Office

Publish Compliance Setup minikunj |california l4/23/2018 9:03:15 AM 4/23/2018 9:03:15 AM 16:52 Processing
ProcessLogID: 1888

|Compliance Setup: SP Setup - Office

Publish Compliance Setup minikunj (california |4/23/2018 8:59:50 AM 4/23/2018 8:59:50 AM 16:56 processing

5 |Compliance Setup: CBIS setup
Publish Compliance Setup Multioa oo it

l4/23/2018 8:37:48 AM 4/23/2018 8:37:48 AM 17:18 Processing

[Compliance Setup: SF Setup - Office
Publish Compliance Setup minikuni (California |4/23/2018 8:28:56 AM 4/23/2018 8:28:56 AM 17:27 Processing
cessLogID: 1884

|Caregiver Name: 0926 Caregiver (HHA-
minikuni 1997) |4/23/2018 8:26:55 AM 4/23/2018 8:26:55 AM 17:29 Processing
processiogDetaillD = 14053

|Compliance Setup: SP Setup - Office
Publish Compliance Setup minilunj (California |4/23/2018 8:19:56 AM 4/23/2018 8:19:56 AM 17:36 processing

ProcessLogID: 1883
|Caregiver Name: Shah Karan

Recalculate Caregiver
Compliance

Recalculate Caregiver

Corplisnte minikuni o e = tai [4/19/2018 10:48:55 AM 4/19/2018 10:48:55 AM 111:07 Processing
Refresh
Completed Processes
Total Results(1005) Page 1 of 21 | First Prev Next Last
Process Started B: |Details Request Start Time [Process Start Time End Time |Duration |Status
) Compliance Setup: SP Setup - Office 5. '
Publish Compliance | inicuny California [4/23/2018 8:38:33 42312015 5:35:33 AM 4/23/2018 8:38:38 54,00 completed
rocessLoglD: 1866
5 [Compliance Setup: SF Setup - Office oo R
Publish Compliance | iy California [/23/2018 7i59:51 |yyp315015 7:59:51 Am 4/25/2018 7:59:56 lo5.09 completed
P rocessLoglD: 1882
Caregiver Name: Shah M Sulay - Caregiver 57 157:
Recaloulate CaregiveryiguiamL (A01-1338) [/23/2018 7557152 L4/23/2018 7:57:52 AM A23[2018 757156 00,00 Completed
P ProcessLogDetaillD = 14047
- Compliance Setup: 5P Setup - Office — N
;“:’"Sh Compliance |\ iy inj California Zﬁyzma 533525 42372018 5135125 AM :ﬁjfm“' 7i57:44 o223 Completed
=D ProcessLogID: 1851
. Compliance Setup: SP Setup - Office 23: X
;“:’"5" Compliance | jnikun California :sz:e/zms 523148 L/23/2013 5:23148 Am :ﬁyz“m 5:23:57 o0:00 completed
<tup ProcessLogID: 1850

Process Monitor

Changing Office Compliance Setups

One can change which Compliance Setup is assigned to a specific Office to facilitate the Compliance
Rules updates for that office. An Office must be manually unlinked and saved on the Compliance General
tab to remove from an assigned Compliance Setup.

Upon saving, the system issues a warning stating: "Please note that the system cannot calculate com-
pliance for Caregivers assigned to Office's which are not linked to a Compliance Setup." Click OK to con-
firm and close the window.

Once saved, click the Publish button to finalize changes and recalculate compliance. Values entered on
the Caregiver Compliance page for the previous compliance setup are automatically switched to Inactive
if not available in new Compliance Setup and are no longer considered in the compliance calculation.

When an Office is moved from one Compliance Setup to another, all existing values/fields from the first
Compliance Setup are displayed as Inactive on the Caregiver Compliance page if those values and fields
do not exist on the new Compliance Setup.

Inactive fields (with defined/assigned values) remain on the Caregiver Compliance page. In dropdown
fields, a new value cannot be selected. If a value is removed from the field (deleted in a free-text field
and replaced with a dropdown), then it can be removed from the Caregiver Compliance page upon sav-
ing. If no value is defined in an Inactive field, then it can be removed from the page.

Note: Inactive values/fields do not get factored into compliance.
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The system does not allow one to link a given Office if it is linked to another Compliance Setup (values
are locked). If not in use, values/fields from Compliance Setup are removed from the Caregiver Com-
pliance page.

If an Office is changed from one Compliance Setup to another, the system creates pending Caregivers
records with applicable Medical and Other Compliance.

Examples

Example 1
e Office “ABC” is assigned to Compliance Setup “Default Setup”
e Office “XYZ” is assigned to Compliance Setup “General Setup”
e Office “ABC” cannot be assigned to “General Setup” until and unless it is removed from “Default
Setup” and Published.

Example 2
e Office “ABC” is assigned to Compliance Setup “Default Setup”
e Office “XYZ" is assigned to Compliance Setup “General Setup”
e Office “ABC” is removed from “Default Setup” upon publishing.
e A Caregiver in Office “ABC” is then recalculated. Because Office “ABC” does not belong to any
Compliance Setup, the Caregiver’s Compliance Status is calculated based on Hire Date only and
no other section is displayed on Caregiver Compliance Page.

Example 3

e Office “ABC” is assigned to Compliance Setup “Default Setup”

e Office “XYZ” is assigned to Compliance Setup “General Setup”

e “Office ABC” is removed from “Default Setup” upon publishing.

e Office “ABC” is not assigned to “General Setup” and Publish is done.

e A Caregiver in Office “ABC” is not recalculated based on Compliance Setup “General Setup”. Val-
ues/Items entered on the Caregiver Compliance page for the previous Compliance Setup not
there in the new Compliance Setup display as Inactive.

B For example: If “Excellence Training School” is in the Caregiver’s Compliance Setup
“Default Setup” but not in the “General Setup”, and it is selected in Office “ABC”, then it
shows as Inactive in the Caregiver’s Compliance page.

e If an ltem exists in the new Compliance Setup, then it is marked as Inactive.

® For example: If “Submitted” Check Status for Criminal Background exists in both Com-
pliance Setups and it is selected in for a Caregiver in Office “ABC”, then it is NOT marked
as Inactive on the Caregiver Compliance page.

e |fadropdown is selected in a previous Compliance Setup, then the system displays the selected
value (from previous Compliance Setup) and additional values from the new Compliance Setup.

® For example: Dropdown ABC.

B “Default Setup” value fields: Value 1 and Value 2
B “General Setup” value fields: Value 3 and Value 4

B Caregiver A was selected as “Value 1” on Dropdown ABC.

B |f Office is moved from “Default Setup” to “General Setup”, then the system displays the
dropdown values as follows:
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® Value 1 (Inactive)
® Value3
® Value 4
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Compliance Setup Permissions

The following permissions are necessary to add new information or edit the Compliance Setup (Com-

pliance Setup > Search Setup):
I R
Add New Compliance Setup Allows users to create a new Compliance Setup.

Allows users to add and edit existing values in the Com-
pliance Setup.

Edit Values in Compliance Setup

Navigate to Admin > User Management > Edit Roles. Select Admin from the Section dropdown and
Admin from the Roles dropdown to enable these permissions.

1) VI TR, T 1
Compliance Setup EH
Search Setups @ﬂ
Add New Compliance Setup [
Edit Values In Compliance Setup [
Item Manager @ﬂ
Add Item Manager Value [
Edit Item Manager Value [
Megh=al Shup [ .
Permissions: Compliance Setup
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Caregiver Compliance Page

This section is intended for Agency users responsible for managing Caregiver Compliance. The Caregiver
Compliance page (Caregiver > Compliance) is comprised of three tabs titled General Requirements,
Medicals/Other Compliance, and Verification.
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Caregiver Compliance: Verification Tab

The Verification tab displays any existing Licensing Information under the Compliance Verification sec-
tion. As with the other tabs on the Caregiver Compliance page, the Hire Date and Discipline/Status sec-

tions remain static on the page.

General Requirements o Medicals/Other Requirements o 5]

Hire Date Q Discipline Status
- r i
Hire Date:  05/10/2016 = Fea Hot Compliant €
HHA Not Compliant )
Compliance Verification (5)
List Name License Number

MO Active Licensed Administrators

MO Division of Professional Registration Licensure
MO Insurance Licensure

NPPES

SSA Death Master File

Compliance Rules

Compliance Rules

Compliance Rules

m
=
=

m
=
=

m
=4
=

m
=
=

m
=
=

Caregiver Compliance Page: Verification Tab

Note: The Hire Date can only be edited via the General Requirements tab.
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Trainee Page

In the Trainee page (Caregiver > Trainee > Search), the /-9 and Medical sections use the settings of the
assigned Office Compliance Setup. Medicals are not auto generated for a Trainee and the Medicals are
unavailable if the selected Office is not assigned to a Compliance Setup.

I-9 Document
Column A+B Documents: Photo ID card
I-9 Document Expiration: 06/22/2018
E-Verify Number: 77883500

Hishk
Column C Documents: and Birth Certificate [3-C)
Verified: Yes

Additional Info

Medical

Medical Name Slatus |R|::ult Due Dale Dale Perfomed 'Required MNoles Im |
Rubeola |Pending | |os/2s/2018 Yes [Edit

Trainee Profile: I-9 & Medical Sections

Once a Trainee is converted to a Caregiver, the Compliance Status is recalculated.

The following Medical permissions are applied to the Trainee page:

Trainee Page Compliance (Permissions)

Tabs Permissions

¢ Add Medical ¢ Edit Medical Due Date
¢ Add Medical Date Performed ¢ Edit Medical Date Performed
Caregiver > Trainee ¢ Add Medical Result ¢ Delete Medical

Edit Medical Name

Caregiver Compliance

Page 62 Trainee Page

Proprietary and Confidential



(] .
) eXchange The Enterprise System

Caregiver Compliance Reports

Caregiver Compliance Report Suite

The table below lists a suite of reports designed to view and analyze Caregiver Compliance data on the
HHAX system. Report descriptions provide a summary for each. To access the Caregiver Compliance
Report suite, navigate to Report > Caregiver > Compliance.

This report shows the current compliance status of all Caregivers as
well as Non-Compliance Items for Caregivers who are out of com-
pliance.

Caregiver Compliance General
(v2)

(OET-NVET A\ W BT T IET | A [I3l This report provides a high-level view of Caregivers who were non-
tory compliant within a defined period.

(oI EIR:E T IV Kol 1T /@l This report is used to search Caregivers’ Criminal Background Status.

This report displays Medical and/or Other Compliance Item(s) which
LI Y MV Y Y0 Tl @11 8 have been deleted from a Caregiver’'s Compliance page. This report
pliance Items provides the User (name) who deleted the information as well as the
time and date of deletion.
Used to forecast all employees with an expiring 1-9 document within
the selected time frame. Use the filters to generate a report for a spe-
cific Caregiver Type, Status, selected Discipline(s), and if to include
Caregivers with missing 1-9 documentation.

I-9 Expiry Report

Generates a roster of Caregivers scheduled for an In-Service which
[TV W\ 4 =1 e BT (0] 1 L1149l serves as an Attendance Sheet used for the Caregivers to sign in/out
of a class.

Displays Caregivers who have not met the specified In-Service hour
In-Service Due quota for the specified period. This report can be run for a single Care-
giver Type, Status and/or Discipline.

This report enables one to print out completion certificates for par-

In-Service Certificate L . .
ticipating Caregivers for a selected In-Service.

(Y IYe [ToE1 VL0 4 TT ol 1 T+ 1 [ETi (-3l This report allows Users to search for Compliance Items which are
Items Due due, overdue and completed. Note: Generates as an Excel spreadsheet.

This report is generated to determine if any Medicals/Other Com-
pliance Items for the selected Office(s) are missing from the Caregiver
Compliance page.

Missing Medicals/Other Com-
pliance Items
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Caregiver Compliance - Reporting Tool 2.0

To further enhance the reporting experience, Reporting Tool 2.0 (Report > Reporting Tool 2.0) can be
used to generate ad-hoc compliance reports by selecting Compliance under the Data Source Category

(as seen in the image below).

Columns

o sorce [

‘ - |

Filters/Parameters

| - | Misc | - | Preview | -, | User Rights

Report Category : |New Compliance v |
Report Sub Category :

* Report Name : |Caregiver Compliance Reg

* Data Source Category : | Compliance v

* Data Source: | Select hd
Offices: . n
Caregiver Compliance

|Comp|iance Setup Published |

Cooe s ex conce

Reporting Tool 2.0: Compliance Reports

Note: Any Caregiver Compliance reports which were previously created within the Reporting Tool using a dif-
ferent Data Source Category (such as Caregiver) should be recreated by selecting “Compliance” from the Data

Source Category drop-down menu.

Caregiver Compliance
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Hire Date as Required Field for Caregiver
Applicant/Employee Compliance

The Hire Date compliance requirement for Caregivers saved as Applicants has been lifted, allowing Pro-
viders to begin tracking compliance information prior to officially onboarding the Caregiver as a full-time
Employee. This enhancement allows entry of compliance information (such as I-9 Requirements, Training
Schools, and other compliance fields) for Applicants without having to enter a temporary Hire Date
and/or data to satisfy compliance requirements.

In addition to Caregiver Compliance, the system requires certain demographic and/or employment
information to create and manage a Caregiver Profile. Because not all information may be available
when entering an Applicant, inaccurate data may be entered to satisfy system requirements. The below-
listed fields are required to save a new Caregiver in the system.

e Primary Office
e First Name

e Last Name

e Gender

e DOB

e SSN

e Employment Type
e Type

e Application Date
e Status

e Zip

Caregiver Profile (Applicant Type)

When a new Caregiver Profile is saved with an Applicant Type, the system removes the requirement (red
asterisks) for all fields with the exception of the First Name and Last Name fields (as seen in the fol-
lowing image). If the new Profile is saved with an Employee Type, then the field requirements remain on
the page (for the above-listed fields).
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Caregiver Info Active

Name: Caregiver Code: Office: HHAeXchange Office
Team: Vendor: Phone:
Address: Languages: DOB: gg/13, @
&
Profile
Demographics

* First Name: Middle Name:
* Last Name: * Initials:

POLLEPRPLLLLLL0200 0000002002

P atan cate . b otur

Dependents: (® Secondary Offices: gg:;il;:ségc(éxce\len
Employment Info

I | Types Applcent H * Status: Active H

Reason:
Notes:

Caregiver Profile: Caregiver Applicant Type

Caregiver Compliance (Applicant Caregiver)

On the Caregiver Compliance page (Caregiver > Compliance), the Hire Date field is optional (no red
asterisk) for an Applicant Caregiver, as seen in the image below.

Name: Caregiver Code Office: HHAeXchange Office
Team: Vendor Phone:
Address: Languages DOB: | Caregiver Hours: H: 0 (1)
& Vi 0
General Requirements Medicals/Other Requirements o Verification 2
Hire Date 9 History Discipline Status Compliance Rules Compliance History
Hire Date: ﬁ | PCA Not Compliant Q Compliance Rules History
HHA Not Compliant 0 Compliance Rules History
RN Compliant [] Compliance Rules History
LPN Compliant ] Compliance Rules History
1-9 Requirements & History
Column A+B Documents:  Native American Triba ¥ ﬂ * Column C Documents:  Social Security Card [1-C] ¥ G Verified: | |
0 088088 08 00 000808008000 080000000000000808

Caregiver Compliance: Hire Date Not Required for Applicant

The system saves compliance information for an Applicant without validation errors.

Upon compliance recalculation, the Applicant shows as Compliant for Hire Date in the Compliance Check
window.
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thhaexchangecom

HHAeXchange - Compliance Check

‘General Reguirements.

19 Reguirements.

« Compliant

Criminal Background

« Complant

Training Schools
« Compliant

Complance Fields

» Becptec valae required fer Refererce 4.
« Beczped value requred for Test,

Medicals

01 Aesha

+Seetted D1 e result s ot a0 Acepted e eton

Clase.

Note: The Hire Date field is required for Caregivers saved as an Employee.
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