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PCA CHOICE 
EMPLOYEE  HANDBOOK

IT'S IMPORTANT TO KNOW:

While CILNM believes wholeheartedly in the policies and procedures described here, they are not conditions of employment.  CILNM reserves the right to apply or not apply, and to modify, revoke, suspend, terminate or change any and all plans, policies, or procedures described, in whole or in part, at any time without notice.  

The language used in this handbook is not intended to create, nor is it to be construed to constitute a contract between CILNM and any one of its employees.  I further understand that employment may be terminated by CILNM at any time without prior notice.  I also understand that the policies and procedures in this handbook may be changed at any time at the sole discretion on CILNM, with or without prior notice.

All parties are responsible for complying with all rules and regulations related to the PCA program.  This includes, but is not limited to: state Vulnerable Adults Act, Data Privacy, PCA regulations, including medication administration, and Department of Labor laws governing overtime, etc.  It is a federal crime to provide false information on timecards and/or electronic time documentation for PCA billings for medical assistance.  Your signature (or telephone input when using the Dial n Documents) verifies the time and services are accurate and that the services were performed as specified in the PCA Care Plan.

I have read, understand and agree to abide by all CILNM policies and procedures and the terms set forth therein.

__________________________________

PRINTED NAME

__________________________________

SIGNATURE

__________________________________

DATE 
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Policy Concerning Wages and Conditions of Employment 
The conditions of employment for all PCAs are:

· Must be physically able to do the job

· Must be legally employable

· Must be able to communicate with the consumer and CILNM staff

· Must have a complete personnel file

Conditions of Employment:
· Prior to any employee having client contact, the Payroll Administrator must have a complete personnel file.
Before A PCA may work CILNM must have the following in your personnel file:

1. BCA (background check authorization) form and pass a background check
2. W-4 form

3. Application form

4. Copy of your Social Security Card

5. Employment eligibility form (I-9)

6. Signed PCA Choice Agreements

7. Signed understanding of fraud statement

8. Verification of Orientation Training – provided by CILNM / Consumer which includes:

· Vulnerable Adult/Minor Training - provided by CILNM

· HIPAA Training – provided by CILNM

· Homecare Bill of Rights

· Handling emergencies and the use of emergency services (general and consumer specific)
· CILNM policies

· Consumer specific training (care plan. Etc…)
· Time card submission training and fraud
· Basic First Aid

· OSHA Universal Precautions

· Basic Roles and Responsibilities with Assisting and Transfers

· Emergency Preparedness

· Orientation to Positive Behavioral Practice
· If the employee cannot meet the conditions of employment they may not be employed as a PCA.

· If the employee becomes disqualified by the Minnesota Department of Human Service and no longer able to meet the background check requirements, the employee is no longer eligible for employment with CILNM.

· If the PCA transports the consumer they must have a valid driver's license and current automobile insurance and is the PCA’s own responsibility and risk.  
· Transporting a consumer without the MN required license and insurance is a violation of MN law. Reminder for PCA Choice Employee mileage is not reimbursable. 

· The PCA has a 90 day probationary period and can be terminated without cause.

· The PCA is required to complete the DHS Training requirement as a condition of employment. Your employment is at the discretion of the recipient or Responsible Party and they choose when you are hired or fired.
· The PCA can only work 275 hours per month and no more than 16 hours per day regardless of the number of consumers served or agencies they are working for.

Payroll Reporting
It is the employee's responsibility to submit a complete and accurate time card/Telephony system call on the correct day to receive a paycheck – Mileage and travel time is not to be documented on calls.  
Time Cards not received by CILNM by the scheduled deadline will not 
be paid until the following time period.  There are NO exceptions.
Paydays Are On Alternate Fridays.
OVERTIME:  If an employee believes that they will need to go into overtime they must receive prior authorization from their supervisor (consumer).  In the PCA Choice program the consumer is responsible to schedule and therefore responsible for paying additional costs above the wage for overtime in accordance with wage an hour law. 
The consumer is responsible for scheduling in the PCA Choice program and therefore is responsible to pay all wages they authorize above what is authorized by MN DHS.
It is the policy of CILNM to keep employees to a maximum 40 hour work week.  If an employee believes they will need to go into overtime they must receive prior authorization from their supervisor.  Failure to receive prior authorization is grounds for termination.  
PCA’s are now no longer able to work more than 275 hours per month and no more than 16 hours per day regardless of the number of consumers or agencies they work for. You CANNOT exceed working a total of 275 hours per month and you CANNOT exceed 16 hours per day no matter how many agencies you work for.
Telephony:  If you are having difficulties utilizing the Telephony system contact the CILNM at       (218) 262-6675 as soon as possible.  If you made an error in your Telephony reporting and need it corrected you must have the consumer/responsible party verify the correction.  All corrections will be documented in the payroll log book with the date, time of call and documentation of authorization of the consumer.

CILNM carries workers' compensation and unemployment insurance.  To file a workers' compensation claim the employee must immediately (and in no case longer than 24 hours) report the injury to the Payroll Administrator.
The consumer is the supervisor of their PCAs is responsible for, and schedules all PCA hours.
Boundary Guidelines for All CILNM Employees & Volunteers

Providing quality service requires an attitude of respect.  It is necessary to respect the consumer, their family, their home, their possessions, their confidentiality and their relationships with other CILNM employees.  In order to assure respect and to keep both you and the consumer safe so that a trust relationship may develop we have developed boundary guidelines.

You may not:
· Accept gifts or money from consumers or family members.
· Sell items of any kind to consumers or their family members.
· Loan money to consumers or their family members.
· Borrow money, cars, equipment or anything else from consumers or their family members.
· Buy any possessions from consumers or their family members.
· Have romantic or sexual relationships with consumers or their immediate family members.
· Sexually harass consumers or their family members.
· Verbally, physically, financially or sexually abuse consumers or their family members.

Violation of boundary guidelines may result in termination of employment 
and possible legal consequences.

There are early indicators of boundary issues in consumer relationships, such as consumers talking derogatorily about your co-workers, making unreasonable requests, offering to give you things, etc... If you feel these or other boundary issues are occurring within your relationship with a consumer, discuss this with your supervisor and/or the PCA Coordinator.  Early recognition of these issues can help prevent boundary violations.

In the PCA Choice Program there may be family members and/or friends who are PCA providers – with this in mind there are certain boundary issues that arise from personal relationships – always err on the side of being cautious – time may only be counted for activities in the care plan.  Friends and family members may do all kinds of things for one another – but when you are “on the clock” you are the consumer’s EMPLOYEE and you must meet all employee requirements.
EQUAL OPPORTUNITY EMPLOYMENT AND FREEDOM FROM HARASSMENT

PURPOSE:

The purpose of this policy is to outline equal employment practices relative to recruitment, hiring, assignment, advancement and compensation of personnel and to prohibit practices which harass, disrupt or interfere with any employee.

POLICY:

It is the policy of CILNM to give equal opportunity to all qualified persons without regard to race, religion, national origin, public assistance status, age, sex, marital status or disability.  Reasonable accommodation policies (see policy A/12) as defined and implemented by the Division of Vocational Rehabilitation, State of Minnesota, and the Americans with Disabilities Act, will be adhered to by CILNM.  It is the responsibility of the employee to request a reasonable accommodation.  Verbal or physical conduct which harasses, disrupts, or interferes with any employee's work performance or which creates an intimidating; offensive or hostile environment shall be prohibited.

PROCEDURE:

All employment policies, procedures and practices shall provide that all personnel be recruited, hired and assigned on the basis of their qualifications, experience and ability to perform the responsibilities and duties of the position.  All compensation and advancement practices shall provide for equal opportunity without regard to race, religion, disability, national origin, public assistance status, sex, marital status or age.

All employees have the right to work in an environment free from intimidation and harassment because of their age, sex, race, religion, disability, ethnic origin, marital status and public welfare status.  CILNM prohibits any physical, sexual, verbal or visual harassment.

An employee shall report any complaints about harassment to their supervisor following the procedures in the policy for registering complaints (Policy A/6).

POLICY AND PROCEDURE REGARDING EMPLOYEE PROFESSIONALISM

PURPOSE:

To clarify our expectations for employee professionalism.

POLICY:

Employees will present themselves in a professional and competent manner at all times, respecting the rights and welfare of and acting in the best interest of the consumer, their co-workers and the organization.

PROCEDURE:

· Dress and Appearance:  Employees will wear apparel appropriate to the job description and the activity of the scheduled shift.  An employee will appear well groomed and professionally presentable at all times.
· Confidentiality:  All consumer information is confidential and should be handled as such.  Information may be discussed with CILNM team members for purposes of assuring the consumer's welfare and best interest.  Information should not be discussed openly outside of CILNM regarding a specific consumer.
· Attitude:  Employees will promote a positive and supportive attitude toward consumers, co-workers, supervisors, families, the organization, and any other contacts she or he has as part of the job.  Employees will promote the concept of team work and maintain reasonable flexibility in job function to best meet the needs of the consumers, department or program and the organization.  They will uphold and support the policies, procedures and philosophy of the organization.
· Behavior:  Employees will present responsible, mature and professional behavior at all times.  The employee's behavior should be such that it provides a positive role model for consumers and co-workers.
· Gifts – Gratuities:  Employees of CILNM shall provide courteous and efficient service to consumers without expecting gifts or gratuities. Employees of CILNM shall not accept gifts or gratuities of any kind in any form.  A courteous firm refusal should be conveyed to the giver as well as the statement that we are happy to be of service.  Any offer of a gift or gratuity to an employee of CILNM should be reported to the supervisor.
· Solicitation:  No solicitation of any kind is allowed with a consumer.  Staff may not sell merchandise to consumers or their family members.
· Money:  Staff may not lend or borrow money, cars, equipment, or anything else from consumers.
· Relationships:  Staff may not have romantic or sexual relationships with consumers.
· Illegal Activity:  Staff may not engage in ANY illegal activity with a consumer or while on duty for CILNM.

Violation of professionalism/boundary policies damages the safety or trust relationships between you and the consumer.  Disciplinary action or termination may result from the violation of these guidelines.  

In the PCA Choice Program there may be family members and/or friends who are PCA providers – with this in mind there are certain boundary issues that arise from personal relationships – always err on the side of being cautious – time may only be counted for activities in the care plan.  Friends and family members may do all kinds of things for one another – but when you are “on the clock” you are the consumer’s EMPLOYEE and you must meet all employee requirements.

REPORTING AND INVESTIGATING CONSUMER ABUSE AND NEGLECT

PURPOSE:

The purpose of this policy and procedure is to express CILNM’s views concerning abuse of a consumer and to identify specific actions to be taken if this were to occur or be suspected.

POLICY:

Abuse of any consumer is strictly prohibited within this program.  Each consumer shall be free from mental and physical abuse.  An employee of this program engaging in the abuse of a consumer will be subject to verbal reprimand, a probationary warning, or dismissal.  The supervisor and/or Executive Director will determine the action to be taken based on the seriousness of the incident and a record of any previous occurrence.

All persons working in this program or providing a service within this program are mandated by law to report suspected abuse including a physical injury not reasonably explained by the consumer's history.  Our policy is to inform the appropriate agencies and persons of abuse occurrences, and suspected abuse occurrences.  We will conduct an internal investigation and fully cooperate with any investigation conducted by other agencies.

To get the number for the adult/child protection agency in your area, call Information and Referral at 211 (or 1-800-543-7709)
PERSONS NOT MANDATED BY LAW 

Persons not mandated by Minnesota statutes (i.e.; Families, persons not employed by this CILNM), Section 626.557, Subdivision 3 to report, are encouraged to report abuse or neglect or suspected abuse or neglect incidents immediately to child/adult protection.

ABUSE/NEGLECT
· Any act that constitutes a violation of a consumer  (i.e.: disrespectful behavior, verbal threatening, assault, prostitution, or criminal sexual conduct statutes.

· Non-therapeutic conduct that produces or could reasonably be expected to produce pain or injury and is not accidental, or any repeated conduct that produces or could reasonably be expected to produce mental or emotional distress.
· Any sexual contact between a staff person and a consumer.

· The illegal or improper use of a consumer's property for another person's profit or advantage, including but not limited to situations where a person obtains money, property or services from a client through the use of undue influence, duress, deception or fraud.

· Any “non-action” by the PCA towards the consumer. Such as failure to show up for a shift, refusal to do cares, not doing cares as requested, not providing the basics withholding food, water, hygiene cares.

REPORTING AND INVESTIGATION OF INCIDENTS

PURPOSE:

The purpose of this policy is to outline the documentation and reporting procedures that are to be used when an incident occurs.

POLICY:

For the purpose of this policy, an incident shall be defined as:

INCIDENTS:

· Any consumer injury, accident or seizure requiring inpatient or outpatient medical assistance, physician attention. Or any emergency medical assistance while the consumer is working with our personnel.

· All employee injuries.

· Vulnerable adult reports.

These include incidents related to consumers, employees, the facility and personal property not associated with the facility.

* Incidents of alleged abuse will be documented on an incident report form, but will not become part of the incident report file or kept in the client plan file.  To protect confidentiality, these reports will be kept in the administrative vulnerable adult act/child protection investigation file.

To file a vulnerable adult or child protection report, look up numbers for your area in the telephone directory or call Information and Referral at 

1-800-232-1300 to ask for your local agency number.

PROCEDURE:

I.  Notification: All incidents will be verbally reported to the PCA Choice Coordinator and the Payroll Administrator by the involved responsible employee before the end of the shift in which the situation occurred.

REASONS FOR INVOLUNTARY EMPLOYMENT TERMINATION

Minnesota is an Employment at Will State, therefore a PCA may be terminated at any time for any reason including but not limited to:

· Failure to fulfill and/or carry out one or more of the duties or responsibilities listed in the job description for that position.
· Failure to work scheduled hours.

· Tardiness.
· Failure to meet all conditions of employment.

· Drug and/or alcohol use

· Consumer abuse (physical, verbal, sexual or emotional, financial/property)

· Gross negligence, including but not limited to any situations which did or may have resulted in endangering the health or safety of the consumers or staff.

· Deliberate noncompliance with policies, procedures and directions from their supervisor demonstrated by not following policies or direction.

· Any actions contraindicated by common sense or professional standards (ie:  any actions that would violate certification, licensing, or what the average person would consider just common sense).
POLICY AND PROCEDURE CONCERNING COMMUNICATING 
CONCERNS AND REGISTERING COMPLAINTS

PURPOSE:

The purpose of this policy is to establish and communicate to each consumer and employee the avenues available for communicating his or her concerns, the internal process used to register and investigate complaints, and the rights and responsibilities of the consumer, employee and CILNM with regard to the complaint process.  This policy will include concerns and complaints by an applicant process.  This policy will include concerns and complaints by an applicant or employee regarding CILNM’s equal opportunity and affirmative action practices.

*For the purpose of this policy, the term "consumer" includes the consumer, a family member, and/or a representative of the consumer.

POLICY:

Employee teamwork is a necessity for achieving our goals with our consumers and our organizational goals.  With this concept in mind, we cannot underestimate the importance of communication.  Therefore, it is CILNM’s policy to openly discuss any issues, ideas or areas of concern that a consumer or an employee may have.  We believe that this sharing of ideas and concerns is conducive to growth and is necessary to facilitate the concept of teamwork. 

Should a consumer or employee feel an issue or area of concern has not been resolved through informal discussion or meeting and that this issue or area of concern is critical to the well-being of a consumer, employee or the organization, the issue or area of concern should become a formal complaint by the consumer or employee following the procedures outlined in this policy.

It is the policy of this organization to assess each complaint and attempt to reach a resolution internally in a fair and reasonable manner.  Each complaint will be addressed within a reasonable time frame (which shall be no longer than 2 weeks, and all involved parties will be informed and updated of the status of the registered complaint. 
A consumer or an employee registering a complaint shall be free from any restraint, interference, coercion, discrimination, or reprisal.

PROCEDURE:
I. GRIEVANCES

Each PCA is expected to communicate directly with their supervisor concerning any employment related problem.  If this method does not resolve the problem, the PCA may request the assistance of the PCA Qualified Professional or the PCA Choice Coordinator. 
Ultimately the consumer is the supervisor and makes the final decision about the employee.

If a consumer has not resolved a grievance to his or her satisfaction, they may receive further assistance by contacting 

	Office of Health Facility Complaints

(651) 201-4201

1-800- 369-7994

Fax: (651) 281-9796

Mailing Address:

Minnesota Department of Health

Office of Health Facility Complaints

85 East Seventh Place, Suite 300

P.O. Box 64970

St. Paul, Minnesota 55164-0970


	Ombudsman for Long-Term Care

(651) 431-2555

1-800-657-3591

Fax: (651) 431-7452

Mailing Address:

Home Care Ombudsman

Ombudsman for Long-Term Care

PO Box 64971

St. Paul, MN 55164-0971




POLICY PERTAINING TO ALCOHOL AND DRUG USE, 
AND DRUG FREE AWARENESS PROGRAM

PURPOSE:

The purpose of this policy is to set down guidelines for staff in regard to the use of alcohol and legal and illegal drugs while on duty in any capacity. 

POLICY:

It is not permissible for PCAs to partake of alcoholic beverages when providing direct services or transporting a consumer.  The use of illegal drugs is strictly prohibited.  While legal drugs are permissible, their use must not impair a staff's performance in any way.

PROCEDURE:

· Staff are not allowed to consume alcohol while on duty, providing direct consumer service or transporting consumers.

Indicators may include but are not limited to: Slurred or speech unusual for that person, impaired judgment, smelling of alcohol. Unsteady gait, behavior (subdued or loud) that is unusual for that person, or bloodshot eyes.  Even in the absence of indicators, the supervisor may consider the employee in violation of this policy should the supervisor have knowledge of the employee drinking alcoholic beverages within a time period prior to the employee's shift judged by the supervisor to result in the employee being under the mood altering chemical's influence. 

While use of legal drugs is acceptable, an employee may not work or transport consumers should the employee's performance or judgment be impaired.  A supervisor has the authority to make this judgment.  The employee must follow all precautions and instructions provided on the medication label.

Staff is strictly prohibited from the unlawful manufacture, distribution, dispensing, possession, using or being under the influence of any illegal drug when on duty or in the presence of consumers.

Staff failure to abide by this policy is grounds for their immediate probation, suspension, or termination.  CILNM keeps an updated listing of chemical dependency counseling centers, and chemical dependency support groups.  Should the supervisor feel that there is enough evidence to warrant chemical dependency intervention, this action may be a requirement of continued employment at CILNM.  

POLICY AND PROGRAM ON WORKPLACE 

ACCIDENT AND INJURY REDUCTION

PURPOSE:

This policy was developed in response to the workplace Accident and Injury Reduction Act (AWAIR Act), which was made law by the Minnesota Legislature in 1990.  The act is designed to reduce the occurrences of work-related accidents and employee injuries.

POLICY:

CILNM recognizes the importance of safe and healthy working environments and conditions for all employees.  On-the-job accidents and injuries can cause pain and suffering; they affect our ability to provide the continued quality of care and services that our consumers need and deserve.

Each CILNM employee is responsible to ensure that the workplace is safe and healthy for both consumers and employees by: 

· Using care and caution on the job, and 

· Correcting or bringing to the management's attention any unsafe conditions at the earliest opportunity.

Whenever an unsafe situation cannot be immediately corrected, employees will work cooperatively in alerting co-workers and consumers, and will work together in keeping the hazard to a minimum.  Employees are responsible to know, understand, and implement all general safety and health rules of the organization; they are to participate in review of safety and health training annually.

Management accepts overall responsibility for the provision of training, guidance, and control of the safety program as outlined in this plan and for the ultimate detection and correction of unsafe conditions in the workplace.

PROGRAM
· Goal
      Our goal is to create safe and healthy work environments while 

      eliminating work-related accidents; this will benefit the employees, the 

      consumers, and the organization as a whole.
· Objectives
· To detect and correct unsafe circumstances, situations, activities and events through consistent awareness and regular inspections.
· To detect and correct unsafe individual actions, practices and procedures through training and supervision.
· To determine when and how policies and procedures need to be changed or revised through analysis and evaluation of all incident reports involving individual accidents/injuries and/or property losses in the workplace.
· To ensure control and awareness of unsafe acts and circumstances through formal reporting of every accident resulting in injury and every incident resulting in loss.
· To monitor long-term improvement in the workplace by recording and documenting actions taken to achieve the goals of the program.

GENERAL SAFETY RULES
· Report all work related injuries and/or illnesses to your supervisor immediately, and report in writing as mandated by policy and procedure.
· Know and understand all manufacturer's operating guidelines provided with each piece of equipment required to execute your duties and responsibilities in the workplace.  The administrative assistant is responsible for maintaining a file of operating guidelines that are provided by the manufacturer of job related equipment, and to make this file available to all employees required to operate such equipment in the performance of their job duties.

· Know, understand and carry out all responsibilities and duties of your job description, including and especially those that encompass preventative practices to ensure the safety and health of employees and consumers in the facility.

· Store all materials, equipment and property safely within facility.

· Use protective measures and clothing as provided/prescribed when carrying out responsibilities and duties in which exposure to health and safety risks are inherent in those responsibilities and duties.  This includes, but is not limited to, protective measures and precautions associated with particular health hazards identified in specific work sites.

· When special training is required by the supervisor in the lifting, positioning or transfer of persons, equipment and/or materials in the workplace, these responsibilities and duties will not be undertaken until after such training has been completed.
· Never use materials, supplies or equipment for purposes other than those intended by the manufacturer.
· Learn the location and proper use of all fire exits, alarm boxes and first aid supplies/equipment in the workplace.
· Do not attempt to carry out responsibilities and duties not in your job description without permission from your supervisor and necessary training.

· Keep all traffic areas, and access and egress routes in the workplace clear of obstructions and hazards such as ice, snow, equipment, etc. 

· If you see someone working carelessly and inconsistently with safe and healthful practices, advise that person to correct her or his procedures and report your observations to your supervisor.

Corrective action will be taken if violations of these safety rules or unsafe acts are noted.  Corrective actions may include, but are not necessarily limited to, documented employee counseling with reprimand, verbal warning, conditional probation, suspension and/or termination.  All documentation of violations of workplace safety and health rules will be submitted to and maintained in the permanent personnel file.

Universal Health Precautions:
Occupational Exposure means reasonably anticipated skin, eye, mucous membrane, or potential contact with blood or other potentially infectious materials that may result from the performance of an employee's duties. If a consumer is known to have an infectious condition Universal precautions are the infection control techniques must be used. This means that if a consumer has an infectious condition precaution must be taken to minimize risk. Essentially, universal precautions are good hygiene habits, such as hand washing and the use of gloves and other barriers, and aseptic techniques.  Each employer having an employee(s) with occupational exposure shall establish a written Exposure Control Plan designed to eliminate or minimize employee exposure.

It is well-documented that the most important measure for preventing the spread of pathogens is effective hand washing. Hand Washing is mandatory.  Employees wash hands and any other skin with soap and water or flush mucous membranes with water as soon as feasible after contact with blood or other potentially infectious materials. Additional precautions for patients who are known or suspected to have an infectious condition, and vary depending on the infection control needs of that patient. 
Conditions needing additional precautions include but are not limited to:  Prior diseases, diseases with air-borne transmission (e.g., tuberculosis, Diseases with droplet transmission (mumps, rubella, influenza, pertussis.) Blood borne pathogens (e.g. HIV, Hepatitis)
Proper hand washing is the most effective way to prevent the spread of infections. Don't be afraid to remind friends, family and health care providers to wash their hands.  Also remember to cover coughs and sneezes, stay up to date with your immunizations and follow guidelines when dealing with blood or contaminated items.
Minnesota Home Care Bill of Rights

A person who receives home care services has these rights:

	1. The right to receive written information about rights in advance of receiving care or during the initial evaluation visit before the initiation of treatment, including what to do if rights are violated.

2. The right to receive care and services according to a suitable and up-to-date plan, and subject to accepted medical or nursing standards, to take an active part in creating and changing the plan and evaluating care and services.

3. The right to be told in advance of receiving care about the services that will be provided, the disciplines that will furnish care, the frequency of visits proposed to be furnished, other choices that are available, and the consequences of these choices,

including the consequences of refusing these services.

4. The right to be told in advance, of any changes in the plan of care and to take an active part in any changes; and

5. The right to refuse services or treatment.

6. The right to know, in advance, any limits to the services available from a provider, and the provider’s grounds for a termination of services.

7. The right to know, in advance of receiving care whether the services are covered by health insurance, medical assistance, or other health programs, the charges for services that will not be covered by Medicare, and the charges that the individual may have to pay.

8. The right to know what the charges are for services, no matter who will be paying the bill.

9. The right to know that there may be other services available in the community, including other home care services and providers, and to know where to go for information about these services.

10. The right to choose freely among available providers and to change providers after services have begun, within limits of health insurance, medical assistance, or other health programs.

11. The right to have personal, financial, and medical information kept private, and to be advised of the provider’s policies and procedures regarding disclosure of such information.
	
	12. The right to be allowed access to records and written information from records in accordance with section 144.335.

13. The right to be served by people who are properly trained and competent to perform their duties.

14. The right to be treated with courtesy and respect, and to have the patient’s property treated with respect.

15. The right to be free from physical and verbal abuse.

16. The right to reasonable, advance notice of changes in services or charges, including at least 10 day’s advance notice of the termination of a service by a provider, except in cases where:

(i) The recipient of services engages in conduct that alters the conditions of employment as specified in the  employment contract between the home care provider and the individual providing home care services, or creates an abusive or unsafe work environment for the individual providing home care services; or

(ii) An emergency for the informal caregiver or a significant change in the recipient’s condition has resulted in service needs that exceed the current service provider agreement and that cannot be safely met by the home care provider.

17. The right to a coordinated transfer when there will be a change in the provider of services.

18. The right to voice grievances regarding treatment or care that is, or fails to be, furnished, or regarding the lack of courtesy or respect to the patient or the patient’s

property.

19. The right to know how to contact an individual associated with the provider who is responsible for handling problems and to have the provider investigate and attempt to resolve the grievance or complaint.

20. The right to know the name and address of the state or county agency to contact for additional information or assistance.

21. The right to assert these rights personally, or have them asserted by the patient’s family or guardian when the patient has been judged incompetent, without retaliation.




If you have a complaint about the agency or person providing your home care services, you may call, write or visit the Office of Health Facility complaints, MN Department of Health. You may also contact the ombudsman for Long Term Care. 

	Office of Health Facility Complaints

(651) 201-4201

1-800- 369-7994

Fax: (651) 281-9796

Mailing Address:

Minnesota Department of Health

Office of Health Facility Complaints

85 East Seventh Place, Suite 300

P.O. Box 64970

St. Paul, Minnesota 55164-0970


	Ombudsman for Long-Term Care

(651) 431-2555

1-800-657-3591

Fax: (651) 431-7452

Mailing Address:

Home Care Ombudsman

Ombudsman for Long-Term Care

PO Box 64971

St. Paul, MN 55164-0971




You May Also Contact AccessNorth Access North Center for Independent Living of Northeastern MN
http://accessnorth.net      kim@accessnorth.net

2104 E. 6th Ave. Hibbing, MN  55746  (218) 262-6675 (V/TTY) FAX (218) 262-6677

Name/Title of Person to Whom Problems or 
Complaints May be Directed:  Kim Tyler, Executive Director
I have been provided with a copy of the Home Care Bill of Rights. 

I have read the Bill of Rights or had it explained to me. 

I understand the Bill of Rights and have had a chance to have all of my questions answered.

