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Definitions

CARF: Commission on Accreditation of Rehabilitative Facilities. A non-profit international
organization that provides accreditation to organizations working with developmental
disabilities.

RCDDS: Randolph County Developmental Disability Services
BCFR: Boone County Family Resources

CMRO/DMH: Central Missouri Regional Office (CMRO) is a branch of the Missouri Department
of Mental Health (DMH) that we are contracted with as an agency to provide the supports we
do. They provide our oversight, and support, and we follow all regulations/requirements set
forth.

DPM: Degreed Professional Manager as defined by Department of Mental Health and in Title
Description.

FMLA: The Family and Medical Leave Act of 1993 (FMLA) is a United States federal law requiring
covered employers to provide employees job-protected and unpaid leave for qualified medical
and family reasons. Qualified medical and family reasons include: personal or family illness,
family military leave, pregnancy, adoption, or the foster care placement of a child.

Harassment: The act of systematic and/or continued unwanted and annoying actions of one
party or a group, including threats and demands. The purposes may vary, including racial
prejudice, personal malice, an attempt to force someone to quit a job or grant sexual favors,
apply illegal pressure to collect a bill, or merely gain sadistic pleasure from making someone
fearful or anxious.

Shared Living (Host Home/Companion Home: Individual and staff live together in the same
home, relief staff may come in as well.

Individuals: Individuals who receive supports from Mid-Missouri Supported Living, LLC.

Mid-Missouri’s Administration: Owners, CEQ, Office Manager, Degreed Professional Managers,
Administrative Assistant, Registered Nurse(s), Licensed Practical Nurse, Director of Human
Resources, and Human Resource Coordinator.

ISL: Individualized Supported Living environment/individual’s home, staff comes in and provides
care.

ISP: Individualized Support Plan (ISP) is the plan of care developed on an annual basis by the
individual receiving services and the person-centered treatment team. The plan is followed by
Mid-Missouri Supported Living, LLC in providing the type and level of supports needed by
everyone receiving services.

Management/Primary Responsible Staff: Either the House Manager or the person who has a
host home contract with Mid- Missouri Supported Living, LLC.







MISSION AND VISION

Mission

Empowering individuals with developmental disabilities to live healthy, fulfilling lives in their
homes and communities.

Vision

Individuals with developmental disabilities are not different from other individuals in that they
are entitled to certain basic human rights. They need food, clothing, shelter, medical care,
protection, compassion, and purpose, as anyone else does. They have hopes, dreams, desires,
frustrations...just as the rest of us do. We provide care that empowers individuals with
developmental disabilities to lead a healthy, fulfilling life; including health and safety, meaningful
relationships, and a sense of purpose. We will educate, advocate, and support individuals with
developmental disabilities as well as members of the community at large to this end. We work
to reduce stigma, increase awareness, compassion, and cooperation, and to bring about positive
social change for individuals with developmental disabilities and the community at large.

PURPOSE, PHILOSOPHY, SERVICES, AND GOALS

Our Purpose

Mid-Missouri Supported Living, LLC provides residential supports to individuals with
developmental disabilities, designed to be person-centered and meet the specific needs of each
individual in the care of our agency.

Our Philosophy

Individuals with developmental disabilities have the same types of needs, desires, goals,
dreams, rights, and face the same challenges that the rest of us do. Every individual,
developmental disabilities or not, is unique, and also has unique characteristics and needs. We
design the care we provide to meet the unique and universal needs of each individual in our
care. Focusing on the basic hierarchy of needs, ensuring basic needs of health and safety are
always met, and expanding from there to increase quality of life leads to the best possible care.

Services Covered by this Manual
Care designed to meet the needs and wants of the individuals supported.

Our Goals

e To teach, model, encourage, and support skills and behaviors that maximize the human
experience for individuals with diagnoses of developmental disabilities, including coping
skills, learned behaviors, etc.

e To assist each individual with diagnosis of developmental disability to be as independent as
possible, encouraging self-determination and self-advocacy.

e To encourage and facilitate meaningful relationships with others, including natural and
chosen family.

e To advocate, teach, model, and support inclusion of individuals with developmental
disabilities in the community.



Mid Missouri Supported Living, LLC MMSL-100

Revision Date: 03/28/2024 ISL/House Manager and Administrative
Office Paid Time Off (PTO)

Policy:
It is the policy of Mid-Missouri Supported Living, LLC to provide Paid time off (PTO) for Administrative Staff.
This policy is to ensure equal and appropriate distribution and availability to use PTO for these staff.

Comments:
Administrative staff includes:

e Chief Executive Officer

e Office Manager

e Administrative Assistant

e Director of Human Resources
e Director of Programs

e Administrative Receptionist

e Degreed Professional Manager
e Registered Nurse

e Licensed Practical Nurse

e Maintenance Technician

v" PTO for all administrative staff working 80 hours per pay period is 4 weeks per year which is
calculated as 160 hours per year. All other employees working administrative jobs for less than 80
hours per pay period will be prorated.

v" Working from home must be pre-approved by the CEO if they are included as working hours on
the administrative time sheet.

v' PTO will be used anytime an administrative staff does not work 80 hours in any given pay period.
This may include being sick, attending a funeral, personal days, holiday time off, etc.

v" Time sheets need to be turned in every other Monday according to the payroll schedule.

v All hours flexed must be used within the same pay week unless special permission is given due to
unusual circumstances. Hours cannot be carried over from one pay week or period to another.

v" PTO starts on January 1 of the current year and continues until December 31 of the same year.

v" PTO needs to be used in the same calendar year. Unused hours do not carry over to the next
calendar year.

v' Requests for vacation must be made at least two weeks in advance and approved in order for
there to be appropriate coverage while an administrative staff member is away. More than one
Degreed Professional Manager should not be out on leave at the same time unless it is approved
by the CEO.

v" No more than two administrative office staff should be out on vacation at a time.

v" When an on-call staff is out on leave, another administrative staff will need to cover the on-call
aspects of the job. This should be worked out prior to the request being submitted for the time
off. The staff asking for the time off needs to make their subordinates aware of the dates they will
be gone and who to contact in the event of an emergency.
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Mid Missouri Supported Living, LLC MMSL-100

Revision Date: 03/28/2024 ISL/House Manager and Administrative
Office Paid Time Off (PTO)

During holidays, the on-call staff need to be available by phone for emergency calls or situations
that may arise.

Office staff should not clock in or clock out before their scheduled shift without prior permission.
Office hours are 8am to 4pm Monday through Friday.

If all PTO is used and additional time off is taken it may result in corrective action and will result in
loss of pay for the time missed.

If FMLA is used, no corrective action will be taken. Time off will be paid until PTO is exhausted.
Refer to FMLA Policy & Procedure for more information.

ISL House Managers includes:

<

House Manager of ISL homes (excluding Live-In House Managers)
Floating House Manager of ISL homes

PTO for all eligible House Managers is 2 weeks per year which is calculated as 80 hours per year.
Working from home must be pre-approved by the Degreed Professional Manager.

PTO will be used anytime staff have not worked 80 hours in any given pay period. This may include
being sick, personal days, holiday time off, etc.

Time sheets need to be turned in every other Monday according to the payroll schedule.

All hours flexed must be used within the same pay week unless special permission is given due to
unusual circumstances. Hours cannot be carried over from one pay week or period to another.
PTO starts on January 1 of the current year and continues until December 31 of the same year.
PTO needs to be used in the same calendar year. Unused hours do not carry over to the next
calendar year.

Requests for vacation must be made at least two weeks in advance and approved in order for
there to be appropriate coverage while the House Manager is away. The person asking for the
time off needs to make their home staff aware of the dates they will be gone and who to contact
in the event of an emergency.

If all PTO is used and additional time off is taken it may result in corrective action and will result in
loss of pay for the time missed.

If FMLA is used, no corrective action will be taken. Time off will be paid until PTO is exhausted.
Refer to FMLA Policy & Procedure for more information.

During holidays, the House Manager needs to be available by phone for emergency calls or situations that
may arise where staff need to discuss concerns.

Approved by:

Cott v Al

Robert Palmer, RN, BSN, Owner MMSL
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Mid Missouri Supported Living, LLC MMSL-100b

Revision Date: 03/28/2023 Paid Time Off (PTO)
Hourly Employees Policy

Purpose:

Mid-Missouri Supported Living, LLC (MMSL) recognizes that employees have diverse needs for time off
from work and, as such, Mid-Missouri Supported Living, LLC has established this earned time off policy
(ETO) policy. The benefits of ETO are that it promotes a flexible approach to time off by combining
vacation, sick, and person leave. Employees are accountable and responsible for managing their own ETO
hours to allow for adequate reserves if there is a need to cover vacation, illness or disability, appointments,
emergencies, or other situations that require time off from work.

Eligibility:

Eligibility is for hourly, nonexempt, full-time staff. During the new hire probationary period (typically 90
days), ETO will be accrued but cannot be used until successful completion. If a probationary period is
extended, ETO accruals will begin upon completion. If an employee is placed on a new probationary period,
after their initial probationary period, ETO hours will continue to accrue, however, the employee will be
unable to request time off until the completion of the new probationary period. Eligible employees must be
scheduled to work at least 30 hours per week regularly. Employees scheduled to work less than 30 hours
per week regularly, on-call, PRN, and temporary employees are not eligible to accrue ETO.

Procedures

Availability:

ETO accruals are available for use in the pay period following the completion of the probationary period of
employment. If a probationary period is extended, ETO accruals will begin upon completion. If an employee
is placed on a new probationary period, after their initial probationary period, ETO hours will continue to
accrue, however, the employee will be unable to request time off until the completion of the new
probationary period. Mid-Missouri Supported Living, LLC reserves the right to approve or deny all ETO
requests for any reason.

Accrual and Payment of ETO:

Accruals are based upon paid hours up to 2,080 hours per year, excluding overtime. Length of service
determines the rate at which the employee will accrue ETO. This time does not accrue on unpaid leaves of
absence. Employees become eligible for the higher accrual rate on the first day of the pay period in which
the employee’s anniversary date falls.

Full-time accrual rates:

Years of Service Accrual Rate per Bi- Annual ETO Accrual* Maximum Accrual**
Weekly Pay Period
Less than 1 year —4 years | 2.5 hours 40 hours 40 hours
5-7 years 3.0 hours 48 hours 48 hours
8-11 years 3.5 hours 56 hours 56 hours
12 years or more 4.0 hours 60 hours 60 hours

*Annual ETO accruals are based on an employee having 2,080 paid hours per year (40 hours per week).
**No ETO hours will accrue beyond the maximum accruals listed.
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Mid Missouri Supported Living, LLC MMSL-100b

Revision Date: 03/28/2023 Paid Time Off (PTO)
Hourly Employees Policy

Use and Scheduling of ETO
Employees are required to use available ETO when taking time off from work.

Whenever possible, ETO requests must be submitted at least two weeks in advance. All requests are subject to
supervisory approval, department staffing needs, and established departmental procedures. Absences without
prior knowledge of your supervisor will be considered a no-call no-show under MMSL'’s time and attendance
policy. An employee may face disciplinary action when the no-call no-show occurs and/or the frequency of
unscheduled absences adversely affects the operations of the department. The supervisor may request that the
employee provide a statement from a health care provider concerning the justification for an unscheduled
absence. A supervisor also reserves the right to approve or deny any ETO request, outside of any legally
protected leave (i.e., FMLA).

When ETO is used, an employee is required to use ETO hours according to his or her regularly scheduled
workday. For example, if an employee works a six-hour day, he or she would request six hours of ETO when
taking that day off. ETO is paid at the employee’s straight time rate. ETO is not part of any overtime calculation.

Employees may not borrow against their ETO banks; therefore, no advance leave will be granted.

Payment upon Separation
Regardless of the separation method from Mid-Missouri Supported Living, LLC (i.e., resignation, termination,
retirement, etc.), an employee will not be paid out any of the ETO hours accumulated but not used.

Cott v Al

Robert Palmer, RN, BSN, Owner MMSL

Approved by:
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Mid Missouri Supported Living, LLC MMSL-101

Revision Date: 12/26/2022 Conflict of Interest

Policy:

It is the policy of Mid-Missouri Supported Living, LLC to prohibit its employees from engaging in any activity,
practice, or act which conflicts with, or appears to conflict with, the interests of the organization, its customers,
or its suppliers. Since it is impossible to describe all of the situations which may cause or give the appearance of
a conflict of interest, the prohibitions included in this policy are not intended to be exhaustive.

Comments:

Employees are expected to represent Mid-Missouri Supported Living, LLC in a positive and ethical manner and
have an obligation to both avoid conflicts of interest and to refer questions or concerns about potential
conflicts of interest with their supervisor.

Employees are not to engage in, directly or indirectly either on or off the job, any conduct that is disloyal,
disruptive, competitive, or damaging to Mid-Missouri Supported Living, LLC.

Mid-Missouri Supported Living, LLC employees are expected to conduct themselves in a professional manner at
all times with other care providers, outside agencies, individuals, family and friends of individuals, and
members of the community at large. It is imperative, and is an expectation, that we each strive to interact in a
way that helps to diminish negative stereotypes of and misconceptions that exist in regard to this field of work.

Catt vl

Robert Palmer, RN, BSN, Owner MMSL

Approved by:
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Mid Missouri Supported Living, LLC MMSL-102

Revision Date: 12/14/2023 Corrective Action

Policy:

Mid-Missouri Supported Living, LLC, believes that Managers and employees have a mutual
responsibility to correct performance and/or conduct that is detrimental to the efficient delivery of
services or the work environment.

Prior to imposing corrective action, Managers should investigate the issue, which may include
gathering statements from potential witnesses as appropriate.

Mid-Missouri Supported Living, LLC, has established a policy of progressive corrective action to
facilitate improvement in conduct and performance. This ensures that employees are informed
regarding problems and have an opportunity to correct deficiencies before more serious action is
taken.

Mid-Missouri Supported Living, LLC, reserves the right to take progressive corrective action, up to and
including immediate termination, and to accelerate the corrective action process by foregoing
intermediate steps when employee actions and behavior necessitate.

The manager and an administrative witness will conduct a confidential counseling session with the
employee to discuss the performance, attendance, or behavior deficiency. The Manager, witness, and
employee should sign the corrective action documents. The employee’s signature does not necessarily
constitute agreement; it merely acknowledges receipt. Should an employee refuse to sign the
document, the Manager should indicate “employee refused to sign” in place of employee signature
and should be signed/ dated by the Manager and witness.

Corrective Action Progression:

e Verbal Counseling

When an employee has not met Mid-Missouri Supported Living, LLC, expectations as stated in
company policy, the first step in the corrective action plan is Verbal Counseling.

The Manager and witness should conduct a confidential face-to-face counseling session with the
employee at the earliest indication of a performance, attendance, or behavior deficiency. The
Manager will clearly state how the employee has failed to comply with employee expectations and
offer steps to correct the stated deficiency. The Manager will clearly document the counseling and
corrective action on the verbal form. The employee is given a copy and the original is filed in the
employee’s personnel file. One or more follow-up conversations regarding progress may then
occur.

e 15T Written Counseling

The next step is written counseling. The Manager will prepare a written statement of employee
behavior. The Manager and administrative witness should meet privately with the employee to
issue the counseling. The original will be placed in the employee’s file. A copy is also given to the
employee. One or more follow-up conversations regarding progress may then occur.
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Mid Missouri Supported Living, LLC MMSL-102

Revision Date: 12/14/2023 Corrective Action

e Final Written Counseling

Final Written Warnings are reviewed with and approved by the Mid-Missouri Supported Living,
LLC’s Director of Human Resources. A Final Written Warning includes a written description of
employee behavior warranting the final written counseling statement. The Manager and
administrative witness will meet privately with the employee to issue the counseling. The original
will be placed in the employee’s file. A copy is also given to the employee. One or more follow-up
conversations regarding progress may then occur.

e Recommendation For Termination

Recommendations for Termination are reviewed with and approved by Mid-Missouri Supported
Living, LLC’s Director of Human Resources. The Manager prepares a written Recommendation for
Termination and will meet with the Director for approval. The Manager and administrative witness
will meet privately with the employee to render the termination decision. The termination
paperwork will be placed in the employee’s file.

¢ Immediate Action and/or Termination

The following items are examples of serious misconduct that can lead to immediate disciplinary
action including immediate termination. This list is not intended to be all-inclusive. In these cases,
the Mid-Missouri Supported Living, LLC’s Director of Human Resources must be contacted before
any action is taken.

- Revealing Confidential Company or Patient information.

- Refusing or deliberately failing to carry out a reasonable instruction of your Manager.

- Falsification of an employment application, time record (of self or others), expense report,
travel expenses, or any other Company, Individual Support record or document.

- Failure to report to work without calling in.

- Professional or personal misconduct detrimental to the rights or safety of self, co-workers, or
Individual Supported.

- Inappropriate and disruptive conduct which severely affects the morale and/or productivity of
others.

- Drug Tests that show inappropriate use of alcohol or controlled substances, either illegal or
prescribed, or providing specimens that are adulterated or otherwise bogus.

- Personal conduct of a verbally or physically abusive nature.

- Expiration/revocation or inability to demonstrate required licensure/registration/certification.

- Failure to provide proper documentation showing authorization for proof of eligibility for
employment in the United State as specified by law.

- Failure to report an injury to an Individual Supported and complete required documents within
a 24-hour period per state guidelines.

- Sleeping while performing an assigned awake shift for Individual Supported.

- Stealing Company, or co-worker or Individuals supplies, property or medication(s).

- Refusing to treat or provide adequate care to an Individual Supported.

- Leaving a shift prior to proper approval, replacement relief, and/or coverage.

- Practicing outside the scope of licensure.

- Unsanitary personal hygiene.
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Mid Missouri Supported Living, LLC MMSL-102

Revision Date: 12/14/2023 Corrective Action

- Working off-the-clock.

- Permitting or requiring an employee to work off the clock.

- Creating situations which contribute to unsanitary conditions.
- Working unauthorized overtime.

- Failure to notify the Company of an overpayment.

- Lying/Dishonesty.

- Violation of federal, state, or local laws or regulations.

e Suspension
Suspension without pay may occur at any point during the corrective action process, dependent on
the severity of the offense or alleged offense.

- ADPM, in consultation with the Mid-Missouri Supported Living, LLC Director of Human
Resources, may suspend an employee immediately upon the occurrence of any suspected act
of serious misconduct to allow opportunity for investigation and review of the incident.

- Arecommendation will then be made as to whether to uphold this suspension, reinstatement
or discharge. The DPM and Director will review the recommendation and a determination will
be reached and communicated to the employee.

- Ifitis determined that the employee is to be reinstated to work due to licensure / registration /
certification / identification issues; Attended training hours may be without pay and licensure
and identification matters will be addressed accordingly. The aforementioned is subject to a
case-by-case basis.

e Investigation
Employees are required to cooperate with any on-going investigation. Failure to do so may result in
corrective action, up to and including termination.

e Manager Correction Action
Due to the level of responsibility of a Manager, discipline of management and supervisory
personnel may or may not follow the corrective action process outlined in whole or in part.
Corrective action will be determined on a case-by-case basis by the appropriate management
personnel in conjunction with the Mid-Missouri Supported Living, LLC Director of Human
Resources.

e Probationary and PRN Employees
Probationary and PRN employees are subject to a modified corrective action process, which may,
at the Company’s discretion; depending on the severity of the issue, only include a 15T Written
Counseling, Final Written, and/or Recommendation for Termination.

Approved by: %{ v %

Robert Palmer, RN, BSN, Owner MMSL
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Mid Missouri Supported Living, LLC MMSL-103

Revision Date: 05/15/2024 General Employment Policies

Dress Standards

The professional atmosphere of Mid-Missouri Supported Living is maintained, in part, by the image that its
employees present to the individuals supported, stakeholders, visitors and members of our community.
Mid-Missouri Supported Living’s employees should therefore utilize good judgment in determining their
dress and appearance.

Employees are expected to come to work dressed in clean, neat attire appropriate to their position and their
job activities and employees should avoid wearing clothing that is distracting or might make our individuals
supported, stakeholders and visitors feel uncomfortable or offended. Employees who are inappropriately
dressed will be sent home without pay and directed to return to work in proper attire.

Orientation Period, Trainings & Policy/Procedures

Orientation periods are utilized as an extension of the selection process. The Orientation period provides
new employee as well as Mid-Missouri Supported Living the opportunity to examine each other’s
compatibility and suitability. The orientation period is ninety-days (90) from the date of hire. In the event
that, during the orientation period, an employee fails to demonstrate the required ability to perform the job
duties, their immediate supervisor may terminate the new employee at any time.

Employee Conduct and Work Rules
Individuals supported Relations & Confidentiality

Mid-Missouri Supported Living is a professional board for the developmentally disabled. Employees are
expected to maintain a professional and courteous attitude with all individuals supported, stakeholders,
visitors and members of our community. Mid-Missouri Supported Living prohibits staff from discussing
proprietary/private company information without prior authorization. Company information is confidential
to our company and its employees. Discussion or relaying of business information to outside or
unauthorized individuals is cause for termination. If someone questions you, please refer the request to
your supervisor.

Social Media Policy

Mid-Missouri Supported Living takes no position on your decision to start or maintain a social media
account. However, it is the right and duty of Mid-Missouri Supported Living to protect itself from
unauthorized disclosure of information. Mid-Missouri Supported Living’s policy on such material includes
rules and guidelines for company-authorized blogging, texting, posting information on various social media
platforms and personal communication and applies to all employees including, but not limited to; Executive
Director, Administrative staff and Management and Non-Management Employees.

General Provisions

Unless specifically authorized by the company to do so as part of employee’s position, employees are not
permitted to blog, text or use other forms of social media or technology on the Internet, phone or other
communication devices during working hours or at any time on company computers or other company-
supplied devices. Blogging, texting, twittering or other forms of social media or technology include but are
not limited to video or wiki postings, chat rooms, personal blogs or other similar forms of online journals,
diaries or personal newsletters not affiliated with Mid-Missouri Supported Living. The personal use of social
networking web sites such as Twitter, Blogging, Facebook, etc. is prohibited, unless part of specified duties
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Mid Missouri Supported Living, LLC MMSL-103

Revision Date: 05/15/2024 General Employment Policies

of the job. Any messages that might act as the “voice” or position of Mid-Missouri Supported Living must be
approved by the Executive Director or owner. Any identification of the author, including usernames,
pictures/logos, or “profile” web pages, should not use logos, trademarks, or other intellectual property of
Mid-Missouri Supported Living, without approval of the Executive Director or owner. The message should
not disclose any confidential or proprietary information of the company. Written messages are, or can
become, public. Employees are expected to protect the privacy of Mid-Missouri Supported Living and its
employees and individuals supported and are prohibited from disclosing personal employee and non-
employee information and any other proprietary and nonpublic information to which employees have
access. Such information includes but is not limited to individual supported’s information, trade secrets,
financial information and strategic business plans. Any violation of the policy will be subject to disciplinary
action up to and including termination.

Drug-Free Workplace Policy

It is the policy of Mid-Missouri Supported Living to provide a drug-free workplace in accordance with the
1988 Drug Free Workplace Act. It is the firm policy of Mid-Missouri Supported Living to prohibit the unlawful
manufacture, distribution, dispensing, possession or use of any alcoholic beverages, non-therapeutic drugs
or controlled substances in the workplace. This does not include any legal non-prescription or therapeutic
medications prescribed to employees by a licensed physician and approved for use during working hours by
said physician. All employees should inform their supervisor of any medication being taken so that
precautions can be take regarding safety issues such as operating equipment or vehicles, etc.

Employees under the influence of alcohol or non-prescription drugs during work are a serious risk to
themselves, fellow workers and individuals supported. Therefore, any employee who violates this policy will
be subject to disciplinary action which may include suspension, termination, or referral for prosecution.

In addition, all employees are required to notify the Executive Director of any criminal drug statute
conviction, whether under state or federal law, for violations occurring in the workplace. Such notification to
the company shall be made by the employee no later than 5 days after said conviction.

Mid-Missouri Supported Living reserves the right to request drug and/or alcohol testing of employees:

1- When employment is being considered and there is any question about use if substances that will
impair an employee’s ability to perform job duties.

2- When an individual in the care of the agency is jeopardized or potentially could be jeopardized by an
employee’s actions in any way.

3- If there is any reason to suspect that the employee may be impaired at work, whether this causes
immediate danger/risk to the individuals being cared for or not.

4- Refusal of any testing requested will be cause for immediate termination.

Smoking/Vaping/Chewing Tobacco

In consideration of our employees’ health and for the safety of our work environment, Mid-Missouri
Supported Living prohibits the use of smoking, vaping, tobacco chewing, or dipping (of any product) outside
of the designated areas and while on duty, and at on or off-site functions, while representing Mid-Missouri
Supported Living. We ask employees to be considerate when dealing with individuals supported and not to
smoke, vape, chew tobacco, or dip in their presence. This policy applies equally to all employees, individuals
supported and visitors. Employees who smoke will not be allowed more work breaks or longer work breaks

than non-smoking employees.
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Mid Missouri Supported Living, LLC MMSL-103

Revision Date: 05/15/2024 General Employment Policies

Weapon-Free Workplace Policy

To ensure that Mid-Missouri Supported Living maintains a workplace safe and free of violence for all
employees, the company prohibits the possession or use of perilous weapons on company property. A
license to carry the weapon on company property does not supersede company policy. Any employee in
violation of this policy will be subject to prompt disciplinary action, up to and including termination.

All Mid-Missouri Supported Living employees are subject to this provision, including contract and temporary
employees, visitors and individuals supported on Mid-Missouri Supported Living’s property.

"Company property" is defined as all company-owned or leased buildings and surrounding areas such as
sidewalks, walkways, driveways and parking lots under the company's ownership or control. This policy
applies to all company-owned or leased vehicles and all vehicles that come onto company property.
"Dangerous weapons" include, but are not limited to, firearms, explosives, knives and other weapons that
might be considered dangerous or that could cause harm.

Employees are responsible for making sure that any item possessed by the employee is not prohibited by
this policy. Mid-Missouri Supported Living reserves the right at any time and at its discretion to search all
company-owned or leased vehicles and all vehicles, packages, containers, briefcases, purses, lockers, desks,
enclosures and persons entering its property, for the purpose of determining whether any weapon has been
brought onto its property or premises in violation of this policy. Employees who fail or refuse to promptly
permit a search under this policy will be subject to discipline up to and including a termination.

Security

It is the responsibility of each employee that all tasks be conducted in a safe and efficient manner complying
with all local, state and federal safety and health regulations, programmatic standards, and with any special
safety concerns identified by Mid-Missouri Supported Living for use in a particular area or with individuals
supported and visitors.

The office shall have posted an Emergency Plan detailing procedures in dealing with emergencies such as
(Fire, Weather, Medical emergency, etc.). Furthermore, management requires that every person in the
organization assumes the responsibility of individual and organizational safety. Failure to follow Mid-
Missouri Supported Living’s safety and health guidelines or conduct which places the employee, volunteer,
individuals supported or agency property at risk can lead to employee disciplinary action up to and including
termination.

Wage and Salary

Mid-Missouri Supported Living maintains a progressive wage and salary plan to attract, retain and motivate
competent employees. Mid-Missouri Supported Living compensates employees based on:

¢ Relative value of their jobs within the company
¢ The level of individual performance
¢ To sustain competitiveness within the market

Deductions
Certain deductions required by law will be made from each employee's wage. These include:

® Federal/State Income Taxes
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¢ Social Security & Medicare Taxes (FICA)
¢ Any other required deductions mandated by federal and state laws

The amount withheld will vary according to how much an employee’s earns, marital status, and the number
of exemptions claimed.

Overtime

Employees shall be paid for their hours worked in accordance with all legal requirements. Employees who
qualify as exempt within the meaning of the state and federal wage and hour laws are exempt from
overtime pay and are not subject to this policy.

All non-exempt (hourly) employees’ currently qualify for overtime pay. Overtime pay is calculated at one
and one-half times the non-exempt (hourly) employee's regular rate for all hours over 40 hours in one
workweek. Hours paid that are not worked such as travel time, sick days, and vacations do not count as
hours for overtime purposes. A member of management, ordinarily the employee’s immediate supervisor,
must approve all overtime, in advance.

Credit: DMH’s Sample Policy & Procedure Manuals shared with new providers.

Approved by: %/ v %

Robert Palmer, RN, BSN, Owner MMSL
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Policy:

It is the policy of Mid-Missouri Supported Living, LLC to provide equal opportunity in employment to all
employees and applicants for employment. No person is to be discriminated against in employment because
of race, religion, color, sex (including pregnancy), age, national origin, sexual orientation, genetic
information, or disability.

Comments:

This policy applies to all terms, conditions and privileges of employment including, but not limited to hiring,
wages, introductory period, training, placement and employee development, promotion, transfer,
compensation, benefits, educational assistance, layoff, and recall, social and recreational programs,
employee facilities, termination, and retirement.

Mid-Missouri Supported Living, LLC will ensure that equal employment opportunity and reasonable
accommodations is provided for qualified individuals with a disability.

Mid-Missouri Supported Living, LLC's first responsibility and priority are to the individuals served by the
agency and all decisions regarding employment are based upon employees believed and/or proven abilities
to provide quality care that is optimal given each individual’s unique set of circumstances.

Any employee who feels they are victim of discrimination have a responsibility to report this fact to their
supervisor and/or the Director of Human Resources.

Any communication from an applicant for employment, an employee, a government agency, or an attorney
concerning any equal employment opportunity matter is to be referred to the Director of Human Resources.

Cott v Al

Robert Palmer, RN, BSN, Owner MMSL

Approved by:
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and Background Screening

Policy:

It is the policy of Mid-Missouri Supported Living, LLC to complete an FCSR screening prior to employment
and as deemed appropriate thereafter.

Mid-Missouri Supported Living, LLC, initiates background screenings for employees, (full time, part time,
contracted), volunteers, and household members, over the age of 18, to ensure they meet the
requirements for employment prior to contact with individuals and no later than two working days of hire.
Mid-Missouri Supported Living, LLC, will obtain a criminal record review through the Missouri State
Highway Patrol, the DHSS Disqualification List, and the DMH Employee Disqualification Registry. This
information will be maintained confidentially; Results will only be shared and reviewed with Human
Resources and CEO/owner and will be kept in personnel records for the life of the record, which are
safeguarded within the Human Resources department. Background check results will be reviewed and
evaluated to see that they are not disqualifying pursuant to RSM0630.170 and 9CSR10-5.190. Mid-
Missouri Supported Living, LLC, will maintain a list of employees/potential employees that have ever pled
guilty to a qualifying crime, including SIS or SES of the sentence. Family Care and Safety Registry (FCSR) will
be run on every employee and volunteer (paid or unpaid) every six months., however, Mid-Missouri
Supported Living reserves the right to run/review FCSR more frequently as necessary to review and
maintain compliance with these background standards. The purpose of the FCSR was established by law to
promote family and community safety. Per Department of Mental Health guidelines outlined in 630.170
RSMo 9CSR-10-5.190, there are certain types of acts/criminal offenses that preclude employment in this
field unless an exception is requested and granted by the Department of Mental Health. Mid-Missouri
Supported Living, LLC follows these guidelines and employment with Mid-Missouri Supported Living, LLC is
ALWAYS contingent upon:

A successful background screening upon hire through Missouri's Family Care Safety Registry (FCSR) and as
deemed necessary by management.

-OR- Mid-Missouri Supported Living, LLC Administration decision to assist potential employee in asking for
an exception to the ruling, and written approval by the DMH Exceptions Committee for said potential
employee to be hired. No interaction with individuals supported will occur before written exception is
received from the committee.

If a disqualifying crime is committed after employment, whether to request an exception or not will be
decided on a case-by-case basis by Mid-Missouri Supported Living, LLC Administration with the best

interest of individuals supported as priority and employment is either terminated or suspended without
pay until a written decision is received from Exceptions Committee granting an exception.

Approved by: % v %

Robert Palmer, RN, BSN, Owner MMSL
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Policy:

Mid-Missouri Supported Living, LLC, is committed to providing a work environment that is professional and
free of discrimination or harassment. In keeping with this commitment, no form of harassment, sexual or
otherwise, will be tolerated in the work place. Any employee who feels that a manager’s, other employee’s
or non-employee’s actions, words or conduct constitutes harassment is required to report the incident
immediately.

Harassment or discrimination of any sort, whether verbal, physical, or visual or via social media, that is
based on or directed toward a person’s age, race, color, gender, sexual orientation, religion, national origin,
ancestry, veteran, disabled status, or other characteristic protected by law, will not be tolerated.

Comments:

Workplace harassment can take many forms; it can be found in statements, gestures, writings, signs,
cartoons, pictures, e-mail, text messages, social media, jokes and pranks, physical contact and assaults, and
acts or threats of violence or retribution. Harassment is not necessarily sexual in nature. It may also take
the form of other activity including derogatory statements or conduct not directed to the targeted or
offended individual but taking place within their presence.

Mid-Missouri Supported Living, LLC, prohibits not only harassment and discrimination, but also any type of
retaliation for making a complaint, for assisting another to make a complaint, or for participating in an
investigation. All Mid-Missouri Supported Living, LLC, employees, particularly Managers, have a
responsibility for keeping the work environment free of harassment, discrimination or retaliation of any
type. Any employee who is personally impacted or who becomes aware of an incident of harassment,
discrimination or retaliation, whether by witnessing the incident or being told of it by others, must report
the incident as soon as possible.

Internal complaint procedures have been established to ensure effective investigation and resolution of
harassment, discrimination or retaliation complaints. To report an incident, employees should contact their
Degreed Professional Manager, the Director of Human Resources, the CEO, or the Owners.

All reports of harassment will be handled with discretion and with due regard for privacy concerns. All

reports will be investigated, as appropriate, and corrective action, up to and including termination, may be
taken.

Approved by: % v %

Robert Palmer, RN, BSN, Owner MMSL
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Accountability Act (HIPAA) and
Confidentiality

Policy:

The Health Insurance Portability and Accountability Act (HIPAA) is national law put in place to protect
individuals’ personal health information that is created, received, used, or maintained by a covered entity.
Mid-Missouri Supported Living, LLC, strives to protect the confidentiality, integrity, and security of protected
health information of the individuals in our care as we have a duty to keep personal medical information
confidential.

Comments:

Due to the nature of our services, we are subject to very personal information including medical information
and it is to be kept strictly confidential and only shared when needed for the health and safety of the
individual.

Needed discussions about medical issues, mental health, medications, behaviors, or anything else of a
private nature should occur in as private of a setting as possible, with the permission of the individual when
possible. If the individual is not comfortable discussing a certain topic in a certain setting, then staff is
expected to work with the individual regarding what will help them feel more comfortable with the
conversation occurring when it is a topic that has to be discussed for health and safety.

Individuals may see and/or obtain copies of their records when they choose to and request corrections or
express disagreement if they see fit, this should be noted in daily notes/ISP.

Confidentiality practices and policies are reviewed and acknowledged annually by all staff, including
contracted, all adult household members, relief/respite providers, any volunteers and upon request.

All personal and medical information including documentation, video, audio, and other computer stored
information is protected from unauthorized use without consent from the individual and/or individual’s
guardian. Mid-Missouri Supported Living, LLC, will communicate with the individual’s personal medical
information, for the purpose of health and safety, with the individual’s treatment team including healthcare
providers, CMRO staff and current targeted case management, guardian, etc. only as is necessary to provide
for quality care and to ensure health and safety of the individual receiving supports.

Personal medical information is only shared for the benefit of health and safety of the individual.

Individuals may file complaints about privacy practices of Mid-Missouri Supported Living, LLC, directly to
Mid-Missouri Supported Living, LLC, administration, to CMRO/DMH, or to the Office for Civil Rights in the
United States Department of Health and Human Services.

If the individual has the capacity to make health care decisions (no guardian or Power of Attorney),
information can still be discussed with family or others present if the individual agrees or, when given the
opportunity, does not object. Even when the individual is not present or it is not practical to ask the
individual’s permission because of emergency or incapacity, Mid- Missouri Supported Living, LLC, may share
information with family members or friends when, in exercising professional judgment, it is determined that
doing so would be in the best interest of the individual.
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All employees of Mid-Missouri Supported Living, LLC, are mandated reporters by law and required by law to
disclose certain information if there is danger to others. For example, certain infectious diseases must be
reported to state or local public health agencies (this is to first be discussed with Community
RN/Administration). Any suspicion of abuse or neglect must immediately be reported to Mid-Missouri
Supported Living’s Administration to be reported through proper channels to law enforcement and/or DMH.

Approved by: %/ ve M

Robert Palmer, RN, BSN, Owner MMSL

Page 2 of 2



Mid Missouri Supported Living, LLC MMSL-108
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Policy:

New Employees:

All new employees begin with a 90-day probationary period of employment so that Administration/
Management can evaluate the new employee’s ability to work as a part of the LifePath of Mid-Missouri, LLC
team to meet the supported individuals’ needs successfully. The quality of our employees is what makes us
able to provide great care to our individuals. During this time, call-ins and requests for time off will not be
accepted. Transfers from the location of hire are not permitted during the 90-day probationary period,
except at the discretion of the Executive Director/owner. During the 90-day probationary period employees
may be terminated without cause.

If a new employee needs to attend training classes to obtain required certifications, their starting pay will be
$1.00 less than the base pay for their position. Once all certifications have been successfully obtained, their
pay rate will increase by $1.00 per hour at the start of the following pay period.

Current Employees:

All employees transferring or promoting to new positions are subject to a 90-day probationary period of
employment. During this time, call-ins and requests for time off will not be accepted. Please reference
Policy 110 — Time and Attendance.

Comments:
All staff are expected to be cooperative with LifePath of Mid-Missouri, LLC in making themselves available
for general and individual/plan specific trainings. Training time is paid, but only the time spent in the actual
training. Staff will be notified when they need to participate in trainings and are expected to arrive at the
time and place scheduled and agreed upon, ready to learn and participate. Failure to do so may result in
corrective action including suspension until the training is completed successfully or termination for failure
to participate and/or abide by DMH required trainings. It is the responsibility of staff to make LifePath of
Mid-Missouri, LLC Administration aware of any need for further training or clarification needed in order to
provide quality care to the individuals we support. All trainings will be kept in personnel records for a
minimum of five years after completion.

Required Trainings

e Prevention, Detection, and Reporting of Abuse and Neglect - Prior to providing direct care and annually.

e Nonviolent Crisis Intervention - Within 60 Days of hire and bi-annually.

e Missouri Quality Outcomes - Within 60 Days of hire.

e Positive Behavior Supports, Gentle Teachings curriculum by Dr. John McGee - Within 60 Days of hire.

e Competency Based CPR/First Aid Certification - within 60 Days of hire and bi-annually.

e Level | Medication Aide Certification- within 60 Days of Hire - BEFORE administering medications, and bi-
annually.

e Individual Support Plan training for individuals supported - BEFORE providing direct care to the
individual supported and annually with implementation of new plans, or more often for addendums to
the plans.

e Other trainings as recommended and/or required by Administration.

Catt vl

Robert Palmer, RN, BSN, Owner MMSL

Approved by:
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Policy:

It is the policy of Mid-Missouri Supported Living, LLC, to maintain personnel records for applicants,
employees, and past employees in order to document employment related decisions, evaluate and assess
policies and comply with government record keeping and reporting requirements.

Comments:

Mid-Missouri Supported Living, LLC, strives to balance its need to obtain, use and retain certain employment
information with each employee’s right to privacy. Mid-Missouri Supported Living, LLC, attempts to restrict
the personnel information maintained to that which is necessary for the conduct of its business or which is
required by Federal, State or local law.

The Administrative staff are responsible for overseeing the record keeping for all personnel information and
will specify what information should be collected and how it is to be stored in a secure manner.

Employees have a responsibility to make sure their personnel files are up to date and must notify the
personnel department in writing of any changes in at least the following:

1- Name or Address

2- Telephone numbers or Email contact information

3- Marital Status (for benefits and withholding purposes only)

4- Number of Dependents

5- Address and Telephone numbers of dependents and spouse or former spouse (for insurance
purposes only).

6- Beneficiary designations for any of the company’s insurance, disability, or retirement plans

7- Persons to be notified in case of an emergency

8- Vehicle insurance cards (must have current on file)

In addition, employees who have a change in the number of dependents or marital status must complete a
new W-4 Form for income tax withholding purposes within 10 days of the change, if the change resultsin a
decrease in the number of dependents.

Employees may inspect their own personnel records and may copy, but not remove, documents in the file.
Such an inspection must be requested to the Director of Human Resources for this appointment to be
scheduled at a mutually convenient time.

Employees who feel that any file is incomplete, inaccurate, or irrelevant may submit a written request to the
Director to have the files reviewed and revised accordingly. If such a request is not granted, the employee
may place a written statement of disagreement in the file and pursue the matter further using the grievance
procedure.

Only supervisory and management employees who have an employment related, need to know information
about the employee may inspect the files of that employee.

Employees are to refer all requests from outside the company for personnel information concerning
applicants, employees, and past employees to the Director of Human Resources. The Director normally will
release personnel information only in writing and only after obtaining the written consent of the employee.
Exceptions may be made to cooperate with legal, safety, and medical officials who need to know specific
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employee information. In addition, exceptions may be made to release limited general information such as
employment dates, position held and location of job site.

Files will be maintained for up to 10 years after employment has ended.

Approved by: %’ v M

Robert Palmer, RN, BSN, Owner MMSL
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Policy:

Mid-Missouri Supported Living, LLC, is contractually required to provide staffing for those we serve twenty-four (24)
hours a day, seven (7) days a week every day of the year, including holidays. All employees must report to work as
scheduled and on time. They must also remain on duty until relieved by the on-coming shift - all medication counts
must be cleared, and all other assigned shift duties completed. Failure to adhere to the Time and Attendance Policy
may result in immediate corrective action up to and including termination.

Comments:

The House Manager is expected to review attendance records on a regular basis and on no less than a bi-weekly
basis. The Manager should identify any violations of the attendance policy and the appropriate corrective action to
be issued, if any, in accordance with the charts set forth below.

Corrective action for attendance violations will remain in place and will subject an employee to further action for
additional violations under this policy unless an employee goes six (6) months without receiving the next level of
corrective action. Any corrective action incurred during an employee’s probationary period will be in effect at the
level pursuant to the (6) month rolling time period. For example, should an employee have received a Final Written
Warning during their probationary period and then accumulate one (1) additional occurrence outside of their
probationary period within six (6) months, the next step will be termination.

Definitions

e late Arrival/Tardy: Staff members are expected to report to their workplace, prepared to work at the start of
the shift. Employees must personally notify their Manager or designee when they will be arriving late. Arrivals
later than 5 minutes are reported as tardy.

e Early Departure: Leaving work before an employee’s shift is scheduled to end. Employees must notify their
Manager when they leave, prior to the end of their scheduled shift. If an employee leaves early without
notifying their Manager, this will be considered a behavioral issue. Employees will be subject to corrective
action, up to and including termination.

e Absence: Failure to appear for an employee’s shift as scheduled.

e Proper Notification: An employee who is absent from work for any reason not previously approved must
personally call their Manager or designee. Notification by a family member or to a co-worker is acceptable
only in the case of an unexpected emergency or hospitalization. A voice mail, text message, email or any other
methods will NOT be accepted as proper notification. A call must be placed for each day absent, unless
directed otherwise. Additionally, for absences, two (2) hours advance notice must be provided prior to the
start of the day shift and four (4) hours advance notice for evening shifts and night shifts. Should an employee
fail to provide proper notification, this will be considered a behavioral issue. Employees will be subject to
corrective action, up to and including termination.

e Punching In/Out: All employees who are required to punch in with their timekeeping device at the beginning
of their scheduled shift and punch out at the end of their scheduled shift.
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e Absenteeism: Not being present at three (3) consecutive shifts or more may require a physician’s statement of
ability to return to work. On the fourth (4) day of absenteeism, the Manager must provide the employee with
Leave of Absence paperwork, if eligible.

In the event an employee is denied a request to be absent from work, and the employee takes the time off,
this will be considered a behavioral issue and the employee will be subject to corrective action per Mid-
Missouri Supported Living’s policy. If this occurs, the employee may be required to provide official
documentation supporting the urgent need to take off. Mid-Missouri Supported Living, LLC reserves the right
to review the documentation for approval or disapproval.

e No-call/No-show: This is defined as failing to contact your Manager or contacting/arriving to work two (2) or
more hours past the start of your scheduled time. One (1) incident of a no-call/no-show will result in
termination. An exception to this process may occur due to an unexpected accident or hospitalization.

Employee Occurrence Chart

Accumulated Occurrence Action
3 Verbal Counseling
5 1%t Written Counseling
(2 additional occurrences)
6 Final Written Counseling
(1 additional occurrence)
7 Recommendation of Termination
(1 additional occurrence)

3 of late arrival/tardy = 1 occurrence

3 of early departure = 1 occurrence

3 of any combination of the 2 tardy/early departure = 1 occurrence

3 separate absences, even with proper notification and documentation = 1 occurrence

Probationary Employee Occurrence Chart

Accumulated Occurrence Action
1 1%t Written Counseling
2 Final Written Counseling

(1 additional occurrence)

3 Recommendation of Termination
(1 additional occurrence)

Weekend Employee Occurrence Chart

Accumulated Occurrence Action
2 1%t Written Counseling
4 Final Written Counseling
(2 additional occurrences)
5 Recommendation of Termination
(1 additional occurrence)
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Additional Standards

- Inthe event of staffing emergency or crisis, it may be necessary for the Manager to do one (1) of the

following:
o Mandate overtime if there are no volunteers. Employees may be required to stay over for the
next shift.

o Post arevised schedule, which supersedes the original posted schedule, at which time all staff
will be notified of the revision through e-mail, phone calls and clinic postings. All changes will be
discussed with employees involved before they are posted.

Failure to comply with mandated overtime will be considered a behavioral issue. Employees will be
subject to corrective action up to and including termination.

Staff failing to punch in or out must notify their Manager in order to complete a corrected timecard/
timesheet.

- Employees who work when they are not scheduled will be subject to corrective action, up to and
including termination.

- ETO requests must be submitted in writing to the Manager pursuant to the site’s policy and/or practice.
The Manager must respond with approval/denial in writing within fourteen (14) days of the employee’s
written request. If the Manager does not respond within this time frame, the ETO request is considered
to be denied. Previously approved ETO requests may be denied due to operational needs and/or the
employee not possessing enough accrued ETO time.

Requests for ETO or trading shift assignments-after completion of the schedule, will require the
employee to find his/her replacement. The replacement employee must have the same job title/position
code and no overtime may be incurred. In order to make the changes to the schedule, a written
agreement between the two (2) parties must be submitted to the Manager in advance, for approval.

ETO requests will be addressed pursuant to the established practice at Mid-Missouri Supported Living.

- Once the schedule is posted, this becomes the official schedule. No employee is to make any changes to
the master schedule.

Approved by: %/ v %

Robert Palmer, RN, BSN, Owner MMSL
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Policy: The Missouri Department of Mental Health along with Medicaid is requiring providers to complete
variance reporting on a yearly basis. Mid-Missouri Supported Living, LLC will report variances on a yearly basis.
A variance form will be used to calculate the number of hours provided to the individual and compared to the
number of hours that Mid-Missouri Supported Living, LLC billed for the year.

Comments:

. Variance Reports will be submitted to the appropriate Regional Office Provider Relations no later than
January 31, following the year of the variance reporting.
Example: January 1, 2016 through December 31, 2016 variance reports will be submitted to the
Regional Office Provider Relations no later than January 31, 2017.

. Calculating the Variance Report

o If a staff person works 1:1 with an individual that time frame will count hour for hour.
Example: if a staff person works 8 hours in a 24-hour period with only one individual, then that time
will count as 8 hours.

o If a staff person works 1:2 (one staff person to two individuals supported) then the time is divided
between each individual:
Example: if a staff person works 8 hours in a 24-hour period and works with two individuals, then 4
hours will be assigned to each individual supported.

) Special Note Regarding Calculating Variance Report Compared to Billing:

o ISL budgets are based on a staffing pattern and based on 365 days (366 with leap year). There are
times when an individual is away from the ISL and the days are not billed (hospital visits, home
visits, camp, etc.)

o When calculating the variance report and comparing them to the year-end total of hours that are
to be provided, the number will be determined as follows:

o Take the total number of hours per month on the ISL budget and multiply it by 12 months. This will
give you the total number of hours that can be billed for per year if services were provided. If the
individual was not present and the agency did not bill for a certain amount of days for the year, this
needs to be subtracted from the total number of hours that can be billed for. For example: if the
individual was in the hospital for 10 days during the variance year being calculated, you would take
the total number of hours that can be billed for and subtract 10 days’ worth of services that were
not billed for and not provided.

Example: If the budget for Joe Doe is 651.79 hours per month you would multiply this by 12 months
(651.79 hours x 12 months = 7821.48 hours). John was in the hospital for 10 days so Mid Missouri
Supported Living, LLC did not provide services for ten days and Mid Missouri Supported Living, LLC
did not bill the State for these ten days. ((7821.48 — 240 hours (10 days x 24 hours) so the total
number of hours Mid Missouri Supported Living, LLC should provide proof for would be 7581.48 for
the variance report year).
e |nthe event that services were not provided, and money needs to be returned to the State based on the
variance reports, the money should be returned based on the following:
o 60% of the daily rate goes toward actual employee salaries and benefits. The remaining 40 percent
is administrative costs. 60 percent of the daily rate would need to be returned to the State if
services were not provided.

Approved by: %{ v %

Robert Palmer, RN, BSN, Owner MMSL
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Military Caregiver Leave/
Service Member FMLA

Policy:

It is the policy of Mid-Missouri Supported Living, LLC (MMSL) to grant up to twelve (12) weeks of family and
medical leave during any twelve (12) month period to eligible employees, in accordance with the Family and
Medical Leave Act (FMLA) and up to twenty-six (26) weeks of leave in any twelve (12) month period in
compliance with the expansion of FMLA under The Support for Injured Service Members Act of 2007.

Comments:
MMSL uses a backward “rolling” twelve (12) month period, from the date leave is to commence, as the
twelve (12) month period in which employees can take FMLA.

1. Employees may be eligible to receive FMLA leave if they meet the following criteria:
A. They have been employed by MMSL for at least twelve (12) months; and

B. They have worked at least 1,250 hours in the twelve (12) months preceding the start date of the
leave.

2. FMLA leave may be granted to an eligible employee for the following reasons:

A. Birth of the employee’s child or placement of a child with the employee for adoption or foster
care, and in order to care for such child. (Note: A leave to care for a newborn child or a child
newly placed with the employee for adoption or foster care must be taken before the end of the
first twelve [12] months following the date of the birth or placement.)

B. To care for the employee’s spouse, child, or parent who has a serious health condition.
A serious health condition of an employee that makes them unable to perform their job.

D. Because of a “qualifying exigency” arising out of the fact that the employee’s spouse, child or
parent is a covered service member on active duty, or has been notified of an impending call to
active duty status, in support of a contingency operation.

E. To care for a covered service member with a serious injury or illness sustained in the line of duty
on active duty, if the employee is the spouse, child, parent or next-of-kin of the service member.

3. Eligible employees are entitled to a total of twelve (12) weeks of leave during a twelve (12) month
period for all leaves other than a leave to care for an injured service member. Eligible employees are
entitled to up to twenty-six (26) weeks of leave in a single twelve (12) month period for leave to
care for an injured service member. For those purposes, the “single twelve (12) month period” is the
twelve (12) month period measured forward from the first date of such leave.

4. If a husband and wife are both employed by MMSL, and are both eligible for FMLA leave, they are
entitled to an aggregate leave of twelve (12) weeks during any twelve (12) month period for the birth
or placement of a child. In addition, they are entitled to an aggregate leave of twenty-six (26) weeks
during the single twelve (12) month period to care for an injured service member. This limitation does
not apply to a leave to care for a spouse, child and/or parent with a serious health condition, a leave
due to the employee's own serious health condition or leave due to a military qualifying exigency.

5. Definitions:
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A. Parent: The biological, adoptive, step or foster parent of an employee or an individual who acted
in place of a parent to an employee when the employee was a child. This may include legal
guardians, grandparents or other non-relatives.

B. Child: For purposes of a leave relating to birth, adoption or foster care placement, and for leave to
care for a child with a serious health condition, “child” means a biological, adopted or foster child,
a stepchild, a legal ward or a child of a person acting in place of a parent who is under eighteen
(18) years of age or eighteen (18) years of age or older and incapable of self-care because of a
mental or physical disability. For purposes of leave to care for an injured service member or for a
military qualifying exigency, “child” means a biological, adopted, or foster child, stepchild, legal
ward, or a child for whom the employee (or service member in cases of leave to care for an injured
service member) acted in place of a parent, and who is of any age.

C. Serious Health Condition: An illness, injury, impairment or physical or mental condition that
involves either an overnight stay in a medical care facility, or continuing treatment by a healthcare
provider or a condition that either prevents the employee from performing the functions of the
employee’s job or prevents the qualified family member from participating in school or other daily
activities. Subject to certain conditions, the continuing treatment requirements may be met by a
period of more than three (3) consecutive calendar days combined with at least two (2) visits to a
healthcare provider or one visit and a regimen of continuing treatment, or incapacity due to
pregnancy or incapacity due to a chronic condition.

6. Leave under the FMLA does not have to be taken in a block of twelve (12) weeks, but may be taken
intermittently (e.g. weekly appointments for dialysis) or on a reduced leave schedule (the employee
works fewer than the usual number of hours per workday or workweek). (Exception: Leave taken due
to the birth or placement for adoption or foster care of a child may not be taken intermittently or on a
reduced leave schedule.) If an employee needs intermittent or a reduced schedule leave that is
foreseeable based on planned medical treatment, MMSL has the right to transfer the employee
temporarily, during the period such leave is required, to an available alternative position that better
accommodates recurring periods of leave.

7. The employee will exhaust all available PTO, Extended Sick Leave (ESL), and Short-Term Disability (STD)
benefits (for leaves for medical reasons relating to the employee) that is available before the unpaid
portion of the leave begins. The total of both paid and unpaid leave will not exceed twelve (12) weeks,
(except as noted above for leave to care for an injured service member).

Note: STD benefits are only payable after an employee has exhausted both their PTO and ESL time and
during the time an employee is documented by a physician as being medically disabled. For example, STD
benefits would not be paid during leave taken under the FMLA beyond the period of documented medical
disability following the birth of a child.
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8. The employee must notify MMSL a minimum of thirty (30) days in advance of the leave start date for
birth, placement of a child for adoption or foster care, or planned medical treatment when the need for
such leave is foreseeable. If the leave is unexpected, the employee is required to give notice as soon as
practicable, which generally means the same day as, or next business day after, the need for the leave
becomes known. Where advance notice is not possible, or where leave is taken on an intermittent basis
for scheduled medical treatments, the employee is obligated to make a reasonable effort to schedule
the leave so as not to disrupt unduly the operations of MMSL, subject to the agreement of the
healthcare provider.

9. MMSL retains the right to request certification by a healthcare provider when an employee requests
leave because of a serious health condition or to care for a family member with a serious health
condition (child, spouse or parent), as well as when an employee requests leave to care for an injured
service member with a serious illness or injury. The certification must state the date on which the
serious health condition began, its probable duration and the appropriate medical facts within the
knowledge of the healthcare provider regarding the condition. Such certification generally should be
provided in advance of the leave, if possible. In all cases, the certification should be provided within
fifteen (15) days of MMSL’s request or the leave will be denied. Periodically during the leave period,
the employee may need to provide MMSL with an update on the status of medical need, including
additional certification. It will be the responsibility of the Manager to provide the employee with a job
description outlining their essential job functions, so the healthcare provider can determine if the
employee is capable of performing the essential functions of their job.

If the certification is for leave to care for a family member, the certification must also state the
employee’s need to care for the family member and must include an estimate of the amount of time
needed to care for the family member. If the leave is for an employee’s own serious health condition,
the certification must also state why the employee is unable to perform the duties of his/her position.

If the leave is for intermittent periods for planned medical treatments, the certification must state the
date on which such treatment is expected to be administered and the duration of such treatment.

10. For leaves to care for an employee’s own or a family member’s serious health condition, MMSL may
require a second opinion, at MMSL's expense, if there is a question concerning the original certification.
The second healthcare provider may not be employed by or contracted with MMSL. In cases where
there is an unresolved conflict between the first and second medical opinions, MMSL may require, at
its own expense, a third opinion from a provider jointly approved by MMSL and the employee. The
third opinion is final and binding. It will be the responsibility of the Manager to provide the employee
with a job description outlining their essential job functions, so the healthcare provider can determine
if the employee is capable of performing the essential functions of their job.

11. An employee, upon returning from a FMLA, will be restored to their previous position or to an
"equivalent position" with equivalent job duties, employment benefits, pay and other terms and
conditions of employment. Any evidence of other employment during any approved leave of absence
will be interpreted as a voluntary resignation (See #14 below for exception).

12. Utilizing FMLA will not result in the loss of any employment benefit accrued prior to the start of the
leave. Benefits will not be considered earned or accrued during the leave period.

13. Employees should keep their Manager updated on their plans to return to work prior to the expiration
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of the leave. Before an employee will be able to return, they must provide a release from their
healthcare provider.

14. MMSL will continue health insurance benefits during periods of leave at the level and under the
condition’s coverage would have been provided if the employee had remained in employment
continuously for the duration of such leave. It is the responsibility of the employee to pay their
required benefit contributions while on a designated FMLA. If an employee fails to make payments
during their FMLA, MMSL has the right to collect missed premiums in full upon their return to an active
status. If the employee fails to return to work and premiums have not been paid, coverage will
terminate retroactive to the date of the last premiums paid and COBRA will not apply. Leave does not
constitute a qualifying event under COBRA, but failure to return to work following the leave, if the
employee decides not to return to work, will constitute a qualifying event and the date the leave ended
will then become the date of voluntary termination.

Military Caregiver Leave/Service Member FMLA

Service member FMLA runs concurrently with other leave entitlements provided under federal, state and
local laws. Eligible employees (spouse, child, parent or next of kin) may take Service Member leave for
following reasons:

1. A qualifying exigency arising out of a covered family member’s active duty or call to active duty in
the Armed Forces. Leave duration is not to exceed twelve (12) weeks during any rolling twelve (12)
month period.

2. To care for a covered family member “next of kin” who has incurred an injury or illness in the line
of duty while on active duty in the Armed Forces provided that such an injury or illness may render
the family member medically unfit to perform duties of the member’s office, grade, rank or rating.
Leave duration is not to exceed twenty-six (26) weeks during single, rolling, twelve (12) month
period.

3. Military caregiver leave is extended to close family member of veterans who were members of the
Armed Forces (including the National Guard or Reserves) at any point in time within five (5) years
preceding the date on which the veteran undergoes medical treatment, recuperation or therapy.

“Next of Kin” is defined as the nearest blood relative, other than a spouse, parent, son or daughter.
“Qualifying Exigency” leave for Families of Active Duty Members of the Armed Forces.

Eligible employees with a spouse, son, daughter or parent on active duty or called to active duty status in
the Armed Forces may use their twelve (12) week entitlement to address certain qualifying exigencies.
Qualifying exigencies include:

1. Attendance of certain military events;
Arranging alternative child care;
Addressing certain financial and legal arrangements;

Attending certain counseling sessions;

voke W N

Attending post-deployment reintegration briefings.
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Military Caregiver Leave for Veterans and for Aggravated llinesses or Injuries

FMLA includes a special leave entitlement that permits eligible employees to take up to twenty- six (26)
weeks of leave to care for a covered service member or veteran during a single rolling twelve (12) month
period. A “covered service member” is a current member of the Armed Forces, including members of the
National Guard and Reserves, who has a serious injury or iliness incurred by the member in the line of duty
while on active duty and in Armed Forces and covers injuries or illnesses existing before the member’s
active duty and was aggravated by service in the line of duty, in the Armed Forces, that may render the
member medically unfit to perform the duties of the service member’s office, grade, rank or rating.

Since veterans’ do not have a current “office, grade, rank or rating”, the serious injury or illness must be
one that “manifested itself before or after the member became a veteran”.

The entitlement to take military caregiver leave for the care of veterans extends only to family members of
veterans when the veteran was a member of the Armed Forces at some point preceding the date on which
the veteran undergoes medical treatment or receives the therapy that necessitates the leave.

Procedure

An eligible employee requesting a leave of absence under the FMLA will complete a Request for Leave form
and their healthcare provider will need to complete the applicable Certification of Healthcare Provider
form.

1. The request will be sent to the Office Manager.

2. The Office Manager will review the request to confirm eligibility and notify the requesting
employee of approval or denial.

3. The Office Manager will monitor the program to ensure compliance with provisions of the law.

4. Employee must provide a release from their healthcare provider and present to their Manager. The
employee will then be restored to the original or equivalent position with equivalent pay, benefits
and other employment terms and conditions.

5. Any employee who has used their entire twelve (12) week entitlement of FMLA will not be eligible
for further FMLA until they have returned to work for a twelve (12) month period (from the start of
the leave) and worked at least 1,250 hours.

6. Any employee, who fails to return to work upon expiration of the leave, will be considered to have
voluntarily resigned effective the date the leave expired.

Approved by: %/ v %

Robert Palmer, RN, BSN, Owner MMSL
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Policy

An employee summoned for jury duty must notify their Manager as soon as possible after being
summoned and must provide the Manager with a copy of the summons. Mid-Missouri Supported
Living, LLC, employees will be granted a leave of absence for any jury duty actually served. The
employee must notify their Manager when released from jury duty as soon as possible and must report
to work on the next scheduled shift after they have been released from jury duty, subject to applicable
state law.

The employee shall receive the difference between their regular, straight time pay or salary for work
time actually lost because of jury duty, less court pay received for jury duty. When you report for jury
duty and are compensated by the court for your service, retain and turn in the record of those payments
to your Manager so that your jury duty pay can be processed. (Any allowance for mileage or meals paid
by the court will not be included in the calculation of the money paid by Mid-Missouri Supported Living,
LLC.) Due to Mid-Missouri Supported Living, LLC, pay cycles, calculations of jury duty pay may or may
not occur in the pay period in which the employee served.

This provision will also apply to employees summoned or subpoenaed by a court to appear as a witness
where state law requires that such leave be provided.

You must keep your Manager apprised daily of the status of your jury service.

Approved by: %/ v %

Robert Palmer, RN, BSN, Owner MMSL
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Policy
Immediate Family

Mid-Missouri Supported Living, LLC,, understands that the death of a family member is difficult. Full-
time employees are eligible for leave should a death occur in an employee’s or spouse’s immediate
family, specifically for a:

e Spouse;

e Domestic partner;

e Parent/step-parent/parent-in-law;

e Child/step-child;

e Son-daughter-in-law;

e Sister/step-sister/sister-in-law;

e Brother/stepbrother/brother-in-law;

e Grandparent/step-grandparent/grandparent-in-law;
e Grandchild/step-grandchild/grandchild-in-law; or

e Relative permanently residing with the employee.

Up to three (3) days of leave is provided to the employee at their regularly scheduled hours should the
employee miss any shifts to attend the funeral. Mid-Missouri Supported Living, LLC,, reserves the right
to require documentation for attending the funeral.

Close Relative

In the case of another family member, specifically an employee’s or spouse’s:

e Aunt/aunt-in-law;
e Uncle/uncle-in-law;
e Niece or nephew.

The employee will receive one (1) day paid time off, if needed, to attend the funeral services if he/she
is scheduled to work.

In these difficult times, additional days off may be needed depending on the circumstances. In this
situation, or if the relative is not an immediate or close family member listed above, employees are
urged to either request use of Paid Time Off (PTO) or request a Personal Leave of Absence. Please
discuss this with your Manager should the need arise.

Funeral leave does not count as hours worked for purposes of determining eligibility for overtime pay.
Funeral leave for specific family member identified above is independent of an Employee’s Paid Time
Off (PTO).

Approved by: % ve %

Robert Palmer, RN, BSN, Owner MMSL
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Employment of Relatives Policy

Mid-Missouri Supported Living, LLC, (MMSL) is complimented when an employee refers friends and
relatives to apply for vacant positions. Friends and relatives can work in the same department;
however, it is MMSL policy that close relatives, spouse’s relatives, or individuals engaged in intimate
relations with co-workers do not report to each other or work in positions where a conflict of interest
could arise. Close relatives include but are not limited to:

e Spouse;

e Domestic partner;

e Parent/step-parent/parent-in-law

e Child/step-child;

e Son/daughter-in-law;

e Sister/step-sister/sister-in-law;

e Brother/step-brother/brother-in-law;

e Grandparent/step-grandparent/grandparent-in-law;

e Grandchild/step-grandchild-grandchild-in-law;

e Aunt/aunt-in-law;

e Uncle-uncle-in-law;

e Cousin;

e Niece/Nephew; or

e Relative permanently residing with the employee.

It is a requirement of Mid-Missouri Supported Living, LLC, that employees disclose to their Manager the
existence of any such relationship with MMSL. Failure to report such a relationship may result in
termination of all employees involved.

When a relationship arises after employment, the non-Supervisory employee will be given the

opportunity to transfer to another position (provided one is available) or the employee must resign. A
grace period of four (4) weeks will be given in order to allow the employee to find a new position.

Approved by: %/ ve C,M_

Robert Palmer, RN, BSN, Owner MMSL
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Policy

**Qvertime will only be paid out when pre-approved by Mid-Missouri Supported Living, LLC,
Administration Team.

When individuals are with their friends or family during holidays and not in our care, staff may take on-
call and be paid at regular rate, time and a half kicking in for only the hours staff spends providing the
direct care to the individual supported). Staff MUST work with direct supervisor regarding plan for being
on call if it is a possibility. All Staff are expected to work at least some holidays due to the nature of care
that we provide and are expected to contribute to a POSITIVE holiday experience for the individuals in
care.

Hourly paid direct care staff who work certain shifts for the following holidays will be paid at time and a
half.
e New Year’s Day (from 11:00 PM the day prior to 11:00 PM the day of)
e Memorial Day (from 11:00 PM the day prior to 11:00 PM the day of)
Independence Day (from 11:00 PM the day prior to 11:00 PM the day of)
Labor Day (from 11:00 PM the day prior to 11:00 PM the day of)
Thanksgiving (from 11:00 PM the day prior to 11:00 PM the day of)
Christmas (from 11:00 PM the day prior to 11:00 PM the day of)

Catt vl

Robert Palmer, RN, BSN, Owner MMSL

Approved by:
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Policy:

When the death of an individual supported is anticipated, the priority is to ensure that the person’s dignity
is preserved and that the wishes of the person and/or legal representative are complied with to the
greatest extent possible. If an individual supported dies, Mid-Missouri Supported Living staff will ensure
proper response and reporting of the death.

Comments:

A. If a person supported by Mid-Missouri Supported Living develops a life-threatening illness or sustains a
life-threatening injury from which the attending physician indicates death is anticipated, the Program
Manager/ Executive Director will ensure that the legal representative, support coordinator, other service
providers, and Mid-Missouri Supported Living’s staff are notified immediately (family members and others
may be notified by the legal representative).

B. If possible, the Program Manager/ Executive Director will ensure that a support team meeting or
conference call is scheduled.

C. If the Program Manager/Executive Director receives an advance directive they shall immediately inform
Mid-Missouri Supported Living staff. All individuals supported have “do resuscitate” status unless Mid-
Missouri Supported Living has a copy of a DNR/DNI advance directive.

D. When discovering an individual supported who appears to have died, all staff will treat the situation as
if it were a medical emergency and will take the following steps:

Staff will call “911” and provide first aid and/or CPR to the extent they are qualified unless the individual
supported has an DNR/DNI advance directive. Mid-Missouri Supported Living staff are trained in CPR/First
Aid and will take all lifesaving procedures as mandated by the State of Missouri and the Department of
Mental Health unless a Do Not Resuscitate order is in place with the appropriate documentation or an
alternative to CPR order is in place with appropriate documentation. If such an order is in place, all staff
will be trained on it as soon as it is received and will sign a document acknowledging being trained on

it. In addition, staff will immediately ensure necessary and reasonable precautions are taken to secure the
safety of other individuals supported to protect them from problematic events.

e Mid-Missouri Supported Living’s staff will immediately begin mandatory notifications, as follows:

o Home Manager/Immediate supervisor
o Program Manager

o Executive Director.

o Owner.

When an authorized person, such as a physician or paramedic, determines that the individual supported is
deceased, the Program Manager/Executive Director will immediately contact the person’s legal
representative and anyone else that is specified within the individual supported’s ISP. If the death occurs
when the individual supported is in attendance at a Mid-Missouri Supported Living’s program site, the
Program Manager/ Executive Director will ensure the County Coroner’s office is notified and that the body
is not moved until the coroner arrives.
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e The Program Manager/Executive Director will notify the following individuals or entities (local regional
center, support coordinator and any representative or designated emergency contacts) within 24 hours
of the death, or receipt of information that the death occurred. The staff will complete General Event
Report (GER) on Therap thoroughly and accurately. The GER should contain a detailed account of the
death and any actions taken. The Program Manager/Executive Director will follow the process and
timelines for event direct entry (CIMOR) and notification per Directive 4.070 and will enter the
information from the GER into CIMOR within 24 hours.

The Mortality Review process will be initiated within 5 business days per DMH Division of DD Death
Notification and Mortality Review Process Policy.

Within 5 business days:
Unless an extension is granted and documented, Mid-Missouri Supported Living shall submit with Section |
“Provider Mortality Review”, the following documentation:

1) Physician Orders and Medication Administration Records from residential setting at time of death
or transfer to hospital or other care facility for the current month and 3 previous months.
2) All staff documentation & progress notes (Nurses, Physicians, direct care and/or staffing /

observation/communication notes or logs, etc.) for at least three days prior to the date of death
or transfer to hospital or other care facility.

3) Most recently completed Community RN Monthly Summary, including at least three (3)
Community RN Monthly Summaries, prior to the death event or transfer.
4) All health monitoring records being completed for this individual such as vital signs, weights, blood

pressure, blood sugar, bowel or urine records, Intake/Output etc. for the current month and 3
previous months prior to death event or transfer to hospital or other care facility.

5) All medical and behavioral consultation records for six months prior to death or transfer of care.

6) Documentation of all nursing delegation for this individual performed within a month prior to
death event or transfer to hospital or other care facility.

7) If ordered, a copy of DMH Non-Hospitalization DNR documentation or Alternative to CPR
document.

8) Hospital, Emergency Room, and/or Emergency Response reports

(Paramedic/EMT/Ambulance/First Responder, etc.) occurring within 12 months prior to death
event or transfer of care.
9) All documents specifically requested by Division of DD.

All staff of Mid-Missouri Supported Living, LLC, are mandated to comply with the mortality process at all
stages.

The Executive Director or owner will complete and document the internal review related to the report of
death. The internal review will include an evaluation of whether:
a. Related policies and procedures were followed.
b. The policies and procedures were adequate.
c. There is a need for additional staff training.
d. There is a need for corrective action by Mid-Missouri Supported Living to protect the health
and safety of the individual supported.

Based upon the results of the internal review, and if indicated, Mid-Missouri Supported Living will develop,
document, and implement a corrective action plan for the program designed to correct current lapses and
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prevent future lapses in performance by the individuals supported or Mid-Missouri Supported Living’s
staff, if any.

Credit: DMH’s Sample Policy & Procedure Manuals shared with new providers.

Cott v Al

Robert Palmer, RN, BSN, Owner MMSL

Approved by:
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Policy:

Mid-Missouri Supported Living recognizes the importance of the ISP and objectives for every individual that
we support. Implementation strategies are teaching methods and specific action steps that staff will use to
support an individual as they work to achieve each goal/objective in their ISP. Degreed Professional
Managers (DPM) employed by Mid-Missouri Supported Living will incorporate and combine expectations of
the individuals, team members and guardians in the strategy techniques that are drafted in the ISP program
with all team member’s input (Family, guardian, individual supported, employees of Mid-Missouri
Supported Living and case management). It is expected that the implementation strategies are taught to
and acknowledged by all direct care staff and the staff are fully equipped to implement the programs prior
to working with the individual supported. As new ISP are implemented and/or updated and
goals/objectives are implemented and/or updated, the DPM will train/retrain all of the staff on the
new/updated goals and strategies within 30 days of development and/or revision.

Comments:

1. The implementation strategies framework and template must include the following:

2. Each strategy will acknowledge the individual’s preferences in learning style and will incorporate this
knowledge in relation to each teaching activity/habilitative objective.

3. Each strategy will ensure the stated goal is specific, individualized, measurable and achievable.

4. Tools, supplies, and technology needed for any activities are identified and step by step instructions are
offered.

5. Each strategy will identify who is responsible for supporting the individual in achieving the goal. It will
also define what it takes to reach the goal and how to measure the progress. The timeline for achieving
success with the goal will be identified.

Implementation strategies and monthly ISP objective data are reviewed by each DPM and incorporated into
the monthly review summary. If it is identified that an implementation strategy is not effective; that more
time is needed, or that changes to supports need to occur, the DPM will make note of actions needed and
contact the Support Coordinator for a team meeting with the individual. At the team meeting the DPM will
update strategies with team’s assistance and guidance. Once updates are made all staff will be trained by
the DPM within 30 days of development and/or revision. The review of implementation strategies is an
ongoing process and modifications needed are documented.

Catt vl

Robert Palmer, RN, BSN, Owner MMSL

Approved by:
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Policy Statement:

It is the policy of Mid-Missouri Supported Living, LLC, to obey all federal and state laws, to
implement and enforce procedures to detect and prevent fraud, waste and abuse regarding
payments to Mid-Missouri Supported Living, LLC, from federal or state programs, and to provide
protections for those who report actual or suspected wrongdoing.

Below are summaries of certain statues that provide liability for false claims and statements. These
summaries are not intended to identify all applicable laws but rather to outline some of the major
statutory provisions as required by the Deficit Reduction Act of 2005.

Federal False Claims Act (“FCA”) (31 U.S.C. 3729-3733)

The FCA imposes civil liability on any person or entity who:

° Knowingly presents false or fraudulent claim for payment or approval;
° Knowingly makes or uses a false record or statement material to a false or fraudulent claim;
° Knowingly makes or uses a false record or statement material to an obligation to pay or

transmit money or property to the federal government;

° Knowingly conceals or knowingly and improperly avoids or decreases an obligation to pay or
transmit money or property to the federal government; or

° Conspires to commit a violation of any of the above.

Anti-discrimination / Whistleblower Protections

Retaliation against anyone who reports “good faith” fraud and abuse issues is strictly prohibited. In
addition, retaliation against anyone who participates in any fraud or abuse investigations is strictly
prohibited. Appropriate disciplinary action against anyone who is found to have committed an act
of retaliation.

Procedure:
1. All parties will sign off on the policy and procedure manual yearly which includes this policy.
2. All parties with knowledge of potential fraud and abuse situations must report them through
any of the following methods;
a. Notification to the State Fraud Contact SIGTARP Hotline at 877-SIG-2009.

b. Notification to Owner of Mid-Missouri Supported Living, LLC, by calling his cell @ 573-
673-8437 or writing an anonymous letter to “Director” or “Owner” and mailing it to
1402 Hathman Place, Columbia, MO 65202.

c. Mid-Missouri Supported Living, LLC, will report all confirmed allegations of fraud and
abuse to the appropriate government officials.
3. Mid-Missouri Supported Living, LLC, will cooperate with federal and state agencies that

conduct healthcare fraud and abuse investigations
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Mechanisms for Detecting and Preventing Fraud:

The Director of Mid-Missouri Supported Living, LLC, is responsible for reviewing all billing documents
and claims before submission.

The owner or designee will do periodic audits to verify the billing process.

Mid-Missouri Supported Living, LLC, has a quality assurance program to verify that charting/
documentation is completed according to state regulations. Mid-Missouri Supported Living, LLC,
participates with Case Managers and Department of Mental Health auditors to verify that services
are being performed that are being billed for.

Copies of all approved budgets, staffing patterns and documentation are kept on site at Mid-
Missouri Supported Living, LLC, administration office for review by State officials.

Approved by: %/ v CM

Robert Palmer, RN, BSN, Owner MMSL

Page 2 of 2



Mid Missouri Supported Living, LLC MMSL-120

Revision Date: 08/01/2022 Employee Travel During Covid-19

Policy

This policy covers employee travel constraints during Covid-19.

It is the policy of Mid-Missouri Supported Living, LLC, to protect individuals supported and employees from
exposure to Covid-19.
Employees that travel in any area labeled as high-risk, which is Level 3 and above, as described by the CDC,
are subject to the following constraints upon return to their position:

e Employees must quarantine for at least seven calendar days.

e Employees must have no symptoms for at least seven calendar days.

e Itis recommended employees be tested for Covid-19 if coming back from a high-risk area

(Level 3 and above).

e Employee will not be paid for travel or quarantine unless they have ETO.

Approved by: %7/ ve %—

Robert Palmer, RN, BSN, Owner MMSL

Page 1of 1



Mid-Missouri Supported Living, LLC MMSL-121

Revision Date: 04/19/2024 Electronic Visit Verification

Policy

On December 13, 2016, the 21st Century CURES Act (114 U.S.C 255) was signed into legislation. The
CURES Act was designed to improve the quality of care provided to individuals, enhance quality control,
and strengthen mental health parity. A portion of the bill (Section 12006) requires Electronic Visit
Verification (EVV) to be used for all Personal Care Services and Home Health Care Services delivered
under the Medicaid program.

EVV is a method of utilizing technology to capture point of service information related to the delivery of
in-home services. EVV compliance can be achieved in a variety of manners, including but not limited to,
the use of mobile applications with Global Positioning System (GPS) capabilities, telephony from a
landline, fixed devices and biometric recognition.

It is Mid-Missouri Supported Living’s policy to comply with 13 CSR 70-3.320 Electronic Visit Verification,
which sets forth requirements for use of electronic verification to document receipt of its Personal
Assistant (PA) services. Mid-Missouri Supported Living’s failure to comply with the EVV requirement may
result in claim denial or termination of contract to deliver its PA services through the MO HealthNet
program.

What are the benefits of EVV?
= Reduces errors and fraud
= Eliminates the need for paper time sheets and manual billing
= Reduces labor costs through the elimination of costly paperwork
= Enhances efficiency and transparency of services provided to individuals
= |Increases accountability of provider agencies and direct care workers
= |mproves quality of care

=  Provides accurate verification of service delivery to support payroll functions

Comments:

As a provider of Medicaid funded services. Mid-Missouri Supported Living has chosen Therap as its EVV
vendor. Therap is required to meet all the criteria established in 13 CSR 70-3.320 to transmit EVV data to
the Medicaid Audit and Compliance Unit (MMAC) for review and audit at any time. Its system already
interfaces with Sandata Technology for billing purposes. Missouri Department of Social Services’s MO
HealthNet Division (MHD) has contracted with Sandata to provide a vendor-neutral EVV Aggregator
Solution (EAS). Sandata is expected to design, develop, and implement EAS for providers delivering
Medicaid-funded Home Health Care Services, as well as to provide training to the providers. The
“Aggregator Solution” shall mean the electronic system that supports the collection of electronic visit
verification vendor data and stores the data for purposes of analysis and monitoring.
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Prior to starting services, Mid-Missouri Supported Living will communicate with its individuals supported and or
their guardians regarding the requirement to utilize EVV to document receipt of services as a condition of
participation in services.

Therap’s EVV system meets all the six federally required data elements including:

1. Recording the type of service performed through collection of the designated procedure code and associated
modifiers, including individual tasks as authorized or progress notes dependent on requirements of the
authorizing program;

2. Documenting and verify the PA participant’s identity, either by a unique number assigned to the individual,
biometric recognition, or through alternative technology;

3. Documenting the date of services delivered;

4. Documenting the time services begin to the minute;

5. Documenting the time services end to the minute; and

6. Documenting the location in which the services began and ended.

In addition, Therap’s EVV system must demonstrate the following requirements are met:

1. Accept and update the plan of care as entered or modified by DMH;

2. Allow for an unlimited number of service codes and tasks to be available for selection as approved by DMH,;

3. Allow for direct care workers to access the same MO HealthNet participant record for verification of service
delivery more than once in a twenty-four- (24-) hour period;

4. Allow for multiple service delivery locations for each MO HealthNet participant, including multiple locations
in a single visit.

5. Accommodate more than one (1) MO HealthNet participant and/or direct care worker in the same home;
6. Document the delivery of multiple types of services during a single visit;

7. Maintain a reliable backup and recovery process to ensure that the EVV system preserves all data in the event
of a system malfunction or disaster;

8. Be capable of retrieving current and archived data to produce reports of services and tasks delivered, Mid-
Missouri Supported Living’s PA identity, Direct Care Worker identity, begin and end time of services, begin and
end location of service delivery, and dates of service in summary fashion that constitutes adequate
documentation of services delivered;

9. Allow for manual entry with required justification including a reason for the manual entry with the reason
code and manual entry indicator passed to the aggregator solution;

10. Be capable of creating an exception when the direct care worker accesses the system from a location other
than the authorized service location; and

11. Retain all data regarding the delivery of services as required by law, by at a minimum of six (6) years from
the date of service. Fiscal and medical records shall coincide with and fully document services billed to the MO
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HealthNet agency. Therap’s EEV system will furnish or make the records available for inspection or audit by the
Department of Social Services, Mental Health, or any federal agency, or their designee upon request. Failure to
furnish, reveal, or retain adequate documentation for services billed to the MO HealthNet program, as specified
above, is a violation of this regulation.

Therap’s EVV system shall be capable of producing reimbursement requests for participant approval that ensure
accuracy and compliance with the EVV rule.

Therap’s EVV system has a minimum of two forms — Electronic and manual - of recording visit data, and all Mid-
Missouri Supported Living staff are required to use the Therap Mobile EVV APP Android or iOS to check in and
check out in order for their visit to be considered a verified visit; staff who do not comply with this requirement
will be subjected to disciplinary action, including termination. The APP is easy to use, and employees can simply
just use a single swipe to check-in/out using Android/ iOS APP. In the circumstance that a visit was not
electronically captured at the time of the visit, staff will complete a manual entry and use the appropriate
“Reason Codes” established by Therap to explain the manual visit entry/edit or an acknowledgement of
exception; passed along to aggregator solution.

Mid-Missouri Supported Living’s staff will not use the manual visit as the primary means of recording visit data
and shall only use it in the event of human error, natural disaster, system failure, or when all other forms of
entry have been exhausted or are unavailable. For situations in which Therap’s EVV system does not provide
adequate network capacity, it will have the ability to enter visit information in an offline mode and upload upon
accessing network connectivity.

Therap will provide the training necessary for Mid-Missouri Supported Living’s Therap administrator to be able
to train the direct support staff to fully utilize the capabilities of the EVV system. Prior to working with the
individual supported, Mid-Missouri Supported Living’s Therap administrator will provide face-to-face training on
Therap’s EVV system to the direct support staff who will be documenting within the EVV system and physically
show them how to record the visits and to document. The record of the training will be maintained in the
employees’ Human Resource files. Additionally, Therap staff are also available to provide support to Mid-
Missouri Supported Living’s employees between 8am to 5pm Eastern Standard Time Monday through Friday.
Employees can call Therap at (203) 596-7553 to get help with the EVV system during this time. Mid-Missouri
Supported Living’s staff can also utilize Therap’s EVV App to get live help from 8am to 8pm Eastern Standard
Time Monday through Friday. Mid-Missouri Supported Living’s Therap administrator will also be available by
phone as needed to troubleshoot any issues with the EVV system.

To prevent fraud, any adjustment or exception - manual adjustment or update to an EVV record - will require
the direct support staff’s supervisor to enter justification documentation into the EVV system, which must
include the date and time of the entry and/ or update, the reason for the entry and/or update, and the
identification of the person making the entry and/or update. Mid-Missouri Supported Living’s supervisor of the
PA program is expected to check the EVV records daily and compare them against the employee’s timesheet on
Paycor (the agency’s system used for time keeping) to ensure that they meet the six federally required data
elements and record that they did so in the House Manager Daily Checklist. The supervisor is expected to turn in
the House Manager Daily Checklist every Monday by 11am to the Program Manager.

All employees of Mid-Missouri Supported Living are expected to uphold standards of adequate

documentation in all records kept per 13 CSR 70-3 as summarized in MMSL'’s Procedure 201: Adequate

Documentation. Random audits of EVV records will be completed by the agency’s administration on a
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regular basis and feedback will be provided to staff regarding whether documentation meets the expected
standards. Failure to meet standards may result in corrective action including termination as failure on our
part to meet these standards could jeopardize our ability to continue providing care. It is each staff
person’s responsibility to ask for training, support, etc. from administration if for some reason they are
not able to meet these requirements. Mid-Missouri Supported Living’s administration will immediately
report any suspected falsification of EVV data to the Missouri MMAC via the standard reporting process as
defined by MMAC within two (2) business days of discovery.

While EAS currently considers an EVV record to be verified without the completion of the memo field
(equivalent to Daily Progress Note), the EVV memo field is a requirement for PA providers such as Mid-Missouri
Supported Living to use for documentation along with the required six data points. MO HealthNet Division
(MHD) is working with Sandata, to make the memo field a requirement for verification of the EVV record. Until
this work is complete, Mid-Missouri Supported Living will ensure that documentation is entered in the field.

MHD anticipates that EAS will be available to providers delivering Medicaid-funded Home Health Care Services
in May 2023. Following this implementation, Therap will begin to electronically capture and verify specific data
elements and submit this data in real time to the EAS in a specified format and frequency. Mid-Missouri
Supported Living’s Therap administrator will be expected to complete EAS training prior to the release of our
EAS credentials.

Therap’s EVV system is able to collect notes over 1024 characters and store them for as long as Mid-Missouri
Supported Living requires them to. Therap will be required to reduce the note in the memo field to maximum of
1024 characters before sending it to EAS. If for any reason Therap is unable to store notes greater than 1024
characters, Mid-Missouri Supported Living will be responsible for storing the progress notes electronically in
their computer servers and will avail them for MMAC review upon request.

Cott v Al

Approved by:

Robert Palmer, RN, BSN, Owner MMSL
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Policy:

If an employee of Mid-Missouri Supported Living, LLC, wishes to transfer into a new location within Mid-
Missouri Supported Living, LLC, for their employment, an internal application must be completed. This
includes when an employee would like to apply for a promotion. An employee will submit their internal
application to the Human Resources office and all internal applications will be reviewed for the position
being applied for. All applicants will be notified with further instructions or decisions in the hiring process.

W/%%

Approved by:

Robert Palmer, RN, BSN, Owner MMSL
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Impaired work is being physically and mentally unable to perform assigned work functions safely due to the
use or aftereffects of alcohol, cannabis, illegal drugs, prescription drugs, over the counter medications, or
any other issues that may impair judgement and/or performance. Any impairment can cause physical and
behavioral changes that affect a person’s ability to work safely, putting them, their co-workers, or
individuals supported at risk of injury or harm.

Mid-Missouri Supported Living, LLC, is committed to providing the best services possible for the individuals
in our programs. Best services must be provided in a safe environment for our staff and individuals. For this
to happen, Mid-Missouri Supported Living, LLC, has instituted this policy with respect to workplace
impairment.

Policy:
If an employee is impaired at work due to illegal drugs or medication (i.e., medication that does not belong

to them), disciplinary or corrective action will be used, up to but not limited to immediate termination.

If an employee takes prescription medication for any disease or disorder, and that medication may impair
your ability to work safely and effectively, inform your supervisor before working. Reasonable
accommodations will be sought for the employee and discretion will be used.

If an employee suspects a co-worker is impaired while at work, affecting their ability to work safely, the
employee must report it to their supervisor, director, and/or owner immediately. This report will be
confidential. If an employee is aware of a co-worker being impaired at work and does not report it, the
employee can be subject to corrective action up to and including termination.

Cott v Al

Approved by:

Robert Palmer, RN, BSN, Owner MMSL
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Mid-Missouri Supported Living, LLC, will support and utilize the Department of Mental Health’s
computerized systems, as required for service reporting, billing, data collection and other activities as
specified by the Department. Mid-Missouri Supported Living will utilize CIMOR and any other DMH’s
computerized system as required by the Department for purposes of billing, reporting and other activities as
required.

Policy:

Mid-Missouri Supported Living’s Local Security Officer will ensure that all staff who are involved in billing
receive and maintain access to CIMOR, DMH’s current billing system.

Mid-Missouri Supported Living designated billing staff will ensure that billing for services delivered is done
accurately by the last day of every month and that the timeline for entering billing will not exceed 365 days
from the date services were rendered.

Mid-Missouri Supported Living will bill only for actual, authorized services provided in accordance with the
requirements of the contract, and DMH will pay Mid-Missouri Supported Living in accordance with the
applicable rates specified and authorized in CIMOR. Mid-Missouri Supported Living will only bill for the days
that the individuals supported were present and received services.

Mid-Missouri Supported Living’s Director will ensure that the agency has copies of UR approvals for any
requested services before providing the services. In addition, the Director will review CIMOR to ensure that
the services are approved on the state’s current billing system and will immediately report any incorrect
authorizations to the Support Coordinator to be corrected promptly.

Mid-Missouri Supported Living will be responsible for collecting other monthly payments specified on the
Supported Living budgets from the individuals supported or their financially responsible persons unless one
of DMH’s Regional Offices is the payee.

Mid-Missouri Supported Living will retain all auditable records for authorized and billed services performed
under its contract with DMH, and all financial records shall conform to General Acceptable Accounting
Principles, reflecting at a minimum the specified number and type of service units provided, the number and
type of individuals supported, daily service notes and other relevant records for a period of Seven (7) years.

Documents to be retained for seven years that support the billing hours include the daily notes, all
timesheets and payroll records, ledgers, monthly reviews, RN assessments, vehicle logs and any other
documents that would support units that were billed for.

Cott v Gl

Approved by:
Robert Palmer, RN, BSN, Owner MMSL
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Revision Date: 05/15/2024 Abuse and Neglect
Reporting and Preventions

Policy:

It is the policy of Mid-Missouri Supported Living to be in compliance with 9 CSR 10 5.200 as defined by the
Department of Mental Health and further incorporates Mid-Missouri Supported Living’s protocol for
reporting and investigating complaints of abuse, neglect and misuse of funds/property in a residential
facility or specialized services that are licensed, certified or funded by the Department of Mental Health.
Mid-Missouri Supported Living shall have no tolerance of abuse or neglect of the individuals it supports and
shall take all necessary steps to adhere to all applicable state statutes and policies in this area.

Mid-Missouri Supported Living is cognizant of the fact that persons with developmental disabilities are
vulnerable to abuse and neglect as well as being taken advantage of with regard to personal assets, and all of
Mid-Missouri Supported Living’s employees are required Abuse and Neglect reporters. The staff and volunteers
shall receive training through RELIAS, the Division free online training portal, in recognizing and reporting abuse,
neglect, and misuse of funds prior to contact with individuals and biennially thereafter. The online training
includes a competency test and certificate. Employees who fail to report complaints of known or suspected
incidents of abuse, neglect or any other misconduct are subject to discipline, criminal prosecution, or both.

Comments:

Missouri Rule CSR 10-5.200 Defines types of abuse as:

e Misuse of funds/property: the misappropriation or conversion for any purpose of an individual supported
funds or property by an employee or employees with or without the consent of the individual supported; or the
purchase of property or services from an individual supported in which the purchase price substantially varies
from the market value.

e Neglect: Failure of an employee to provide reasonable or necessary services to maintain the physical and
mental health of any individual supported when that failure presents either imminent danger to the health,
safety, or welfare of an individual supported or a substantial probability that death or serious physical injury
would result. This would include, but is not limited to, failure to provide adequate supervision during an event in
which one individual supported causes serious injury to another individual supported.

® Physical abuse:

1.An employee purposefully beating, striking, wounding or injuring any individual supported;

2. In any manner whatsoever, an employee mistreating or maltreating an individual supported in a brutal or
inhumane manner;

3. An employee handling an individual supported with any more force than is reasonable for an individual
supported’s proper control, treatment or management.

e Sexual abuse: any touching, directly or through clothing, of an individual supported by an employee for sexual
purposes or in a sexual manner. This includes but is not limited to:

1. Kissing;

2. Touching of the genitals, buttocks or breasts;

3. Causing an individual supported to touch the employee for sexual purposes;

4. Promoting or observing for sexual purpose any activity or performance involving individual supported
including any play, motion picture, photography, dance, or other visual or written representation;

5. Failing to intervene or attempt to stop or encouraging inappropriate sexual activity or performance between
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individual supported.
6. Encouraging inappropriate sexual activity or performance between individual supported.

e Verbal Abuse: An employee making a threat of physical violence to an individual supported, when such
threats are made directly to an individual supported or about an individual supported in the presence of an
individual supported.

All Mid-Missouri Supported Living staff are expected to treat all individuals supported with dignity and respect. If
a Mid-Missouri Supported Living staff suspects that an individual supported has experienced any abuse, neglect,
exploitation, or maltreatment, the staff’s first duty is to protect the health and safety of the individual
supported. All injuries to an individual receiving services must receive immediate medical attention if needed.
The staff will then immediately file a written or verbal complaint to their supervisor if they know, through direct
or indirect means, that abuse or neglect has occurred, or if they even suspect that such activity has occurred. In
cases involving an injury, Mid-Missouri Supported Living’s Registered Nurse and the Program Manager will
evaluate the injury and determine if immediate medical attention is needed.

When a Mid-Missouri Supported Living employee receives or discovers any information suggesting abuse,
neglect or

misuse of funds/property, the employee will do the following immediately:

® Ensure the ensure the safety and well-being of the individuals supported the contact the Home Manager, who
will immediately contact the Program Manager. The Program Manager will contact the Director and owner.
e Complete General Event Report (GER) on Therap thoroughly and accurately. The GER should contain a
detailed account of any actions or statements made surrounding the allegation, and a list all potential
withesses.

e The Program Manager will follow the process and timelines for event direct entry (CIMOR) and
notification per Directive 4.070 and will enter the information from the GER into CIMOR within 24 hours.

e In consultation with the Director/owner, the Program Manager will immediately report to local law
enforcement officials if there is a reasonable suspicion that any of the following abuse or neglect has
occurred:

1. Sexual abuse;

2. Abuse, neglect or misuse of funds/property if there is cause to believe that the acts involve criminal
misconduct; or

3. Abuse and neglect that result in physical injury.

e The Director or owner will immediately forward the complaint to the Children’s Division if the alleged
victim is under the age of eighteen (18);

e The Director will consult with the Regional Office and assigned Service Coordinator to determine if any
additional evidence involved in the incident should be obtained. Any area where an incident has occurred
in which it is believed potential evidence may exist shall not be disturbed, until after the review by
authorized personnel such as the assigned investigator, law enforcement officials, or medical or emergency
personnel, and only with the approval of the Regional Office Director or designee in consultation with the
assigned investigator.

e All Mid-Missouri Supported Living’s staff shall cooperate fully with investigative personnel in processing
abuse/neglect complaints.
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Support/Supervision Levels

Employees of Mid-Missouri Supported Living, LLC, are expected to be familiar with the Individualized
Support Plan of any individual in their care and are expected to follow the guidelines in each plan on
support, care, and supervision. Failure to provide the proper level of support (for example, not staying
awake when you are overnight staff for someone who needs awake overnight staff), could result in
immediate termination or even reporting of abuse/neglect in some cases and employees need to take very
seriously the responsibility to be aware of and implement the level of supervision and type of care needed.

Information on Abuse or Neglect

Every Individual supported by Mid-Missouri Supported Living shall receive a copy of Say “NO” to Abuse and
Neglect Booklet and Individual Supported Handbook, which provides them with information on how to and
whom they may report concerns incidents (including Abuse and Neglect), and grievances without fear of
retaliation.

The individual supported and/or their parents and guardians may file a complaint at any time if they believe that
their rights have been violated, abuse or neglect has taken place, and/or to voice general concerns concerning
the services Mid-Missouri Supported Living provides. Please refer to MMSL'’s Procedure No. 209:
Individual/Guardian Grievance Process for more information.

All complaints and grievances shall be heard promptly and investigated appropriately. No individual
supported by Mid-Missouri Supported Living shall be retaliated against or be denied services for filing a
complaint or grievance. Mid-Missouri Supported Living’s staff, guardians and individuals supported can also
use the following ph