Domos

Continuous Accreditation Complianc

Domos HME Consulting Group has helped hundreds of providers successfully meet accrediting body standards for over a decade.
And now we have developed a program tiepresents temendous value addition tmr onsite consulting serviceBhe Continuous
Accreditation Compliance (CAC) programagsomprehensive;osteffective accreditation preparation solution that offeviders
collaboration with qualifiedexperiencedconsultantgegardless of your lodah i and it helps us work more effectively with you

during the accreditation preparation process, even after we leave your place of business.

What exactly is CAC?

The Continuous Accreditation Compliance (CAC) program is a set of tools, resources temd within the context of Microsoft
Office Groove2007. Groove is a collaborative tool which allows teams to work together across organizations, locales and time zone
Groove is organized into workspaces where a workspace is a collection of toaifoantfion.

Highlights of the CAC program

1 No development oficcreditation readgnaterials is required by your staff. Instead they are guided through the
implementation of accreditation ready materials.

1 Provides collaboration with experienced consultimsugh a shad workspace, eliminating the costsoofsite consulting
and travel expenses

1 Atask management system to hkgep yowntrack through completion of a successful accreditation survey.

91 Defined followup timeframes for accreditation proses to help you stay accredited once you complete the initial
accreditation survey.

1 The program containsieelectronic policy and procedure mantkadtis continuously updated as accrediting body standards
and CMS regulations change.

What Does CAC Cost?

The Continuous Accreditation Compliance (CAC) progiamffered free of charge for the first 6 months of use to all clients that
receive orsite consulting which isgenerally long enough to complete the accreditation processit®©consulting clientsay
continue the use of the program after the 6 month period for a nominal fee of fé@r@onth.

The CAC program requiradicrosoft Office Groove 2007 installed on your computer, which is part of the Microsoft Office 2007
Ultimate software suite. If yodo not have this software we can provide it to you at our-&1i€0 onetime fee.

Providers that elect NOT to continue the subscription service after the free period ends do not lose any functionadity of tn
CAC prograni they simply do noteceive CAC updates after the subscription lapses.

CAC Program Workspaces

Your CAC program includes two workspaces. The first workspace SAl@Reference Workspace The CAC Reference

Workspace contains constantly updated policies, forms, trainingiaistéemplates and other reference documents. Your role in this
first workspace is that of Guest, and you will not be able to edit documents or revise materials there. It is a refdisraeevooty

and you will copy materials from this workspace taiytask workspacdt also contains an Announcements and Alerts tab, where
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updates will be posted about accrediting body standards and alerts about new information added to the workspace.

The second workspace is tBAC Client Task Workspace This workspae is your place to workndwhere you will be able to

access the reference workspace materials to make changes. When new or revised documents appear in the reference workspace
should view them, and if they apply to your type of HME Companpythemto your CAC Client Workspace, where you can then
make any desired revisionstothdmt 6 s s i mp Itogyout costomidedvorkspatdeom the reference workspacéou copy

and paste them like you would any file on your computeofnythem from ondocation to another.
Workspace Tools

The CAC program contains valuable tools that help guide you through and manage the accreditation preparation procesa AND sta
compliance with accrediting body standards once the initial survey is complete.

The folowing tools are available in the CAC Client Task Workspace as tabs at the bottom of the workspace:

TheWelcome Pageab contains informationsed to oriat new users to CAC aritieir customizedvorkspace. This page is
displayed when someone enters the workspace for the first time. It can be revisited at any time, and will display mankrifead
content has been changed.

TheHelp and Directionstabis a set of informatioand help fileson using the tools and the CAC program.

The Customized Filestab takes you ta reposibry for files youcan or haveustomizedas we described earlier when discussing the
workspaces included in your CAC program

| @ CAC Client Task Demo Workspace Template - Customized Files - Microsoft Office Groove
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Eile Edit View Options Help Tt Workspaces = |
B
(] Add Files... [of SaveFiles.. (% |Gy @& | X i | i | @
| Folders Name Size Type Modified Date Modified By
# |, Customized Files (Root Folder) “|0OSHA 300 reportin... 351KB Adobe Acrobat Document  1/15/2007 12:18:2... RID
E-# [ Accreditation Prep Training and Tos Eon-cal Leg 26KB Microsaft Office Excel ... 7/1/2008 2:56:24PM  RID
~ . Audit Forms " Delivery Route Sheet  10KB Adobe Acrobat Document  6/9/20048:12:00PM  RID
, Edited Documents | Equipment Checks... File Folder 10/24/2008 2:2%:1...  Bob Domos
-y Employee Training Material W Customer Complain... 66KE Microsoft Office Word 9...  8/6/2008 2:47:12PM  RID
B lﬂ__’]cllent Communicati... 23KB Microsoft Office Word 9., 9/24/2004 4:48:22PM RID
HIP:EL;';E?;TS;;::EE W) 1ncident Report 30KB Microsoft Office Word 9...  9/24/2004 5:14:18PM  RID
: Patient Education Guides |E_]HED B Consentor ... 28KB Microsoft Office Word 9...  9/24/2004 5:13:36 PM  RID
I 1 |} Performance Improvement Data ar IE_]Chaat Sheet - Com... 39KB Microsoft Office Word 9...  12/29/2004 4:18:1... RID
[ |, Personnel File and Competency Docur Iﬂ_]nssessment plan of... 135KB Microsoft Office Word 9...  8/29/2008 2:07:42PM RID
- Policies and Procedures non-oxygen p Iﬂ_]PersonnaI AuditCh... 104B Microsoft Office Word 9...  8/12/2008 1:56:08 PM RID
- |, Policies and Procedures oxygen provic " NAERG 2008 2,504KB Adobe Acrobat Document  7/9/2008 1:55:44PM  RID
| Product Documentation Library IE_]Hazardous Material... 286KEB Microsoft Office Word 9...  8/1/2008 1:15:00 PM  RID
-4 | Reference Documents E_I]Funch‘nn Checking Log  25KB Microsoft Office Excel 5...  6/20/2008 8:59:00 ... RID
IE_]De\ivery Invoice Ag... 205KB Microsoft Office Waord 9...  10/22/2008 9:49:4... RID
Iﬂ_]oxygen Concentrat... 47KB Microsoft Office Word 9...  9/24/2004 4:53:20FPM  RID
IE_]NEW Patient Packet 57KB Microsoft Office Word 9...  9/19/2008 12:25:0... RID
IE_I]Driver Vehice Inspe... 53KB Microsoft Office Word 9...  5/9/2007 10:59:38 ... RID
IE_I]PaﬁEnt Intake form 95KB Microsoft Office Waord 9...  9/24/2004 5:05:46 PM  RID
|E_]Ol'iEl‘ltaﬁD!‘| outline 177KE Microsoft Office Word 9...  8/24/2008 4:32:04FPM  RID
IE_]Saﬁaty Survey BIKB Microsoft Office Word 9... 8122008 1:38:40FM  RID
lﬂ_’]Ca\ibraﬁDn logs 125KEB Microsoft Office Word 9...  9/24/2004 4:56:54FM  RID
lﬂ_’]signs for posting 296B Microsoft Office Word 9...  3/24/2002 5:22:34FPM  RID
|E_]REfEFEI‘IEE- How to... 37KB Microsoft Office Word 9...  2/1/2006 4:35:06 AM ~ RID
|E_]CPAP BIPAP Qutco... 15KB Microsoft Office Word 9., 10/26/2000 1:26:3... RID
lﬂ_]RE\EasE of Ligbility ... 29KB Microsoft Office Word 9...  9/24/2004 5:16:14FPM  RID
lﬂ_]MaiI Order Supply C... 38KB Microsoft Office Word 9...  9/28/2006 6:37:10... RID
lﬂ_]HME Patient Satisfa... 14%E Rich Text Format af6/2006 1:02:00PM  RID
IE_]Equipment Purchas... 29KB Microsoft Office Word 9...  9/24/2004 5:12;50PM  RID
2. Financial hardship 33KB Adobe Acrobat Document  6/21/2006 2:08:46PM  RID
lﬂ_]performance impro... 73KB Microsoft Office Word 9...  10/2/2008 9:09:;44 ... RID
E_]performance impro... 37KB Microsoft Office Excel 5...  10/2/2008 9:08:18 ... RID
E_]IC Control logs 19KB Microsoft Office Excel 5...  10/28/2001 7:3%:5... RID
lﬂ_]Diabetc ShoePlan ... 91KB Microsoft Office Word 9...  10/2/2008 10:14:2... RID
lﬂ_]Ereast Prosthesis Pl... 39KB Microsoft Office Word 9...  10/2/2008 10:14:4... RID
k5] E_]Serial Mo and Lot M... 23KB Microsoft Office Excel 9...  10/24/2008 11:50:...  Bob Domos
4| m *
[C1 Customized Files (Root Folder) Forms and Templates
|.;=g Welco... (1 ||,°<\§ Helpand ... | *2 Cust... (1 |:§El: Task Mana..‘H iz Calendar = IssueTrack..‘H 5 Meetings H ’:"_I Notepad || | 42| Pictures | Ej -
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groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/rye46vz8bk3rs
groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/GrooveDefaultDiscussion.Tool_qxvyxp5bijym6

The # symbol irdicates changed folders / files. When you make changes to any document in your customized library, your
collabor ating consultant will see the ndgl eamatysuyregbestan revieweany e x t
changes you have made.

TheTask Managertabis a powerful tool thathat is prepopulated with andteps you through all the tasks that must be completed in
order to be accredited. You can assign tasks to employees, track due dates and task completion, aneupatdtdiovo rsure that

your organization remains in compliance with accreditation standards. When accrediting body standards change we weiliétedd or d
tasks from this tab, and post an announcement in the CAC reference workspace to keep your organization gargitucdasé on
current standards:

@, CAC Client Task Demo Workspace Template - Task Manager - Microsoft Office Groove _l _

File Edit View Options Help 71 Workspaces v |
Task Manager
& New~ |[EViewby ~ | @~ (9 | % Ga 2 | X | % % % ~|E i | b Designer -
Category; = Task: Task Assigned to: Task Due Date: Follow-up Assigned To:  Mext Follow-up Due D...  Completed: |3

# Manifest/Shipping 1/1/2009 1/1f2009 Mo
Papers Form

# Morth American 1/1/2009 1/1j2009 Mo
Emergency Response
Guide

i Tracking Oxygen 112009 1/1/2009 Mo
Cylinder Lot Mumbers

# COL Reguirements Joe Driver 1122009 Qlivia Owner 112008 Mo

# Segregation of Full & Joe Driver 1122009 Qlivia Owner 112008 Mo
Empty Cylinders

[=] Patient Care Services

Owverview - Patient 1/1/2009 1/1/2009 Mo
Documentation
Requirements

# Assessment / Plan of Clivia Owner 1/1/2009 Olivia Owner 1/1f2009 Mo
Care
Patient Emergency 1/1/2009 1/1/2009 Mo
Contact
Fall Risk Assessment 1/1/2009 1/1/2009 Mo
Plan of Care [ Spedalty 112009 112009 Mo
Products |:|
Overview - Home Visit 1/1/2009 112008 Mo
Process

# Written Patient Qlivia Owner 1/6/2009 Qlivia Owner 112008 Yes

Education Guides
[=] Performance Improvement

# Qverview - Performance 112009 1/1/2009 Mo
Improvement Program
# Aggregate Collected 1/1/2009 1/12009 Mo
Customer Satisfaction
Data
# Collect and Aggregate 1/1/2009 1/1j2009 Mo
Complaint Data | _
kil Review Tnrident Nata 112009 1162009 Mo |j

. Accreditation Preparation Task Management

Modified By RID

Modified 10/29/2008 12:28 PM
Created 10/23/2008 2:34 PM
Task: Employee Competency Evaluation
Category: Human Resources
Applies to All AQs
Accrediting

Organization:

Task Assigned  Clivia Owner

to:

Task Due Date: 1/1/2009

Completed:

Current View: Category v Records in view: 131

>°\._%" Help and ... ““3 Customize...l %:13 Task ... (1 Calendar “l“;_é] Issue Tlack...” 22 Meetings ” ’:‘J Motepad “ |42 Pictures l Eﬁ hd

[li:@ Welco... 1
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groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/qghumcp4tswys

When you click on a task in the list the task op&ah taslkcontains clear directions on hdavcomplete the individual task, and
includes attachments to documents from your customized file tab that arsamgdescomplete the task:

|=l Update Save and Create Another q) Revert [ Cancel = Print

Maodified By
Modified
Created
Task:

Category:

Applies to Accrediting Organization:
Task Assigned to:

Task Due Date:

Completed:
@ Yes @ No© NA

Accreditation Preparation Task Management

RID
10/27/2008 6:43 PM
10/22/2008 12:37 PM

Witten Contracts with Independent Contractors

Admin / Ops -
AllAOs -

Olivia Owner -
1/27/2009

»

m

Task Directions:
(Do not modify unless instructed to do so)

Related Documents:

When contracting components of care/service from another entity or thatresultin
shared responsibility for carefservice delivery (an outsourced patient equipment
pick-up and delivery service, liquid cxygen delivery to patients by a medical gas
company, a casual { PRN / 1099 employee, etc.), copies ofthe
contracts/agreements must be kept on file and onsite that detail:

| »

m

« what care/services are being provided

» how your organization will control, coordinate and evaluate the carefservices
being provided
the responsibilities of each entity -

Lo E XM

¥ sample Indie Contractor Agreeme

Current View: Tncnmnlets w

You can also record notes within the task, either for your own information, or to remind yourself of questions you Wanirto as
consultants during your phone time. In addition, you can set fallowates on completed kasso you know when they need to be
reviewed again to keep your organization in compliance with accrediting body standards in between surveys.

Client Work Area

Task Notes: B F U A @ E=E == E+EE| e
Use this space to keep track of your activities or enter other notes as you complete this task. This is
also a great place to write down questions you wantto remember to ask your consultant.
Completion and Follow-up

Task Completion Date:
Recommended Follow-up Recurrence:
Next Follow-up Due Date:

Follow-up Assigned To:

Confidential

1/1/2009 BE
Annually -

1/1/2009 [
Olivia Owner A
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You can viewyour task list in avariety of ways, depending dwww you need to look at the tasks to beltelp you manage
completion of all tasks

For instance, you can view incomplete tasks by category:

Category: = Task: Task Assigned to: Task Due Date: Follow-up Assigned To:  Mext Follow-up Due D...  Completed: -
El Admin / Ops |:
=l Customer Service
New Physician Licensure 1/1/2009 1/1/2009 MNa
Verification
Mew Patient Packet Clivia Owner 1/1/2005 Clivia Owner 1/1/2005 Mo
Patient Payment 1/1/2005 1/1/2005 MNa
Responsibilities
Prescription Qlivia Owner 1/1/2005 Qlivia Owner 1/1/2005 MNa
Requirements
Delivery Ticket / Sales  Sam Intake 1/12/2009 Olivia Owner 1/1/2009 MNa
Inwvaice
Timliness of Written Dan Director 2/2/2009 Clivia Owner 1/1/2005 No
Crders
Customer [ Patient Betina Client Services  2/16/2009 Betina Client Services 8/31/2009 Mo
Satisfaction Surveys Manager Manager
Qwerview - Personnel 1/1/2005 1/1/2005 MNa
File Record Keeping
Employee Orientation 1/1/2005 1/1/2005 MNa
Training Documentation
Mandatory Inservice - 1/1/2003 1/1/2003 Mo i

You can view tasksybpersonassigned to:
Assigned to: - Category Task: Due Date Completed: -

g (Mot Grouped) |:|

[=] Betina Client Services Manager

Customer Service Customer [ Patient Satisfaction 2/15/2009 Mo
Surveys
Admin f Ops Customer Complaint Logs 1/12/2009 Mo
[=l Dan Director
Customer Service Timliness of Written Orders 2/2/2009 MNo
Human Resources Mandatory Inservice - Blood Borne 2172009 Mo
Pathogens and TB
Admin f Ops Employee Manual 2/2(2009 Mo
Performance Improvement High Risk Process Assessment 2/16/2009 Mo
[=1 Joe Driver
Oxygen [ Respiratory COL Requirements 1/12/2009 Mo
Oxygen [ Respiratory Segregation of Full & Empty 1/1z2f2009 Mo
Cylinders
= Judy Compliance
Admin f Ops HIFPAA Business Associate 12/31/2008 No
Agreements
Admin f Ops Cwerview - Accreditation Basics | 1/1j2009 No
CMS requirements =

You can viewa list of incomplete tasks:

| Task: Category: Applies to Accreditin...  Task Assigned to: Task Due Date: =+ Follow-up Assigned To: MNext Follow-up Due D... =
HIPAA Business Admin f Ops All ADs Judy Compliance 12/31/2008 Olivia Owner 1/1/2009
Associate Agreements
Patient Confidentiality  Admin / Ops all ADs Olivia Owner 112009 Olivia Owner 1/1/2009
Customize Policy and Admin f Ops All ADs 1f1/2005 1/1/2009
Procedure Manual
M Qverview - Admin - Ops  Admin / Ops All ADs 112009 112009
Overview - Admin / Ops all ADs Judy Compliance 112009 Olivia Owner 112009

Accreditation Basics [
CMS requirements

On-call Process [ On-Call Admin / Ops All ADs Olivia Owner 1/1/2009 Olivia Owner 1/1/2009
Logs
Compliance with Admin f Ops All ADs 1/1/2009 1/1/2009
Licensure Laws
# Employee Resources Admin f Ops ACHC Olivia Owner 1f1/2005 Clivia Owner 112005
# Organizational Chart Admin f Ops All ADs 112009 1/1/2009
#  Annual Budget Admin f Ops All ADS 1/1/2009 1/1/2009
Community Resources  Admin f Ops All AQs 112005 1f1/2005
# Incdent Reports Admin f Ops All ADs 112009 1/1/2009

Mational Patient Safety | Admin / Ops

Goals
Post Building EvacPlan  Admin f Ops All ADs 112009 112009 -
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Or you can view byollow-up due date:

Task: Category: Applies to Accreditin...  Task Assigned to: Task Due Date: Follow-up Assigned To: Mext Follow-up Due D... =
Mandatory Inservice -  Human Resources All ADs Dan Director 2/17/2009 Olivia Cwner 1/1/2009 (o
Blood Borne Pathogens

and TB

Customer | Patient Customer Service All ADs Betina Client Services 2/16/2009 Betina Client Services 8/31/2009

Satisfaction Surveys Manager Manager

High Risk Process Performance TiC Dan Director 2/16/2009 Olivia Owner 1/1/2009

Assessment Improvement

Medicare f Corporate Admin [ Cps All ADs Olivia Owner 2/2{2009 Olivia Owner 1/1/2009

Compliance Plan

Employee Manual Admin [ Cps All ADs Dan Director 2/2{2009 Olivia Cwner 1/1/2009

Timliness of Written Customer Service Al a0s Dan Director 2/2{2009 Olivia Cwner 1/1/2009

Orders

Review Critical Policies  Admin [ Cps All ADs Qlivia Owner 1/31/2009 Paul Warehouse Manager  1/1/2005

and Procedures

Choose an Accrediting  Admin [ Ops All ADs Qlivia Owner 1/30/2009 Olivia Owner 1/1/2009

Body

Witten Contracts with  Admin / Ops All ADs Qlivia Owner 1/27/2009 Olivia Owner 1/1/2009

Todemmm dems

There are almositn infinite number of ways you can view the taskiliftyou have a preferred view that is not paded into the
system we can quickly design additional views specific to your workspace.

TheCalendar tool tabis prepopulated with appointments to help you folloyy on major recurring tasks associated with
accreditation compliance. You can also add your owmdaleitems to the calendar tool or chatigedates on the populated
appointments wedve inserted into your calendar:

:1] January 2009 [ Show Day Pane

iecember 28 29 30 31/|January 1 2
9:00 AM Collect Q4 PI Data

Edit Appeointment Iﬁ
|| | subject: | EYWEREETIE
4 5 - = - g
Start: 1/12/2009 : 8:00 AM =
3:00 AM Q4 Performanc. .. .
End: 1/12/2009 = 12:00 PM :
[ &l day event
Details:
- Complete all mandatory annual training such as HIPAA, Hazard
11 12 Communication, Emergency Preparedness, Medwatch, Suspected 16
abuse/neglect etc.. and document on the orientation outline.
18 15 | 23
Author:  Bob Domos
OK ] [ Cancel
.
| | |
25 26 27 28 29 30
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Thelssue Tracking tab containg tool that can be used,\atur option, to track progress on problematic processes, if those should
occur during your preparation process

Issue Tracking
|l Update Save and Create Ancther qj Revert E Cancel =) Print

@ Issue Tracking
Title ® 1D:

Patient Documentation RDOS-BEEASTFCO

Category Subcategory

Patient Care Services - Documentation -

Original Report = Current Status

Entered by RJ Domos On 8/2/2008 3:43 PM
Originated by: Department Individual

- [+ - [+

Description:

B7 U|A@ =

=+

=

v 2

Can't seem to get delivery personnel to complete the assessment/ plan of care form correcthy when setting up initial recurring rental tems.
Suggestions:

s Provide each a copy ofthe correctly completed form.

¢« Have them turned into a specific collection box atthe end of each day.

» Require supervisory review of each completed form

s Give incorrectly completed forms back to the responsible delivery person for correction to be turned in again on the following business day.

TheMeetingstab contains #ool thatis available if you wish to record the minutes of meetings associated with any accreditation
preparation tasks, performance improvemantl employegraining, or governing body meetings. Remember that documentation is
key to a successful survey, and keemfigyour meeting minutes in one location may help youtrtteerequirements more easily:

eetings

EE|NewMeeting... | 4 ka @& [X |[B 7 U |% & ¥~

Performance Improvement Committee Meeting
JE' Created by: RID on Friday, October 24, 2008 7:03:57 PM Pacific Daylight Time

| Profile | Attendeﬁl Agenda | Minutes I Actiunsl

All Meetings
[ MNew Tapic... l B E
h Subject Start Time = End Time Topic Presenter
Performance Improvement Committee Meeti 1/15/2009 300 PM  1/15/2009 3:15PM  Medicare Biling Coding Errors and Denials RID
1/15/2009 3:30PM  1/15/2009 3:45PM  Complaint Log Review RID
1/15/2009 3:45PM  1/15/2009 4:00 PM  Oxygen follow-up visits RID
1/15/2009 4:00 PM  1/15/2009 4:15PM  Incident Reports RID

Edit

Customer Satisfaction Surveys

Modified by: RID on Oct 24, 2008 7:05: 15 PM Pacific Daylight Time

Presenter: RID

Time: 315PM

Duration: 15 Minutes

Attachments :-;-._::5' @~

Dietails: See attached data
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The Notepadtab contains a tool that is similar to sticky e®andcan be sed to store just about any typktext and attachments.
And you can also see a list of all the notes you have created in the notepad tool:

Motepad a1
Mewtot: | B X U | @~ A v MoreFonts.. |[E )= = [iZ 3£ &= | % &
|Uses of the notepad | Save and Close ’ Cancel ]
The notepad is an excellent place to create notes to yourselfthat you don'twant or need to place in the specific task you are working on.

MName Size Modified Date Modified By
D Uses of the notepad 1KB &/2/2008 7:55:14PM  [Unknown]
|| Employee In service -P... 1KB 10/27/2008 6:05:0... RID

Finally, thePicturestool tabcan beused touploaddigital picturesto thepictureslibrary for storage or review. If you have chosen the
CAC option that includes consultant collaborat{oallaborationis included in the first year subscriptjothis an excellent place to

upload pictures of your facility and / or warehoss®age areaand vehicleso that the consultant can assist you with any questions
related to facility requirements:
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