Domos

Continuous Accreditation Compl i e

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 that decreases the cost of preparatitirewsilersy

your successThe Continuous Accreditation Compliance (CAC) programdemprehensive;osteffective

accreditation preparation solution that offpreviderscollaboration with qualifiedexperiencedconsultants
regardless of your locatoondét spend thousands of dollars bringing a
assistancérom an experienced consultanith our collaborative software solution.

What exactly is CAC?

The Continuous Accreditation Compliance (CAC) program is a set Isf t@sources and content within the context
of Microsoft Office Groove2007. Groove is a collaborative tool which allows teams to work together across
organizations, locales and time zones. Groove is organized into workspaces where a workspaeetisa abll
tools and information.

Highlights of the CAC program

1 Reducesccreditation preparation co$tsio development of materials is required by your staff. Instead
they are guided through the implementation of accreditation ready materials.

1 Providescollaboration with experienced consultants through aeshanrkspace, eliminating the costs of
on-site consultingand travel expenses

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

1 Defined fdlow-up timeframes for accreditation processes to help you stay accredited once you complete
the initial accreditation survey.

1 An electronic policy and procedure manual that is continuously updated as accrediting body standards and
CMS regulations change.

CAC Program Workspaces

Your CAC program includes two workspaces. The first workspace SAlReference WorkspaceThe CAC

Reference Workspace contains constantly updated policies, forms, training materials, templates and other reference
documents. Yourole in this first workspace is that of Guest, and you will not be able to edit documents or revise
materials there. It is a reference workspace ,catgl you will copy materials from this workspace to your task
workspacelt also contains an Announcenteand Alerts tab, where 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 workspace is your place to wakdwhere you
will be alle to access the reference workspace materials to make changes. When new or revised documents appear
in the reference workspace you should view them, and if they apply to your type of HME Coogqmrthem to

your CAC Client Workspace, where you can theskke any desired revisionstothdmt 6 s si mploe t o add f
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your customizedvorkspacdrom the reference workspacéou copy and paste them like you would any file on

your computer t@opythem from one location to another.

Workspace Tools

The CAC pogram contains valuable tools that help guide you through and manage the accreditation preparation
process AND stay in compliance with accrediting body standards once the initial survey is complete.

The following tools are available in the CAC Client K&8orkspace as tabs at the bottom of the workspace:
TheHelp and Directionstabis a set of informatioand help fileson using the tools and the CAC program.

The Customized Filestab takes you ta repository for files yogan or haveustomizedas we @scribed earlier

when discussing the workspaces included in your CAC pragram

1 @, CAC Client Task Demo Workspace Template - Customized Files - Microsoft Office Groove

File Edit View Options Help

Customized Files
_] Add Files... sl Save Files...

1 Workspaces |

P lGa | XK o

<

| Folders
H Customized Files (Root Folder)
-1 Accreditation Prep Training and To
-+ 1) Audit Forms
-~ || Edited Documents
- |, Employee Training Material
5w
i || Equipment Check sheets
-~ || HIPAA Polices and Forms
-~ | Patient Education Guides
| Performance Improvement Data ar
[#- |, Personnel File and Competency Docun|
[#- |, Polices and Procedures non-oxygen p
[#- |, Policies and Procedures oxygen provic|
-~ | Product Documentation Library
| Reference Documents

11 | 3

Mame

7 0SHA 300 reportin. ..
IzﬂOn—CaII Log
t Delivery Route Sheet
. Equipment Check s...
B customer Complain...
1) client Communicati. .
lﬂ_]lnadent Report
IEﬂHep B Consentor ...
B Cheat Sheet - Com...
@_]Assessmant plan of...
B personnel Audit Ch...
T NAERG 2008
IEﬂHazardous Material...
@_]Funcﬁon Checking Log
IE_]De\iver\; Invaice Ag...
@_]Oxygen Concentrat...
IE_]New Patient Packet
@DHVEF Vehide Inspe...
@_]Patient Intake form
B orientation outline
E_]Saﬁaty Survey
B calibration logs
@Slgns for posting
@Ref\erencef How ta ...
B cpap BIPAP Outco...
@_]Re\ease of Liability ...
IE_]MaiI Order Supply C...
B v patient Satisfa. ..
IEﬂEquipment Purchas...
"2 Finandal hardship
B performance impro. ..
El_]perfurmante impro...
@_]IC Control logs
lEﬂDlahehc Shoe Plan ...
@_]Breast Prosthesis PI...

# &) serial Mo and Lot N...

Size
351KE
26KB
10KB

66KB
238
30KB
28KB
39KB
1358
10468
2,504
286KB
25k8
205¢8
47KB
57KB
53KB
95KB
1778
BB
125€B

3B
158
29KB

148
29kB
33KB
7B
3B
19KB
91KB
898
23KB

Type

Adobe Acrobat Document
Microsoft Office Excel 9...
Adobe Acrobat Document
File Folder

Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Adobe Acrobat Document
Microsoft Office Word 9...
Microsoft Office Excel 9...

Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...
Microsoft Office Word 9...

Rich Text Format

Microsoft Office Word 9...

Adobe Acrobat Document

Microsoft Office Word 9...

Microsoft Office Excel 9...
Microsoft Office Excel 9...

Microsoft Office Word 9...
Microsoft Office Word 9...

Microsoft Office Excel 3.,

Modified Date

1/15/2007 12:18:2...
7/1/2008 2:56:24PM
6/9/2004 9:12:00 PM
10/24/2008 2:23:1...
8/6/2008 2:47:12PM
9/24/2004 4:48:22 PM
9/24/2004 5:14: 18 PM
9/24/2004 5:13:36 PM
12/29/2004 4:18:1...
8/29/2008 2:07:42 PM
8/12/2008 1:56:08 PM
7/9/2008 1:55:44PM
8/1/2008 1:15:00 PM
6/20/2008 8:53:00 ...
10/22/2008 9:49:4...
9/24/2004 4:53:20 PM
9/19/2008 12:28:0...
5/9/2007 10:59:38 ...
9/24/2004 5:05:46 PM
8/24/2008 4:32:04PM
8/12/2008 1:38:40 PM
9/24/2004 4:56:54 PM
3/24/2002 5:22:34PM
2/1/2006 4:35:06 AM
10/26/2000 1:26:3...
9/24/2004 5:16: 14PM
9/28/2006 6:37:10 ...
9/6/2006 1:02:00 PM
9/24/2004 5:12:50 PM
6/21/2006 2:08:46 PM
10/2/2008 3:09:44 ...
10/2/2008 9:08:15 ...
10/28/2001 7:39:5...
10/2/2008 10:14:2...
10/2/2008 10:14:4...
10/24/2008 11:50:...

Modified By

RID
RID
RID
Bob Domos
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
RID
Bob Domos

%5 Welco... 1

»23 Help and ...

The ® symbol irdicates changed folders / files. When you make changes to any document in your customized

l'i brary, col l abor at i n gthenexhtisna thay bain to wour ivdrkspaee,eandt h e

your

[ Customized Files (Root Folder) Forms and Templates

25 Cust... (1)|#3 Task Mana.. | [5 Calendar

25| Issue Tiack...‘

22 Meetings || #| Notepad || |42/ Pictures | P

at your requestan review any changes you have made.
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groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/GrooveDefaultDiscussion.Tool_qxvyxp5bijym6

TheTask Managertabis a powerful tool thathatis 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, and set followp dates to ensure that your organization remains in coropliaith accreditation
standards. When accrediting body standards change we will add or delete tasks from this tab, and post an
announcement in the CAC reference workspace to keep your organization continuously up to dagmbon cur
standards:

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

File Edit View Options Help E'_i—;uWorkspaceSV|

Task Manager (D
B New~ | EViewby v | d4 v [ | 4 23 8 | X | % % ¥ ~|IZ L= | b Designer ~
Category: = Task: Task Assigned to: Task Due Date: Follow-up Assigned To:  Mext Follow-up Due D...  Completed: |Z|
i Manifest/Shipping 1/1/2009 1/1/2009 Mo
Papers Form
k] North American 1/1/2009 1/1f2009 Mo
Emergency Response
Guide
i Tracking Oxygen 1/1/2009 1/1/2009 Mo
Cylinder Lot Numbers
k] CDL Requirements Joe Driver 1/12/2009 Olivia Owner 1/1f2009 Mo
# Segregation of Full & Joe Driver 1/12/2009 Olivia Owner 112009 No
Empty Cylinders
[=] Patient Care Services
Overview - Patient 1/1/2009 1/1/2009 Mo
Documentation
Reguirements
k] Aszsessment [ Plan of Olivia Owner 1/1/2009 Olivia Owner 112009 Mo
Care
Patient Emergency 1/1/2009 1/1/2009 Mo
Contact
Fall Risk Assessment 1/1/2009 112009 Mo
Flan of Care [ Spedalty 1/1/2009 1/1/2009 No
Products
QOverview - Home Visit 1/1/2009 1/1/2009 Mo
Process
i Written Patient Clivia Owner 1/6/2009 Olivia Owner 1/1/2009 ‘fes
Education Guides
[=] Performance Improvement
k] Overview - Performance 1/1/2009 1/1f2009 Mo
Improvement Program
# Aggregate Collected 1/1/2009 112009 Mo
Customer Satisfaction
Data
k] Collect and Aggregate 1/1/2009 1/1f2009 Mo
Complaint Data
# Review Tnrident Data 112009 112003 Mo

[

|

. Accreditation Preparation Task Management

m. | »

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 AOs
Accrediting

Organization:

Task Assigned  Olivia Owner

to:

Task Due Date: 1/1/2009
Completed:

Current View: Category ~ Records in view: 131

[;TgWelco... 1 ”;@3 Help and ... ][°g Customize...] ﬂ‘;l: Task ... (1 Calendar ]@]ﬁue Tlack...]ﬁg Meetings ” ’;ﬂ Motepad ” |44 Pictures ] E:j hd
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groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/qghumcp4tswys

When you click on a task in the list the task opdfach taslcontains clear directions on hdwcomplete the

individual task, and includes attachments to documents from your customized file tab that are necessary to complete
the task:

[ CAC Client Task Workspace - Task Manager - Microsoft Office Groove (=& ==
File Edit View Options Help 7 Workspaces + | @
|7l Update Saveand Create Another 3 Revert [ Cancel | Print %) Manager
i Bob Domos
. Accreditation Preparation Task Management I @ :;‘[’)""‘HME-"
Modified By Domos HME Consulting Group Jlere
Modified 4/21/2009 5:56 PM
Created 10/24/2008 1:57 PM
Task kafety survey
Category: Warehouse / Facility -
Applies to Accrediting Organization: AllADs »
Task Assigned to: Unassigned
Task Due Date: 1/1/2009 L
Completed:

© Yes @ No© NA

Task Directions: Aworkplace safety assessment should be completed bi-annually, to re-assess compliance =

(Do not madify unless instructed to do so) with the various standards related to workplace safety. You must be able to produce ]
validation thatthe safety assessments have been done. The safety survey form attached to
this task can be used to document this

m

Follow-up: Work environment safety issues related to the facility itself and vehicles that
employees may work in must be routinely audited. Use the Safety Survey doc form to
document that this inspection was completed semi-annually.

If you make changes to the form, save the changes, then copy and paste the documentto - m

Relaied Documents: H B x

Invite to Wor...  More

Entername + | Go

& Chat a A

Client Work Area

Task Notes: u N == = = = | e
B/ U a@|==-= -% E 2 21 Turn Off Tool's .
~ | Y Add Tools
Current View: Accrediting Org (AQ) v ﬁ View Workspac...
|3 Help and Directi... || % Customized Files | £F Task Man... 1 |  [jCalendar | |lsueTracking | ojMeetings ||  [“|Notepsd ||  luofPictures | Pl £ Send Messaget...

=

You can also reard notes within the task, either for your own information, or to remind yourself of questions you
want to ask our consultants during your phone time. In addition, you can set-fgdldates on completed tasks so
you know when they need to be reviewediaga keep your organization in compliance with accrediting body
standards in between surveys.

Client Work Area
Task Notes: B 1 H|AA€| v a

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 want to remember to ask your consultant.

1
4
]
1
i

m

Completion and Follow-up

Task Completion Date: 1/1/2009
Recommended Follow-up Recurrence: Annually -

Next Follow-up Due Date: 1/1/2009
Follow-up Assigned To: Olivia Owner ¢

You can viewyour task list in avariety of ways, depending dow you need to look at the tasks to better help you
manage completion of all tasks
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For instance, you can view incomplete tasks by category:

Category: = Task: Task Assigned to:
o Admin / Ops
[=l Customer Service

Mew Physician Licensure

Verification

Mew Patient Packet Qlivia Owner
Patient Payment

Responsibilities

Prescription Clivia Owner
Requirements

Delivery Ticket f Sales  Sam Intake
Invoice

Timliness of Written Dan Director
Orders

Customer [ Patient Betina Client Services

Satisfaction Surveys Manager

Task Due Date:

1/1/2009

1/1/2009
1/1/2009

1/1/2009
1/12/2009
2/2/2009

2/16f2009

Follow-up Assigned To:

Clivia Owner

Clivia Owner

Clivia Owner

Clivia Owner

Betina Client Services

Manager

Mext Follow-up Due D...

1/1f2009

1/1f2009
1/1f2009

1/1/2009
1/1/2003
1/1/2009

8/31/2009

»

Completed:

Mo

Mo
Mo

Mo
Mo
Mo

Mo

B Human Resources

Overview - Personnel 1/1/2009 1f1f2009 No
File Record Keeping
Employee Orientation 1/1/2009 1/1f2009 No
Training Documentation
Mandatory Inservice - 1f1/2009 1/1/2009 Mo S
You can view tasksybpersonassigned to:
Assigned to:  ~ Category Task: Due Date Completed: -

1] (Mot Grouped) D

[=] Betina Client Services Manager

Customer Service Customer / Patient Satisfaction 2f16/2003
sSurveys
Admin [ Ops Customer Complaint Logs 11242009
=l Dan Director
Customer Service Timliness of Written Orders 2f2f2009
Human Resources Mandatory Inservice - Blood Borne  2f17/2003
Pathogens and TB
Admin f Ops Employee Manual 2f2f2009
Performance Improvement High Risk Process Assessment 2f15/2009
=1 Joe Driver
Oxygen J Respiratory CDL Reguirements 1f12/2009
Oxygen J Respiratory Segregation of Full & Empty 1/1242009
Cylinders
=1 Judy Compliance
Admin f Ops HIPAA Business Associate 12312008
Agreements
Admin [ Ops Owerview - Accreditation Basics 1f1f2009

CMS requirements

Mo

No

Or you can viewa list of incomplete tasks:

| Task: Category: Applies to Accreditin. ..
HIPAA Business Admin f Ops All ADs
Assocate Agreements
Patient Confidentiality  Admin f Ops All ADs
Customize Policy and Admin f Ops All ADs
Procedure Manual
# Owverview - Admin - Ops  Admin f Ops All ACs
Overview - Admin f Ops All ADs

Accreditation Basics /
CMS reguirements

On-call Process [ On-Call Admin f Cps All A0s
Logs
Compliance with Admin f Ops All ADs
Licensure Laws
# Employee Resources Admin f Ops ACHC
# Organizational Chart Admin f Ops All ACs
# Annual Budget Admin f Ops All ACs
Community Resources  Admin f Ops All ADs
# Incdent Reports Admin f Ops All ACs
Mational Patient Safety |Admir1 /Ops | TIC
Goals
Post Building Evac Plan  Admin f Ops All ADs

Task Assigned to:

Judy Compliance

Clivia Owner

Judy Compliance

Clivia Owner

Clivia Owner

Task Due Date:
12/31/2008

1/1/2003
1/1/2009

1/1/2003
1/1/2009

1/1/2009
1/1/2009

1/1/2003
1/1/2003
1/1/2003
1/1/2003
1/1/2003

| 1/1/2009

1/1/2009

-

Follow-up Assigned To:

Clivia Owner

Clivia Owner

Clivia Owner

Clivia Owner

Clivia Owner

Mext Follow-up Due D... =

1/1/2009

1/1/2003
1/1/2009

1/1/2003
1/1/2009

1/1/2009
1/1/2009

1/1/2003
1/1/2003
1/1/2003
1/1/2003
1/1/2003

| 1/1/2009

1/1/2009 =

There are almost an infinite number of ways you can view the tagkifligbu have a preferred view thistnot pre

loaded into the system we can quickly design additional views specific to your workspace.
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The Calendar tool tabis prepopulated with appaiments to help you followsp on major recurring tasks associated

with accreditation compliance. You can also add your owmdaleitems to the calendar tool or change the dates on
the prepopulated appointments wave inserted into your calendar:

4)[& January 2009

[ Show Day Pane

\ [ [ \
Jecember 28 2

0 31|3anuary 1 2
9:00 AM Collect Q4 P1 Data
I I I
Edit Appointment ==
|| subgect: )
5 - - ]
Start: 1/12/2003 ¢ [E s00am 5
9:00 AM Q4 Performanc... 1121
End: 1/12/2003 = 12:00 PM =
[C] Al day event
Details:
3 Complete all mandatory annual training such as HIPAA, Hazard E
1 12 Communication, Emergency Preparedness, Medwatch, Suspected 18
abuse/neglect etc... and document on the orientation outline
e B 23
Author: Bob Domos
I I I
25 2% 27 % 3 30

Thelssue Tracking tab contains tool that can be used, at your option, to track progress on problematic processes,
if those should occur during your paggtion process

Issue Tracking

|l Update Save and Create Another t’a Revert Q Cancel =j Print

@ Issue Tracking

Title * ID:

Patient Documentation RDOS-BE6AITFCO
Category Subcategory
Patient Care Services ~

Documentation

Original Report = Current Status

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

- [+

Description:
B/ U |a@|==== =454 ¥
Can't seem to get delivery personnel to complete the assessment/ plan of care form correctly when setting up initial recurring rental items
Suggestions:
s Provide each a copy ofthe correctly completed form.
s Have themturned into a specific collection box atthe end of each day.
s Require supervisory review of each completed form
s Give incomrectly completed forms back to the responsible delivery person for correction to be tumed 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 prgaration tasks, performance improvemaniti employedraining, or governing body meetings.

Remember that documentation is key to a successful survey, and keeping all your meeting minutes in one location
may help you mddhe requirements more easily:

Metings

ewMeeting... | % B3 B [ X [ B £ U | % i ¥

p [s Meeting
&l Createdby: RID on Friday, Octaber 24, 2008 7:03:57 PM Paciic Daylht Time

[ Profile [ Attendees| Agenda | Minutes [ Actions|

All Meetings
[ ) EE
Subject StartTime 4 End Time Topic Fresenter
T T E ST | | 1715/2009 3:00PM  1/15/2009 3:15PM  Medicare Biling Coding Errors and Denials RID
1/15/2009 3:00 PM

1/15/2009 3:30 PM | Customer Satisfaction Surveys
1/15/2008 3:30 PM  1f15/2009 3:45PM  Complaint Log Review

RID
1/15/2009 3:45FM  1/15/2009 %00 FM  Oxygen follow-up visits RID
1/15/2009 4:00 PM  1/15/2009 4:15PM  Incident Reports RID

Customer Satisfaction Surveys

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

Presenter: RID
Time: 3:15PM
Duration: 15Minutes
Attachments o~
Details:

See attached data
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groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/3xktmzsgwqgs4
groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/k5d4wrcfm9m7e
groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/whc5bhx3mgk8g

The Notepadtab contains a tool that is similar to sticky notes eamlbe sed to store just about any typitext
and attachment#\nd you can also seslist of all the notes you have created in the notepad tool:

Finally, thePicturestool tabcan beused touploaddigital picturesto thepictureslibrary for storage or review. If
you have chosen the CAC option that includes consultant collabo(etitteborationis included in the first year
subscriptiof, this an excellent place to upload pictures of your facility and / or warelstorsge areaandvehicles
so that the consultant can assist you with any questitateddo facility requirements:
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groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/bzf2wwr67y2py

