Domos

Continuous Accreditation Complianc

Domos HME Consulting Group has helped hundreds of providers successfully meet accrediting body statdsadssuccessful
HME companiedor over a decade. And now we have developed a programegirasents #emendous value addition ¢ar onsite
consulting servicesThe Continuous Accreditation Compliance (CAC) programdemprehensive;osteffective accreditation
preparation solution that offepsoviderscollaboration with qualifiedexperiencedconsultantsegardless of your lodan i and it

helps us work more effectively with you during the accreditation preparation prandssien 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 consultémsugh a shad workspaceeducing the timaeeddfor on-site
consulting

1 Containsatask management system to hieiep 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.

1 HME Start -up clientswill receive additional materials in their workspade indude reimbursement, HME operationgda
sales and marketing trainingnd materials necessarydompleteMedicareSupplier Number and State License
requirements.

What Does CAC Cost?

The Continuous Accreditation Compliance (CAC) progiamfferedfree of charge for the first 6 monthsof 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 requirddicrosoft Office Groove 2007 installed on your computer, which is part of the Microsoft Office 2007
Ultimate software suite. If yodo not have this softwawmee provide it free of charge to all of our-site consulting clients

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.
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CAC Program Workspaces i How it Works

Your CAC program includes two workspaces. The first workspace iSAli2Reference Workspace The CAC Reference

Workspace contains constantly updated policies, forms, trainingiaiatéemplates 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 refésspaeevonty

and you will copy materials from this workspace taiytask workspacdt also contains an Announcements and Alerts tab, where
updates will be posted about accrediting body standards and alerts about neatinfoadded 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 Itoeyout costomidedvorkspatdeom the reference workspacéou copy

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

Workspace Tools

The folowing tools are available in the CAC Client Task Workspace 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 reposibry for files youcan or haveustomizedas we described earlier when discussing the
workspaces included in your CAC program

| @ CAC Client Task Demo Warkspace Template - Customized Files - Microsoft Office Groove

Eile Edit View QOptions Help Tt Workspaces ~ |
o
] AddFiles.. [of SaveFiles.. (F |3 @& | X i | & % | =
| Folders MName Size Type Modified Date Modified By
# || Customized Files (Root Folder) 7. OSHA 300 reportin...  351KB Adobe Acrobat Document  1/15/2007 12:18:2...  RID
-4 Accreditation Prep Training and To B on-Call Log 26KB Microsoft Office Excel 9...  7/1/2008 2:56:24PM  RID
. Audit Forms "TDelivery Route Sheet  10KB Adobe Acrobat Document  6/9/20042:12:00PM  RID
""" . Edited Documents . Equipment Check s... File Folder 10/24/2008 2:23:1... Bob Domos
""" : Employee Training Material 18 Customer Complain,.. GEKB Microsoft Office Word 9., 8/6/2008 2:47:12FPM  RID
= ?‘ ’ ] client Communicati... 23+B Microsoft Office Word 9., 9/24/2004 4:48:22PM  RID
_____ HI‘P.::UI;ET&Z:ta(I:ﬂZEFd;rsI'::EE ¥ Incident Report 30KE Microsoft Office Word 9., 5/24/2004 5:14:18PM  RID
_____ ) Patient Education Guides l—"r’_l]Hep B Consentor ... 28KE Microsoft Office Word ... 9/24/2004 5:13:36 PM  RID
_____ t" | Performance Improvement Data ar ] cheat Sheet - Com...  33KB Microsoft Office Word ...  12/29/2004 4:18:1... RID
[ | Personnel File and Competency Docun l—'r'_l].t'-\ssessment plan of... 135KB Microsoft Office Word ... 8/29/2008 2:07:42FPM RID
@ |} Policies and Procedures non-oxygen p @Personnel Audit Ch... 1049KB Microsoft Office Word ...  8/12/2008 1:56:08 PM RID
- |, Polides and Procedures oxygen provic “T|NAERG 2008 2,504KB Adobe Acrobat Document  7/9/2008 1:55:44PM  RID
..... | Product Documentation Library @Hazardous Material... 286KE Microsoft Office Word 9...  &/1/2008 1:15:00 FM  RID
] Reference Documents E_”Function Checking Log 25KB Microsoft Office Excel 9...  6/20/2008 8:5%:00... RID
@Delivery Invoice Ag... 205KB Microsoft Office Word 9.,.  10/22/2008 9:42:4,,, RID
lﬂl]oxygen Concentrat... 47KB Microsoft Office Word 9...  9/24/2004 4:53:20 PFM  RID
@New Patient Packet 57KE Microsoft Office Word 9... 9192008 12:28:0... RID
@Driver Vehide Inspe,.. 53KB Microsoft Office Word 9...  5/9/2007 10:59:38 ... RID
Iﬂl]Patient Intake form S5KE Microgoft Office Word 9...  9/24/2004 5:05:46 PFM  RID
I—"Tﬂorientaﬁon outline 177KE Microgoft Office Word 9...  8/24/2008 4:32:04FPM RID
Iﬂl]safety Survey B9KE Microgoft Office Word 9...  8/12/2008 1:38:40 PM  RID
I—"Tﬂcalibraﬁon logs 125KB Microgoft Office Word 9...  9/24/2004 4:56:54FM  RID
I—"Ti]signs for posting 29KE Microgoft Office Word 9...  3/24/2002 5:22:34PM  RID
@Reference- How to ... 37KB Microsoft Office Word 9... 212006 4:35:06 AM  RID
@CPAP BIPAP Outco... 15KE Microsoft Office Word 2...  10/26/2000 1:26:3... RID
@Release of Liability ... 29KE Microsoft Office Word 9...  9/24/2004 5:16:14PM  RID
@Mail Order Supply C... 38KB Microsoft Office Word 9...  9/28/2006 6:37:10 ... RID
@HME Patient Satisfa... 14KB Rich Text Format 9/6/2006 1:02:00 FM  RID
@Equipment Purchas... 25KB Microsoft Office Word 9...  9/24/2004 5:12:50 FM  RID
- |Finandial hardship 33KB Adobe Acrobat Document  6/21/2006 2:08:456 PM  RID
@perﬁ:rmance impro... 73KB Microsoft Office Word 9...  10/2/2008 5:09:44 ... RID
Ia_]perfurmance impro... 37KB Microsoft Office Excel 5...  10/2/2008 9:08:18 ... RID
IEJIC Control logs 19KE Microsoft Office Excel 5...  10/25/2001 7:39:5... RID
lﬂ_]Diabetic Shoe Plan ... 91KE Microsoft Office Word 9...  10/2/2008 10:14:2... RID
lﬂ_]BrEast Prosthesis Pl... 89KE Microsoft Office Word 9...  10/2/2008 10:14:4... RID
# IE_]SErial Mo and LotMN... 23KB Microsoft Office Excel 2... 10/24/2008 11:50:... Bob Domos
4| (1] 3
[ Customized Files (Root Folder)/Forms and Templates
||;=.§ Welco... (1 ||,°c§ Help and ... | 22 Cust... (1 ||§EIZ Task Mana... || Calendar ||H Is.suETrack...ll 25 Meetings || ’;3_] Motepad || |4a] Pictures | E -
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groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/GrooveDefaultDiscussion.Tool_qxvyxp5bijym6

The ® symbol irdicates changed folders / files. When you make changes to any document in your customized library, your
colabborating consultant will see the figl eamatysuyregbesgan reviewany 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 eiliétedd or d
tasks from this tab, and post an announcement in the CAC reference workspace to keep your organization gamitudasté 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
B New v | Viewby ~ | #3 ~ [3 | 4 Ga & | X [ % § ¥ ~[Z 35 | bl Designer v
Category; = Task: Task Assigned to: Task Due Date: Follow-up Assigned To:  Mext Follow-up Due D...  Completed: |ﬂ

# 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 112009 112009 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 112009 112009 Mo
Plan of Care [ Spedalty 1/1/2009 112009 Mo
Products |:|
Overview - Home Visit 1/1/2009 112008 Mo
Process

# Written Patient Olivia Owner 1/6/2005 Qlivia Owner 112005 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 s
# Review Tnrident Nata 1172009 11162008 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 AOs
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...] %:13 Task ... (1 ’ Calendar ][':E lssueTlack...][ 22 Meetings ” ’:‘J Notepad ][ |42 Pictures ] Eﬁ hd
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groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/qghumcp4tswys

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

@ CAC Client Task Workspace - Task Manager - Microsoft Office Groove El
File Edit View Options Help o Workspaces | @

Task Manager £) Workspace Membel

|sdl Update Save and Create Another Cb Revert |29 Cancel = Print (%) Manager

Bob Domos
. Accreditation Preparation Task Management I Q g;')”“‘HME-"
@
. B @ Laura
Modified By Domos HME Consulting Group
Modified 4/21/2009 5:56 PM
Created 10/24/2008 1:57 PM
Task bafety Survey
Category: Warehouse [ Facility -
Applies to Accrediting Organization: AllAOs -
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 modify unless instructed to do so) with the various standards related to workplace safety. You must be able to produce
validation that the 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 thatthis inspection was completed semi-annually.

[fyou make changes to the form, save the changes, then copy and paste the documentto -

Related Documenis: & X

Invite to Wor...  More

-Entername + | Go

& Chat &) £

H ‘u“.'.u f\ 5 r
Client Work Area
Task Notes: aeg

U )
BE 7 U | T | 2 94 Turn Off Tool's ...

~ || £ Add Tools
Current View: Accrediting Org (AQ) + @ View Werkspac...

[@ Help and Directi... ] [ #_ Customized Files I £ Task Man... (1 Calendar ” z=| Issue Tracking ” = Meetings ” [™] Notepad ” |4 Pictures ] | & Send Message ..
=]

I
il
il
]
1l
4
i

You can also record notes within the task, either for your own information, or to remind yourself of questions you \kanirto as
consultants during your phone time. In addition, you can set fallpw@ates 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 7 U .A@ v 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.

|§§-p<—

m

Completion and Follow-up
Task Completion Date: 1/1/2009 [12]
Recommended Follow-up Recurrence:  annually -

Next Follow-up Due Date: 1/1/2009

Follow-up Assigned To: 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: -
il Admin / Ops |:
=l Customer Service
New Physician Licensure 1/1/2005 1/1/200% Na
Verification
MNew Patient Packet Qlivia Owner 1/1/2005 Qlivia Owner 1/1/2005 MNa
Patient Payment 1/1/2009 1/1/2009 Mo
Responsibilities
Prescription Clivia Owner 1/1/2005 Clivia Owner 1/1/2005 No
Requirements
Delivery Ticket [ Sales  Sam Intake 1/12f2009 Qlivia Owner 1/1/200% Na
Inwvoice
Timliness of Written Dan Director 2(2{2009 Qlivia Owner 1/1/2005 MNa
Orders
Customer [ Patient Betina Client Services  2/16/200% Betina Client Services 8/31/2009 Ma
Satisfaction Surveys Manager Manager
Owerview - Personnel 1/1/2009 1/1/2009 Mo
File Record Keeping
Employee Orientation 1/1/2005 1/1/2005 No
Training Documentation
Mandatory Inservice - 1/1/2005 1/1/200% No o

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

i) (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
[=] 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 HIPAA Business Associate 12/31/2008 MNo
Agreements
Admin f Ops Cwerview - Accreditation Basics | 1/1j2009 No
CMS requirements v

You can viewa list of incomplete tasks:

| Task: Category: Applies to Accreditin...  Task Assigned to: Task Due Date: = Follow-up Assigned To: Mext Follow-up Due D.., =
HIFAA Business Admin f Ops all ADs Judy Compliance 12/31/2008 Olivia Owner 112003
Associate Agreements
Patient Confidentiality  Admin / Ops All ADs Olivia Owner 1/1/2009 Olivia Owner 1/1/2009
Customize Policy and Admin f Ops All ADs 1/1/2009 1/1/2009
Procedure Manual
# Overview - Admin - Ops | Admin / Ops All AQs 112005 112005
Owerview - Admin f Ops All ADs Judy Compliance 1/1/2009 Olivia Owner 1/1/2009

Accreditation Basics |
CMS reguirements

On-call Process [ On-Call Admin / Ops all AQs Olivia Owner 1/1f2009 Clivia Owner 1/1/2009
Logs
Compliance with Admin f Ops All ADs 1f1/2005 1/1/2009
Licensure Laws
# Employee Resources Admin f Ops ACHC Olivia Owner 1/1/2009 Olivia Owner 112009
# Organizational Chart Admin f Ops all ADs 112009 112009
#  Annual Budget Admin f Ops All AOs 1/1/2009 112009
Community Resources  Admin / Ops All ADs 1/1/2009 1/1/2009

Incident Reports Admin f Ops all ADs 112003
MNational Patient Safety | Admin f Ops

Post Building EvacPlan  Admin [ Ops
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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 A0s Dan Director 2/17/2009 Olivia Owner 1/1/2009 Lo
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 / Ops All A0s Qlivia Qwner 2/2/2009 Olivia Owner 1/1/2009

Compliance Plan

Employee Manual Admin / Qps All AQs Dian Director 2/2{2009 Clivia Owner 1/1/2009

Timliness of Written Customer Service All ADs Dan Director 2/2{2009 Olivia Owner 1/1/2009

Orders

Review Critical Policies  Admin / Cps All ADs Olivia Owner 1/31/2009 Paul Warehouse Manager  1/1/2009

and Procedures

Choose an Accrediting  Admin / Cps All ADs Olivia Owner 1/30/2009 Olivia Owner 1/1/2009

Body

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

Todememdam

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 pgopulated
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 Appeintment Iﬁ
=TS il nnuial Training

4 3 Start: 1/12/2009 2 8:00 AM z 8
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.

Author:  Bob Domos

OK ] [ Cancel

25 26 27 28 29 30
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groovetelespace://6juk3xxniruyrprn2b77zniwfhxsj5sz3589kxs/ToolContainer/3xktmzsgwqgs4

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 Another C:J Revert E Cancel =j Print

B

Title ®

Patient Documentation

Category

Patient Care Services -
Original Report = Current Status

Entered by

Originated by: Department
- |+

Description:

B7IU | .A@)| S

RJ Domos

-+

-

v 2

Issue Tracking

1D:

BROOS-BREASTECD
nLUH I S-Baba s

==

Subcategory

Documentation =«

on 8/2/2008 8:43 PM

Individual

- [ee]

Suggestions:

Provide each a copy ofthe correctly completed form.
Hawe them turned into a specific collection box atthe end of each day.
Require supervisory review of each completed form

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

Can't seem to get delivery personnel to complete the assessment/ plan of care form correctly when setting up initial recurring rental items.

TheMeetingstab contains #ool thatis available if you wish to record the minutes of meetings associated with any accreditation
preparation tasks, performance improvemant 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:
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