EASTERSEALS CENTRAL & SOUTHEAST OHIO, INC.

Welcome Letter

1000

2000

3000

4000

OPERATIONS MANUAL

MANAGEMENT STRUCTURE
1050 Organizational Chart
1100 Responsibility in the Absence of the Administrator
1150 Succession Planning
1250 Crisis Communications
1300 Communications

PERSONNEL INFORMATION

2050
2100
2150
2200
2250
2275
2300
2350

Hiring

Employee Performance
Expectations of Employees
Employee Relations
Compensation

Electronic Visit Verification
Benefits

Separation

CONSUMER RIGHTS

3050
3100
3150
3200
3250
3300

3350
3400
3450
3500

SAFETY

4050
4100
4150
4200
4300
4350
4400
4450

Consumer Rights

Consumer/Personal Representative Responsibilities
Notice of Privacy Practices

Consumer Abuse/Neglect

Consumer Grievance Process

Right to Case Management, Team Process and
Consumer/Personal Representative Participation
Human Rights Policy

Consumer/Personal Representative Input to Programs/Agency
Accessibility

Ethics

General Safety

Incident Reports/Reporting Procedures
Health and Safety Committee

Fire Safety

Bomb Threat and Response
Tornado/Severe Weather

Emergency Evacuation Plan

Power and/or Phone Outage



4500 Act of Terrorism Emergency

4550 Lockdown/Shelter in Place

4600 Emergency Services

4650 Supervision of Consumers

4700 Weapons

4750 Vehicle Safety/Driver Responsibility

5000 HEALTH AND MEDICAL

5100 Severe, Life Threatening or Other Medical Emergencies

5150 Advance Medical Directives

5200 Communicable Disease/Infection Control

5250 Disposable Undergarment Changing

5300 Employee Medical Statement and Communicable Disease
Prevention

5350 Linens

5400 Bloodborne Pathogen Exposure Control Plan

5450 Handwashing

5500 Delegated Nursing

5550 Delegated Nursing Suspension & Revocation Policy

5600 Medication Policy

6000 FACILITY

6050 Pest Control Policy

6100 Facilities/Equipment Inspection

6150 Security Pursuant to Strangers

6200 Emergency and Inclement Weather Notification
6250 Pet Policy

6300 Tobacco Use in Facilities

7000 SERVICE PLANNING

7050 Information and Referral

7100 General Program Information

7200 Adult Day Services — Knox County Office
7250 Adult Day Services — Shawnee Regional Office
7275 Adult Day Services — Lawrence County Office
7300 Early Intervention

7350 Easter Seals In Home Services

7400 Ombudsman

7500 Afterschool

7550 Summer

7600 Ohio Home Choice (OHC)

7700 Vocational Services

8000 QUALITY ASSURANCE

8050 Legal Requirements/Certification
8100 Organizational Performance Assessment



8150
8200
8250

9000 RECORDS

9050
9075
9100
9150
9200
9250
9300
9350

10000  FISCAL

10050
10075
10100
10150
10200
10250
10300
10350
10400
10450
10500

11000 SECURITY

11050
11100
11150
11200
11250
11300

11400

APPENDICES

Utilization Review
Case Record Review
Policy and Procedure Review

Confidentiality of Consumer Records

Subpoena Policy

Consumer Rights Pursuant to Records

Management and Protection of Protected Health Information
Use/Disclosure of Protected Health Information

Minimum Necessary Use

Accounting for Disclosures of Protected Health Information
Record Maintenance/Retention/Storage and Destruction

Fee Splitting

Cost Allocation Plan
Administration of Funds
Cash Management
Investment Policy
Receipts Handling Policy
Charitable Gift Substantiation
Risk Management
Signature Policy
Spending Policy
Bequest Policy

Workforce Security

Security Incident Reporting

Facility Access Control

Workstation Use and Security

Device and Media Controls

Mechanisms to Authenticate Electronic Protected Health
Information (EPHI)

Recording Devices Policy

A HIPAA Definitions
B Consumer Abuse/Neglect
C PHI/EPHI Access
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