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+ View All Instructions

Administrative Binder
Yes

Contractor/Agency/Pragram attests that an Administrative Binder is located at the program site and that it contains alt of the forms, policies, statements, and documentation required as listed
herein, K a contractorfagency/program believes that a particular item of compliance is not applicable to their program, then a page in the Administrative Binder should list al! of the items that are
believed to be not applicable. Each site must have an Administrative Binder. ¥ a contractor/agency has numerous programs located at a single site, then one Administrative Binder is
sufficient. K a contractor/agency has numerous programs at different sites, then each site must have an Administrative Binder and each Administrative Binder must have a copy of any policy that
is centralized with the contractor/agency. This is because program monitoring takes place on a program leve! (not on a contractor/agency level) and each program site may or may not be visited
for compliance.

I Administrative Binder
| Admission Criteria and Denial of Service Policy t! Affordable Care Act {ACA)
l Americans with Disabilities (ADA) Form I Billing and Collection Policy
| Client Satisfaction Survey » 7 :I Code o‘f Ethics and Swna;rds of Conduct
I Compliance Program I Compliance, Privacy and Data Security
I Cuttural Competence Staff Report I Eligibility Policy and Procedure
-| Emergency Response Plan :[Fire Clearance
Grievance Policy | Harm Reduction Policy
: Infection Control, Health and Safety Ilétest Program Monitcu;ing and ’Plan of Action (if ap;)IicabIe)
I Memorandum of Understanding [ Monitoring and Invoice Backup Documentation
| Organizational Chart Quality Assurance Plan and Activities (NEW)
I Staff Training Log ;| Subcontracter Contracts
| Transgender and 12N Ordinance LGBTQ Yauth Sensitivity Trainings :I Trauma hforméd Systems Initiative & Workfarce Training !
| Updating Program Profiles | Ve{erans Policy ’ V
| Wait Lists (NEW) I Waiver Requested (if applicable) !
Premises
Yes

Program attests that the program site has all of the required postings in public view.

I Premises
| ARIES Data Collection | Board of Director Roster and Minutes
| Grievance and HIPAA Notices Posted I Hours of Operation Posted and Aftested
Informing and Promotional Materials I Personnel Policies
Policy and Procedure Manual (NEW) I Program Progress Report to the Public (NEW)
Client Files
Yes Not Applicable, Client Files not maintained

Program attests that Client Files (if applicable) have all of the client signatures.

| Client Files

' Client File Contents Client Fite Signatures
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J\ Client File Storage 'l :

As the director/authorized representative for the above program, | do hereby declare that the information provided above is true and correct to the best of my knowledge. |understand the
Business Office Contract Compliance (BOCC) section of DPH Community Programs may randomly visit a program site at any time to ensure compliance with one or more of the above
items. Furthermore, | understand that inaccurate reporting or the lack of appropriate documentation may result in an unsatisfactory score at the time of Program Monitoring which may affect
the contractor's eligibility to contract with DPH and/or delay the contract renewal and approval pracess for current or future contracts.

BOCC-PDC 16-17 Revised 03/01/2016
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City & County of San Francisco Business Office - Contract Compliance
Department of Public Health 1380 Howard Street - Fourth Floor
Community Programs

Instructions for
Housing and Urban Health Ryan White Programs

The Declaration of Compliance is an annual attestation by contractors/agencies that each program funded by Ryan White
dollars is in compliance with items set forth below:

1. An Administrative Binder is kept that contains all of the required forms, policies, and program statements of
compliance (or non-applicability) for particular elements,

2. Various posters and informing notices are prominently displayed in public spaces for dient viewing. Also, some
information is available for inspection by Business Office Contract Compliance in a format not in the
Administrative Binder, i.e., personnel policies, computerized records, minutes of staff meetings, Board of
Directors, etc.

3. Clinical charts (if appiicable) are on site (either hard copy or electronically available).

If a program believes that a particular item of compliance is not applicable to their agency/program, the program should fist
that element in the Administrative Binder as "Waiver Requested”. BOCC will adjudicate whether or not the particular item(s)
is not applicable when it examines the Administrative Binder.

Further instructions are found separate for the Administrative Binder and for each element required as part of the
Administrative Binder. Programs are also reminded that they must complete and submit a Program Profile Update when
requested.

Most of the requirements herein are required by HRSA, Health Resources and Services Administration, a federal agency. More
information about HRSA requirements can be found at their website: htip://hab.hrsa.gov/manageyourgrant
/granteebasics.html

Please nete that the links included in this Declaration work best with the Intemet Explorer browser.

This year's Declaration indudes updates to many items in order to meet requirements of the final enhanced National
Standards for Culturally and Linguistically Appropriate Services (CLAS) in Health and Health Care as they became available by
the Department of Health and Human Services (HHS), Office of the Secretary; Office of Minority Health (OMH) in September
of 2013. The final enhanced standards can be found online at www.thinkculturalhealth.hhs.qov.

Administrative Binder

Admission Criteria and Denial of Service Policy

4

Program shall have a policy on admission criteria that clearly defines which persons are accepted for service in the
program. In addition, admission policy shall clearly define which clients are denied admission due to a pre-existing condition.

Affordable Care Act (ACA)

Program shall provide documentation of "vigorous pursuit” of dients who may be eligible, but elect not to enroll in the Private
Health Insurance Exchange or expanded Medicaid (Medi-Cal) as a prerequisite to continue to bill Ryan White for services that
might otherwise be covered by either of these two programs. For services provided as part of the Essential Benefits Package,
clients enrolled in expanded Medicaid or the private Health Insurance Exchange may not be eligible for Ryan White
funding. Client eligibility for Ryan White services are described in your contract language and all HIV Health Services

1of11



BOCC Help - All HUHRW Instructions http://bocc-pes.net/cbhs View Alllnstr.php?sec=HUHRW& fy=16-17&p=H...

solicitations for seivices, or questions may be directed to HIV Health Services Administrator at 415-437-6278. In order to
meet the requirements of "Vigorous Pursuit" providers should use the "Covered California Client Information and
Acknowledgmeiit and Documentation Form" provided by SFDPH PC HIV Health Services and at the link below. This form
details the information to be communicated to the dient indluding the federal reguirement to have health insurance, the
potential tax penalty for not having health insurence coverage and includes client signature to document receipt of this
information. Once completed and signed this form must be stored in the client’'s charts and noted and uploaded into
ARIES, For FY2016-2017, the Business Office of Contract Compliance (BOCC) will review program’s compiiance with HRSA's
"Vigorous Pursuit” requirements,

Click here to see the form
ick h fi in i

Americans with Disabilities (ADA) Form

Program has completed this form (site specific) and mailed or emailed a copy to Darene Daesvu (415-255-3426 or
darlene.daevu@sfdph.org) at the Office of Cultural Competency, 1380 Howard Street, San Francisco, CA 94103. A copy is to
be kept in the Administrative Binder.

Please dlick here to see the ADA Form.

Billing and Collection Policy

Program will hiave 2 billing policy defining how clients are billed for senvices (if they are). Alse, a policy and procedure is
defined if the program uses a collection agency.

Client Satisfaction Survey

DPH expects that every contractor has "dients” or "customers" or "groups served” that need to be surveyed regarding their
satisfaction. There must be evidence that a satisfaction survey was done during the evaiuating contract year. A copy of the
instrument used by the program to suivey satisfaction shouid be in the Binder along with a notation documenting the date(s)
that the survey was administered. There must be evidence that the results of the survey were reviewsd, anaiyzed, and
summarized by staff. For example, evidence may be minutes of a staff meeting whare results were discussed and these
minutes would be in the Binder.

Code of Ethics and Standards of Conduct

Each program shall have a policy governing employee conduct. This should be in the form of a Code of Ethics and Standards
of Conduct that each employee signs, The policy needs to forbid the solicitation of cash or any in-kind gifts from
clients, The Administrative Binder should contain a copy of the policy. Each employee's personnel file should include a copy
signed by the employee,

Compliance Program

The Affordable Care Act requires that any legal entity providing healthcare services have in piace a Compliance Program that
has been approved by the legal entity's Board of Directors and Executive Director. DPH requires that the Compliance
Program for an entity designate a Compliance Officer. Each program must document in its Administrative Binder and in its
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agency profile the name of the Compliance Officer that is responsible for their program because an organization may have
several Compliance Officers or only one for the whole organization. The Binder must also have a copy of the "SFDPH
Compliance Attestation™ form showing all signatures and date submitted annually.

Contact Chona Peralta, DPH Compliance Officer, at 415-255-3706.

Compliance, Privacy and Data Security

SFDPH policies and federal and state regulations require that any legal entity providing healthcare services have in place
programs assuring compliance, data security, and privacy. Officers, CEOs, and Board of Director Presidents must attest that

the entity meets all the program requirements for privacy, data security, and compliance.

Responsible Persons

DPH requires that each entity designate a Compliance Officer, a Data Security Officer, a Privacy Officer and a person who is
assigned responsibility for requesting employee access to, and deactivation from, SFDPH data systems. Contractors are to
update their profile as necessary; contractors shall contact Reanna Albert at 415-255-3697 to request a profile update via

email.

ATTESTATIONS ARE SIGNED AT THE AGENCY LEVEL, BUT EACH ADMINISTRATIVE BINDER FOR ANY PROGRAM MUST
MAINTAIN COPIES OF THE COMPLETED AGENCY FORMS FOR A PERIOD OF SEVEN (7) YEARS.

Compliance:

a. Click here to print and compiete the attestation form for designating a Compliance Officer and for attesting
entity's compllance with ACA, Tltle VI, Section 6401.7, Patient Protection and Affordable Care Act of March 2010
and SFDPH

b. Entities must have proof that empioyees, upon hire, and annually thereafter, have completed the DPH
Compliance Training. Click here for instructions on how to complete the training.

c. Entities must have proof that employees, upon hire, and annually thereafter, have completed the Compliance
Code of Conduct form. Click here to complete the form.

Privacy and Data Security:

a. Click here to print and complete the attestation form for designating a Privacy Officer and for attesting entity's
compliance with HIPAA Privacy Rule, 45CFR, 42CFR and SFDPH Privacy Policies.

b. Click here to print and complete the attestation form for designating a Data Security Officer and for attesting
entity's compliance with HIPAA Data Security (Health Information Portability and Accountability Act), HITECH
(Health Information Technology for Economic and Clinical Health Act), AICPA (American Institute of Certified
Public Accountants) and SFDPH Data Securitv Policies.

¢. Entities must have proof that employees, upon hire, and annually thereafter, have completed the DPH Privacy
and Data Security Training. Click here for instructions on how to complete the training.

d. In order to access various DPH Systems, entxtles must have proof that employees upon hire, and annually
thereafter, have completed the {se ; { ity 3ne . fure
here to print and complete the form.

e. Click here to print and compiete the form for informing DPH of who will authorize request for employee access
to DPH data systems.

Click

For all staff memos, go to: SFDPH Offi

Contact:

SFDPH Office of Compliance and Privacy Affairs

Office email: compliance.privacy@sfdph.org

Office phone: 415-554-2787

Privacy & Compliance Toll-Free Hotline: 855-729-6040

Calls may be made confidentially and anonymously. Always remember: SFDPH has a non-retaliation policy.

Cultural Competence Staff Report

This document must be in the Administrative Binder. DPH will notify contractors of when and how to submit a copy of the
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document to DPH. Click here to see the document.
Out-of-county providers do not need tc submit nor keep this document in their Binder.

Contact Toni Rucker at 415-255-3522 or toni.rucker@sfdph.arg

Eligibility Policy and Procedure

Program has a policy that requires client efigibility for the program to be established and reassessed every 6 months. In
addition to the policy, a procedure shall be defined, which describes how efigibifity is checked and where 1t is recorded for
each client. For more information absut eligibility requirements and other HIV health services policies click

here.

Emergency Response Plan

Agency/program has developed and maintained a Disaster and Emergency Response Plan containing site specific
information.  Agminisirative Binder must have documentation that staff has been trained regarding Plan. Note that this
requirement is not required of out-of-county contractors

For greater detail, see Appendix I in the agency's contract with the City and County of San Francisco.

Fire Clearance

Space ownec!, leased, or operated by San Francisco Department of Public Health providers, including satellite sites, and used
by dlients or staff shall meet local fire codes. Providers shall obtain a valid and current fire clearance (within 3 years), and
documentation of fire safety, or corrections of any deficiencies, shall be kept in the Administrative Binder for inspection. This
requirement can be found as a contract term in the Appendix section of your contract. Please see the following links for
more informaticn,

Contact Reanna Albert at 415-255-3697 or reanna.albert@sfdph.org

Grievance Policy

An agency/program statement on the program's grievance policy and procedures is in the Administrative Binder,
Policy shall include:

o written documentation of client complaints retained

o client or other interested party able to access grievance policy/procedures upon request

¢ dlients are informed of grievance policy/procedure at intake

o defined steps with timetables for appeal process within grievance procedure

¢ names and phone numbers of individuals making decisions about grievance and appeal

2 clients not denied service or retaliated against if filing grievance

» client identity kept private from other clients while grievance is investigated

s grievances{/complaints may be orally submitted and then summarized by staff in writing and retained
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Harm Reduction Policy

All agencies/programs funded by DPH that provide substance abuse, STD, and HIV treatment and prevention services, and/or
who serve drug users and abusers in their programs shall

1. address in their program design and objectives how they will provide harm reduction treatment options and

2. develop harm reduction guidelines. This is according to the Resolution of the Health Commission in September
of 2000. Click here to see the resolution.

Infection Control, Health and Safety

Contractor must have a Bloodbome Pathogen (BBP) Exposure Control plan as defined in the California Code of Regulations,
Tile 8, Section 5193, Bloodbome Pathogens (www.dir v/ti html), and demonstrate compliance with all
requirements including, but not limited to, exposure determination, training, immunization, use of personal protective
equipment and safe needle devices, maintenance of a sharps injury log, post-exposure medical evaluations, and record
keeping.

Latest Program Monitoring and Plan of Action (if applicable)

Programs will keep in the Administrative Binder a copy of the latest program monitoring report and Plan of Action (if
applicable).

Memorandum(s) of Understanding

Program shall have current Memorandums of Understanding (MQOUSs) or Letters of Agreement (LOAs) with other programs
that are key points of entry to facilitate dient access to care for those who test positive. MOUs and LOAs must be current
which is defined as not having expired.

Monitoring and Invoice Backup Documentation

The Administrative Binder must contain (or direct auditors to a separate file) all of the backup documentation and data
necessary to demonstrate the program's achievement of contract performance objectives and the data that backs up
invoices/claims for payment sent to DPH by the agency. This can include information about deliverables, outcome
objectives, process objectives, and quality assurance activities.

Organizational Chart

Program shall have an organizational chart. If the program includes medical services provided by a physician, the chart must
clearly delineate the physician's supervision responsibilities.
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Quality Assurance Plan and Activities (NEW)

According to the contract each contractor has with the City, the contractor must:

e Have staff evaluations completed on an annual basis.
e Have personnel policies and procedures in place that are reviewed and updated annuaily.
e Have the agency Board of Directors review the Quality Improvement Plan.

e Demonstrate in the annual quality assurance activities that there is an ongoing assessment of the
organization's CLAS-related activities and integrate CLAS-related measures into measurement of continueus
quality improvement activities.

Because Program Monitoring is compieted on & program-by-pregram: basis, each program must have within its Administrative
Binder onsite copies of the Board meeting minutes from the meeting at which the Board approved the agency's overall
Quality Improvement Plan,

Each program's Administrative Binder shall have documentation of a program's most recent specific activities or projects of
quality improvement as outlined in the specific current contractual language of Appendix A Program Namative, Section 8,
Continuous Quality Improvement.

The Administrative Binder need not contain staff evaluations nor personnel policies. These will be examined separately as
part of a site visit when such documentation will be reviewed by DPH site auditors.

Staff Training Lo

All treining logs should show current evidence of staff attendance at trainings (staff sign-in), the topic of the training, and the
date and duration (hours) of the specific training during each evaiuating year. Program needs to demonstiate that a variety
and diversity of trainings are provided during the contract vear regarding relevent topics. The training log can be in a
separate binder from the Administrative Binder, espedially since downinaded certificates of training must be kept by the
program (i.e. Privacy, Compliance, 12N and Transgender online trainings).

Subcontractor Contracts

If the program has subcontracts to perform services for others or has subcontracted out woik for its own program, copies of
these contracts are io be kept in the Administrative Bindes.

Transgender and 12N Ordinance LGBTQ Youth Sensitivity Trainings

Barbara Garcia, DPH Director, has directed that each program will ensure that employees, intems, and any others who have
client contact take the Transgender 101 training, either at a training session scheduled by DPH or through an online training
module available from the DPH public website. Programs wili keep evidence of the training of each staff person in their
Administrative Binder. Click here to see the memo.

To access the Transgender training, click here to enter the Online Classroom, scroll down to "Adult Transgender Cultural
Competence and Cultural Humility: 101" and click "Enter Classroom." In addition, please click here to see the Transgender
Resource Manual. Please note that the Transgender training is a ONE-TIME requirement.

According to Administrative Code Chapter 12N (Section 12N.1 - 12N.4) all programs serving youth need to ensure that their
employees receive LGBTQ sensitivity training. Click here to review a helpful flyer.

To access the 12N Ordinance training, click here to enter the Online Classroom, scroll down to "Creating a Safe and
Welcoming Environment the 12N City Ordinance” and dlick "Enter Classroom.” Please note that the 12N Ordinance
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training is an ANNUAL requirement.

Contact Julie Graham, MFT, Gender Services Coordinator, at 415-642-4519.

Trauma Informed Systems Initiative & Workforce Training

Barbara Garcia has mandated that all staff in the DPH System of Care (all sections, both clinical and non-dinical) take the
Transforming Stress & Trauma 101 Training as part of an organizational change effort happening within DPH. Click here
to see Barbara's message.

This training is not online and requires attendance at one of the training sessions which are held throughout the year. Proof
of completion must be kept in the programs' Training Binder (or Administrative Binder). Proof of completion will either be a
certificate provided at the training or a certificate provided to the attendees' email. Click here to register for the training:
www,sfdph.org/training and then dick on "Ambulatory Care Training Unit". Please note this training only needs to be
taken once.

Contact Kaytie Speziale at kaytie.speziale@sfdph.org

Updating Program Profiles

Programs are required to update their database profiles routinely by responding to email requests from BOCC. Programs will
need to submit their profile update by return email and keep a copy of the update information in their Administrative Binder.
It is important that the BOCC database be accurate regarding staff leadership, contact information, and emergency contacts.

Veterans Policy

Program has a policy which states that veterans will be served and the veteran will not be required to seek services with the
Veterans Administration unless the veteran wishes to exercise a choice te do so.

Wait Lists (NEW)

Program will maintain any wait list for services and produce evidence of the wait list at the time of BOCC's site visit for
purposes of program monitoring. BOCC will inquire about how long clients were on a wait list.

Waiver Requested (if applicable)

If the program requests a waiver of one or more items of compliance of either Administrative Binder contents or Site
Checklist, the program will request such a waiver in a section of the Administrative Binder called "Waiver Requested.”

Premises

ARIES Data Collection
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Program is required to register clients into ARIES, the HHS/HUH data and registration system as well as coliect and report
client-level data and quality of care indicators required by funders, Data must be entered intc the ARIES data system in a
timely, complete, and accurate manner. Registration data must be entered into the ARIES data system within 48 hours or
two working days after data collection.

Board of Director Roster and Minutes

Program must be gbie to show Board ininutes. Specific minutes to be available are: minutes showing Board approval of
Quality Assurance Plan, minutes from thiee (3) most recent Board meetings. Also, the Board roster must be made availabie
that inciudes a consumer member of the Board. The comporate by-faws of the organization shall be made available.

Grievance and HIPAA Notices Posted

The HIPAA notice and grievance notice miist be posted in an area accessible by el tenants/dients. Posters must be in the
threshold languages as defined by DPH: English, Spanish, Vietnamese, Cantonese, Tagalog ang Russian. It is a matter of
the client’s civil rights that notices are posted in languages common in their community.

HIPAA notices can be ordered by foliowing the instructions on this form. Grievance notices can be ordered using this form.

Contact CBHS Supply Room at 1380 Howard Street, 415-255-3913 or cbhs.forms@sfdph.org

Hours of Operation Posted and Attested

Adl programs shail post the hours of operation to inform the general public and participants. When not open, the program
shall provide information concerning the availability of short-term emergency counseling or refeiral services, including, but not
limited to, emergency telephone services.

Informing and Promotional Materials

Program's Hiochure or flyers or other materials used to attract low-income clients must be available in program lobby or
public waiting area. These infoerming materials must include information about HIV and also eligibility requirements for the
program.

Personnel Policies

Do the personnel files include:

Employment application or resume
Employment confirmation or Letter of Hire
Salery information induding adjustments
Annual performance evaiuation

Health records as required

Job description

Verification of New Employee Orientation
Record of status changes

> © & o » @ o e
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o Record of disciplinary actions
o Verification of applicable staff licenses

Policy and Procedure Manual (NEW)

The program has a policy and procedure manual that includes specific information as its governing agency has promulgated
regarding organizational govemance and leadership that promotes CLAS and health equity through policy, practices, and
allocated resources. Also there is information about universal precautions and evidence that the policies are periodically
reviewed and updated as necessary.

Program Progress Report to the Public (NEW)

Program will communicate the organization's progress in implementing and sustaining CLAS to ail stakeholders' constituents
and the general public by having onsite a brief report updated annually regarding this progress available to the public.

Client Files

Client File Contents

Federal Ryan White Act specifies that funds are to be used to provide services to persons with HIV infection.

1. Documentation of HIV infection

Acceptable forms of HIV diagnosis include any of the following decuments:

1. Letter of Diagnosis on agency letterhead stationary signed by Physician, Registered Nurse, Nurse
Practitioner or Medical Social Worker or

2. HIV antibody test resuits or

3. Laboratory report of T-cell count or viral load
Exceptions:

1. Agencies providing crisis/temporary emergency services may assist clients while awaiting HIV infection
documentation if client signs a self-proclamation of HIV status form.

2. As specified in HRSA guidelines and if stipulated in a HHS contract selected services may be available to
caregivers, partners and family members in order to better serve an HIV infected client.

2. Documentation of San Francisco residency

Proof of San Francisco residency includes originals or photocopies of any of the following
documents:

1. Rent receipt

2. Rental agreement

3. California Driver's license

4, Property tax statement

5. Department of Motor Vehicle Registration
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6. Utility Bill
7. Public Assistance award letter
8. Recently received postmarked U.S. mail

9. Client signature or signed original self-proclamation of residency statement form. This is for clients that
do not have one of the above listed items of verification, or have only just arrived with the intent to
permanently reside in San Francisco.

3. Third P: In if an

Comprehensive Health Care Coverage Form (if applicable)

4, Laboratory Tests performed

5. Client treatment/care plan including long and short term goals and timelines, dient consent to the plan, and plan

i nd sign rvisor.
6. Documentation of referrals made.

7. Eligibili ment and r sment months, with eviden o

8. Release of Information form (if applicable).
9. Determination of low or no income

Low and very low income thresholds in San Francisco are based on the most recently published
annual limits determined by the U.S. Department of Health & Human Services. Presently it's
$47,080 annually.

Proof of zero to low income documentation includes originals or photocopies of any the following
documents:

Pay stub (current)
Benefit award letter (county, state, federal programs, private insurance, group insurance)
Copy of Federal or State tax return

1.

2.

3.

4. Written financial statement
5. Bank Statement (current)
6.

Agency may accept a signed self-proclamation of income statement when a client's employer does not
provide wage stubs or other documents commonly used to verify income, when a dient's income

verification documentation is not immediately available and will be provided at a later date, or when a
client claims no income.

Upon chart review, lack of the above documentation may result in disallowance of a specific client as part of the unduplicated
client count and/or units of service.

Client File Signatures

Program'’s clinician notes should be signed and dated or available electronically.
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Client File Storage

Client charts/files shall be stored in locked file cabinets with restricted access. Charts kept electronically should be password
protected with each staff person needing a unique identifier to access electronic records. Charts should indicate if a case is
active or inactive (with explanation of why inactive). Chart labeling should be coded without using dient names on the
outside of folder/chart.
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BHS

City and County of San Francisco 1380 Howard Street - Fourth Floor
Department of Public Health San Francisco, CA 94103-2638
Community Programs Phone: (415) 255-3697
Busi Office - Contract Compli Fax (415) 252-3001

DUE DATE: April 11, 2016

PROGRAM DECLARATION OF COMPLIANCE (FY 15-16)

For Contractors Providing Behavioral Health Services
Contractor Name:  Saim James Infirmary CDTAManager: Elzabzth Davis
Program Name (MH): Saint James infimnary Program Direclor:  StephanyAshley
B0OCC Manager:  Tom Mesa
Executive Director:  Stephany Ashiey

Administrative Binder

Yes

Contractor/Agency/Program attests that an Administrative Binder is located at the program site and that it contains all of the forms, policies, statements, and documentation required. Ka
contractor/agency/program believes that a particular item of compliance is not applicable to their program, then the program should list that item in the Administrative Binder sectien entitied
"Waiver Requested” and the Business Office Contract Compliance (BOCC) team will adjudicate such a request when BOCC makes a site visit. Each site must have an Administrative Binder. ¥
a contractor/agency has a centralized poficy for all of its programs at multiple sites, the Administrative Binder at each site must have a copy of the centralized policy. Multiple programs at the
same site may share one Administrative Binder.

The A i ive Binder 1

Adult Needs & Strengths Assessment {(ANSA) 7 I Americans with Disabilities (ADA) Form f
:| CBHS Poticy and Procedures Table of Contents ] Child and Adolescent Needs and Strengths (CANS)
“ Client Satisfaction Survey and Analysis Documentation ] Compliance, Privacy and Data Security (NEW)

Copies of Staff Clinical Licenses or Licensure Waivers ;rCulturaI Competence Staff Report

Emergency Response Plan I Fire Clearance
| Harm Reduction Policy I Keg' Document Translation Services
| Latest Pregram Monitoring and Plan of Action (if applicable) | I Quality Assurance Plan and Activities
| SitefFacility Licenses . | Transgender and LGBTQ Youth Sensitivity Trainings
| Transitional Youth Activity | Trrauma Informed Systems Initiative & Workforce Training (NEW)
| Waiver Requested (if applicable) [

Premises
Yes
Program attests that the site has all of the following items:

I Premises
l Availability of Interpretation Signage | Avatar Duplicate Billing Report {NEW)
| Consumer Handouts (Drug Medi-Cal Programs) | Grievance/Appeal Information/Procedures

HIPAA Postsr (NEW) I Hours of Operation Posted and Attested

Monitoring and hvoice Backup Documentation | Program Utilization Review Quality Committee MH
I Timely Access Documentation | Vocationa! Training Opportunities Available

Clinical Chart Checklist of Client Signatures
Yes No Clinical Charts Kept

Program attests that Client Files (if applicable} have all of the client signatures.
| Clinical Chart Checklist of Client Signatures

| ABN Form for Medicare Clients | Accounting of Disclosures Log

| Acknowledgment of Receipt of Materials Form l Other Chart Requiremsnts Requiring Client Signature



BOCC - Program Declaration of Compliance (FY 15-16) - CBHS-MH http://bocc-pes.net/lib/cde_bhs/?p=dD0xImkPTAWMDAWMDAWMDA....

1
|| Release of Information for Billing

L —

for Bilin o

As the director/authorized representative for the above program, | do hereby declare that the information provided above is true and correct to the best of my knowiedge. |understand the
Business Office Contract Compliance (BOCC) section of DPH Community Programs may randomly visit a program site at any time to ensure compliance with one or more of the above
items. Furthermore, | understand that inaccurate reporting or the lack of appropriate documentation may result in an unsatisfactory score at the time of Program Monitoring which may affect
the contractor's eligibility to contract with DPH and/or delay the contract renewal and approval process for current or future contracts,

BOCC-PDC 15-16 Revised 07/28/2015
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ity & County of San Francisco Business Office - Contract Compliance
epartment of Public Health 1380 Howard Street - Fourth Floor
ommunity Programs

Instructions for CBHS-MH Programs

The Dedlaration of Compliance is an annual attestation by contractors that each program is in compliance with items set forth
below:

1. An Administrative Binder is kept that contains all of the required forms, policies, and program statements of
compliance for particular items.

2. Various posters and informing notices are prominently displayed in public spaces for client viewing (the Site
Checklist).

3. Clinical charts kept on site contain all client and staff signatures on various forms as required.

If a program believes that a particular item of compliance is not applicable to their agency/program, the program must list the
requirement in the Administrative Binder under a heading of "Waiver Requested” and the Business Office of Contract
Compliance (BOCC) will adjudicate the request at the time of BOCC's site visit to perform Program Monitoring.

Each site must have an Administrative Binder. If an agency has more than one program and has an agency-wide centralized
policy covering multiple programs, it is still required that each program site has in its own Administrative Binder a copy of the
agency's overall policy. If an agency has multiple programs at one site, it is acceptable that one Administrative Binder be in
place for all programs at the site.

Administrative Binder

Adult Needs & Strengths Assessment (ANSA)

Programs providing mental heaith services to adult consumers must have a representative attend at least 80% of regularly
scheduled ANSA Super User calls and in-person meetings.

All dinicians providing mental health services to adult consumers must be certified in the use of the ANSA. Certification is

done via online training at: hittp://canstraining.com/

Each new employee providing mental health services will have completed the online training within 30 days of hire and
annually thereafter. Certification certificates should be printed and kept in the Administrative Binder.

Contact Thomas Bleecker at 415-255-3683.

Americans with Disabilities (ADA) Form

Program has completed this form (site specific) and mailed or emailed a copy to Darlene Daevu (415-255-3426 or
darlene.daevu@sfdph.org) at the Office of Cultural Competency, 1380 Howard Street, San Francisco, CA 94103. A copy is to
be kept in the Administrative Binder.

Please click here to see the ADA Form.

CBHS Policy and Procedures Table of Contents
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The agency/program has an updated CBHS Policy Manual either by having the most recent table of contents in hard copy
format or the Administrative Binder has a Program Statement that the CBHS Policy Manual is bookmarked under "favorites”
on an on-site computer.

Child and Adolescent Needs and Strengths (CANS)

Programs providing Child, Youth, and Families (CYF) mental health services must have a representative attend at least 80%
of regularly scheduled CANS Super User calls and in-person meetings.

All clinidans providing mental health services to CYF consumers will be certified in the use of the CANS. Certification is done

via online training at: https://canstraining.com/

Each new employee providing mental health services will have completed the online training within 30 days of hire and
annually thereafter, Certification certificates should be printed and kept in the Administrative Binder.

Contact Thomas Bleecker at 415-255-3683,

Client Satisfaction Survey and Analysis Documentation

Program must participate in the standardized CBHS Client Satisfaction survey according to CBHS protocols or in an alternative
methodology. Al clients receiving a face to face service during the survey period(s) must be offered a survey.

There must be evidence in the Administrative Binder that the program reviewed the most recent survey results and analyzed
them for purposes of operational changes needed, if any. This could take the form of minutes from a staff meeting where
client satisfaction was discussed and reviewed.

If a program's services are not appropriate for the standardized survey, the program will devise, administer, and review a
customized client survey. If the program utilizes a client satisfaction methodology which Is different than the CBHS
standardized survey or in addition to the standardized survey, then a copy of the instrument used must be in the
Administrative Binder.

Click here to see the latest program survey results and scroll down to the middle of the page to the section "Quality
Management”: https://www.sfdph.org/dph/comupg/oservices/mentalHith/CBHS/

Contact Deborah Sherwood, CBHS Director of Quality Management, at 415-255-3435,

Compliance, Privacy and Data Security (UPDATED)

SFDPH policies and federal and state regulations require that any legal entity providing healthcare services have in place
programs assuring compliance, data security, and privacy. Officers, CEOs, and Board of Director Presidents must attest that
the entity meets all the program requirements for privacy, data security, and compliance.

Responsible Persons

DPH requires that each entity designate a Compliance Officer, a Data Security Officer, a Privacy Officer and a person who is
assigned responsibility for requesting employee access to, and deactivation from, SFDPH data systems. Contractors are to
update their profile as necessary; contractors shall contact Reanna Albert at 415-255-3697 to request a profile update via
email,

ATTESTATIONS ARE SIGNED AT THE AGENCY LEVEL, BUT EACH ADMINISTRATIVE BINDER FOR ANY PROGRAM MUST
MAINTAIN COPIES OF THE COMPLETED AGENCY FORMS FOR A PERIOD OF SEVEN (7) YEARS.

Compliance:

a. Click here to print and complete the attestation form for designating a Compliance Officer and for attesting
entity's compliance with ACA, Title VI, Section 6401.7, Patient Protection and Affordable Care Act of March 2010

and SFDPH Compliance Policies.
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b. Entities must have proof that employees, upon hire, and annually thereafter, have completed the DPH
Compliance Training. Click here for instructions on how to complete the training.

c. Entities must have proof that employees, upon hire, and annually thereafter, have completed the Compliance
Code of Conductform. Click here to complete the form.

Privacy and Data Security:

a. Click here to print and complete the attestation form for designating a Privacy Officer and for attesting entity's
compliance with HIPAA Privacy Rule, 45CFR, 42CFR and SFDPH Privacy Policies.

b. Click here to print and complete the attestation form for designating a Data Security Officer and for attesting
entity's compliance with HIPAA Data Security (Health Information Portability and Accountability Act), HITECH
(Health Information Technology for Economic and Clinical Health Act), AICPA (American Institute of Certified
Public Accountants) and SFDPH Data Security Policies.

c. Entities must have proof that employees, upon hire, and annually thereafter, have completed the DPH Privacy
and Data Security Training. Click here for instructions on how to complete the training.

d. In order to access various DPH Systems, entltles must have proof that employees, upon hire, and annually
thereafter, have completed the Use Data Sex / 2
here to print and complete the form.

e. Click here to print and complete the form for informing DPH of who will authorize request for employee access
to DPH data systems.

Click

Contact:

SFDPH Office of Compliance and Privacy Affairs

Office email: compliance.privacy@sfdph.org

Office phone: 415-554-2787

Privacy & Compliance Toll-Free Hotline: 855-729-6040

Calls may be made confidentially and anonymously. Always remember: SFDPH has a non-retaliation policy.

Copies of Staff Clinical Licenses or Licensure Waivers

Program shall have a list of all staff, noting who is licensed or waivered, and keep copies of unexpired state license or state-
issued licensure waivers for all clinical staff in the Administrative Binder.

Cultural Competence Staff Report

This questionnaire is due to the Office of Cultural Competence by January 29, 2016. We are postponing this requirement to
improve our data collection methods. In the future, staff demographic data, i.e., ethnicity, language, gender, job title,
licensure, etc. will be coliected using web forms,

Providers who are out-of-county must comply with the "SFDPH Ambulatory Care Services - Out of County Contract Programs”
memo of July 31, 2014. Click here to see the memo.

Contact Darlene Daevu at 415-255-3426 or darlene.daevu@sfdph.org.

Emergency Response Plan

Agency/program has developed and maintained a Disaster and Emergency Response Plan containing site specific
information. Administrative Binder must have documentation that staff have been trained regarding Plan. Note that this
requirement is not required of out-of-county contractors,

For greater detail, see Appendix I in the agency’s contract with the City and County of San Francisco.
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Fire Clearance

Space owned, leased, or operated by San Francisco Department of Public Heaith providers, induding satellite sites, and used
by dients or staff shail meet local fire codes. Providers shall obtain a valid and current fire clearance, and documentation of
fire safety, or corrections of any deficiencies, shall be kept in the Administrative Binder for inspection. This requirement can
be found as a contract term in the Appendix section of your contract. Please use the following links for more information.

Contact Gilda Mansour at 415-255-3661.

Harm Reduction Policy

All agencies/programs funded by DPH that provide substance abuse, STD, and HIV treatment and prevention services, and/or
who serve drug users and abusers in their programs shall

1. address in their program design and objectives how they will provide harm reduction treatment options and

2. develop harm reduction guidelines. This is accarding to the Resolution of the Health Commission in September

of 2000. Click here to see the resolution.

Key Document Translation Services

The Office of Cultural Competence will provide and coordinate translations for vital and key documents.

Contact Darlene Daevu at 415-255-3426.

Latest Program Monitoring and Plan of Action (if applicable)

The Administrative Binder has a copy of the latest Plan of Action authored by program in response to deficiency findings of
BOCC from previous Program Monitoring.

Quality Assurance Plan and Activities

According to the contract each contractor has with the City, the contractor must:

s Have staff evaluations completed on an annual basis
e Have personnel policies and procedures in place that are reviewed and updated annually
¢ Have the agency Board of Directors review the Quality Improvement Plan

Because Program Monitoring is completed on a program-by-program basis, each program must have within its Administrative
Binder on site copies of the Board meeting minutes from the meeting at which the Board approved the agency’s overall
Quality Improvement Plan.

Each program's Administrative Binder shall have documentation of a program's most recent specific activities or projects of
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quality improvement as outlined in the specific cumrent contractual language of Appendix A Program Narrative, Section 8,
Continuous Quality Improvement.

The Administrative Binder need not contain staff evaluations nor personnel policies. These will be examined separately as
part of a site visit when such documentation will be reviewed by DPH site auditors.

Site/Facility Licenses

Program has a copy of any license and certification issued by CBHS, DSS Community Care, or DHCS.

Contact Gilda Mansour at 415-255-3661.

Transgender and LLGBTQ Youth Sensitivity Trainings

Barbara Garcia, DPH Director, has directed that each pregram will ensure that employees, interns, and any others who have
dient contact take the Transgender 101 training, either at a training session scheduled by DPH or through an online training
module available from the DPH public website. Programs will keep evidence of the training of each staff person in their
Administrative Binder. Click here to see the memo.

To access the Transgender training, click here to enter the Online Classroom, scroll down to "Adult Transgender Cultural
Competence and Cultural Humility: 101" and dlick "Enter Classroom." In addition, please dick here to see the Transgender
Resource Manual.

According to Administrative Code Chapter 12N (Section 12N.1 - 12N.4) all programs serving youth need to ensure that their
employees receive LGBTQ sensitivity training. Click here to review a helpful fiyer.

To access the 12N Ordinance training, dick here to enter the Online Classrcom, scroll down to "Creating a Safe and
Welcoming Environment the 12N City Ordinance" and dick "Enter Classroom."

Please note that the Transgender and 12N trainings are one-time trainings for all new employees,

Contact Julie Graham, MFT, Gender Services Coordinator, at 415-642-4519.

Transitional Youth Activity

Programs serving transitional youth ciients aged 16-25 will designate one staff member to serve as its Transitional-Age Youth
(TAY) point person and this person's identity shall be listed in the Administrative Binder. Programs with a TAY point person
will send this person to the TAY Provider's Conference(s) as scheduled by CBHS.

Contact Annette Quiett at 415-255-3442,

Trauma Informed Systems Initiative & Workforce Training (NEW)

Barbara Garcia has mandated that all staff in the DPH System of Care (all sections, both clinical and non-dlinical) take the
Transforming Stress & Trauma 101 Training as part of an organizational change effort happening within DPH.  Click here
to see Barbara's message.

This training is not online and requires attendance at one of the training sessions which are held throughout the year. Proof
of completion must be kept in the programs' Training Binder (or Administrative Binder). Proof of completion will either be a
certificate provided at the training or a certificate provided to the attendees’ email. Click here to register for the training:
www.sfdph.ora/training and then click on "Ambulatory Care Training Unit". Please note this training only needs to be
taken once,
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Contact Kaytie Speziale at kaytie.speziale@sfdph.org

Waiver Requested (if applicable

If the program requests a waiver of one or more items of compliance of either Administrative Binder contents or Site
Checkiist, the program will request such a waiver in a section of the Administrative Binder called "Waiver Requested."

Premises

Availability of Interpretation Signage

Program must post in a public place a sign that states that interpretation services are available.

Avatar Duplicate Billing Report (NEW)

Programs are to run the AVATAR duplicate billing report monthly and keep a bookmark electronic copy of the report for
inspection at the time of a site visit regarding program monitoring and compliance. There should be at least twelve (12)
electronic reports, If the program finds a duplicate billing during one of the monthly reviews, then the program must show
evidence that the duplicate bllling was deleted through their use of the BH 7019 which also must be made electronically
available for inspection.

Contact:
Maria Barteaux at 415-255-3536 or maria.j.barteaux@sfdph.org.
Avatar Help Desk for Avatar and report questions at 415-255-3788 or avatarhelp@sfdph.org.

Consumer Handouts (Drug Medi-Cal Programs)

Each program that is Medi-Cal certified must have available to the public information about Medi-Cal benefits and local
resources,

Contact Gilda Mansour at 415-255-3661,

Grievance/Appeal Information/Procedures

Grievance and Appeal posters, the Problem Resolution Request Forms, the Grievance and Appeal Process Handouts, and the
pre-paid postage envelopes must be posted and/or available in areas visible and accessible to dients (CBHS Policy 3.11-03
and 3.11-05). Clients are to have easy access to these documents without having to request them from staff. The Grievance
and Appeal posters and the Problem Resolution Request Forms and Appeal Process Handouts must be available in the
threshold languages as required by the State. The appeal process applies only to Medi-Cal mental health dlients. These
documents and posters are avallable from the CBHS Supply Room, 1380 Howard Street, 2nd floor, 415-255-3913,

Contact Grievance Officer, Office of Quality Management, at 415-255-3632.
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HIPAA Poster (NEW)

Effective FY15-16 there are new HIPAA posters. Providers must take down the old posters and replace them with the new
posters in all six threshold languages. The posters must be exhibited by all programs in a location where clients are able to
view the posters, Posters are expected to be available in September 2015 from the CBHS Supply Room, 1380 Howard
Street, 2nd floor, by emailing this form.

Contact CBHS Supply Room at 415-255-3913,

Hours of Operation Posted and Attested

All programs shall post the hours of operation to inform the generai public and participants. When not open, the program
shall provide information conceming the availability of short-term emergency counseling or referral services, induding, but not
limited to, emergency teiephone services.

Monitoring and Invoice Backup Documentation

Programs shall have at the time of a BOCC site visit all source data (i.e. raw data, spreadsheets, reports, database printouts,
etc.) necessary to substantiate performance objectives (both process and outcome). For example, programs may not just
provide percentage of objective achieved, but must also provide the data and formulas used to calculate the objective
performance. Programs must also provide methodologies used by program to track units of service and unduplicated client
count for purposes of invoicing DPH.

Program Utilization Review Quality Committee MH

Each MH program will have a Program Utilization Review Quality Committee (PURQC) that meets regularly according to CBHS
policy. The deliberations of such committee will be recorded in PURQC meeting minutes to be kept in a PURQC Binder on
site. The Binder will contain the date and time of all meetings, the names of PURQC attendees, the list of case records
reviewed by dient name and BIS#, the dient's episode opening date and number of impairments, the name of the requesting
clinician, the number of hours requested and approved, and a summary of all actions taken by the PURQC. The PURQC is
responsible for monitoring the quality of chart documentation such as client signatures and ensuring that every dient has a
treatment plan that covers all planned mental heaith and medication services that are to be billed. The PURQC Binder must
be kept in a confidential and secure location and be kept in reverse chronological order for each fiscal year.

Contact Susan Esposito at 415-255-3441.

Timely Access Documentation

Outpatient treatment programs must comply with the relevant sections of the Timely Access Standard for outpatient
programs to ensure DPH's compliance with the California Department of Managed Health Care as well as CBHS Policy 3.02-13

(download here).

Programs must be able to produce Daily Log(s) as outlined in the regulations for examination during a program monitoring
audit. It is permissible for multiple programs at the same street address to share one daily log for all programs located
there. Programs must also enter Timely Access into Avatar (see instructions here).

Contact Edwin Batongbacal for Adult/Older Adult at 415-255-3446.
Contact Ken Epstein for Children, Youth & Families at 415-255-3439.
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Vocational Training Opportunities Available

Program will make available to dients information regarding vocational opportunities available to them in the
community. Programs will have vocational training brochures available in common areas and/or post any community
vocational training opportunities on a client bulletin board.

Clinical Chart Checklist of Client Signatures

ABN Form for Medicare Clients

Federal law requires that all Medicare beneficiaries have in their chart a signed copy of the Advance Beneficiary Notice of
Noncoverage (ABN). This form must be completed only once during the dlient's episode of services; it is not completed
annually like other forms. This form must be in the chart even if the client has both Medicare and Medi-Cal. Clinicians should
list services not covered in box "D" for example, case management, crisis, residential stays, etc. Clinicians would then state in
the "Reason Medicare May Not Pay"(box "E") on the form that services are not a covered Medicare benefit. For many dients
with dual coverage of both Medicare and Medi-Cal some services will be covered by Medi-Cal when Medicare does not cover
them, i.e. case management and crisis. In box "F" for estimated cost, the dlinician can enter the word "unknown" because
the dinician may not be able to predict the actual number of various services nor their associated costs. The dlient must
choose an option in section "G". It is illegal to change this form in any way. The client must sign and date the form and be

given a copy, with a copy left in the chart. - Click here to see the ABN Form.
Contact Maria Barteaux, CBHS Billing Director, at 415-255-3536.

Accounting of Disclosures Log

Each chart must include the Accounting of Disclosures Log (MRD 10).
Contact Matt Flores, Medical Records, at 415-255-3487,

Acknowledgment of Receipt of Materials Form

At the opening of any new episode, clients must have written evidence in their dinical chart by signing the CBHS Form
BHRD84 - Acknowledgment of Receipt of Materials - that:

¢ They were informed of their HIPAA and privacy rights

@ They were informed about the grievance policy and procedures

e They were provided (if wanted by client) a copy of the "Guide to Mental Health Services"
e They received a copy of the latest "CBHS Provider List”

e They were provided (if wanted by dlient) materials about "Advance Health Care Directive"

This form is only required once per episode.

Contact Matt Flores, Medical Records, at 415-255-3487.

Other Chart Requirements Requiring Client Signature
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¢ Client signed Consent form.
¢ Client signed Medication Consent (if prescribing medication in the program).
o Client signed each Plan of Care (Treatment Plan) as required by modality regulations.

Release of Information for Billing

Every client must have in the chart an "Authorization to Release Information for Billing and Assignment of Benefits"
form. This is required in order that CBHS is able to bill for the client's services to third-party payers such as Medicare,
Medi-Cal, or any other insurance carrier. This form must be completed annually. Click here to see the Form.

Contact Maria Barteaux at 415-255-3536.
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CEHS CHART REVIEW & PROGRAM COMPLIANCE SITE VISIT MONITORING DATA COLLECTION FORM FY 14-15

MENTAL HEALTH & SUBSTANCE ABUSE TREATMENT SERVICES

1. Prepare for Site Visit

Agency Name

Contact Person

Program Name(s)

Program Code(s)

Compliance Manager

Date of Site Visit

2. Tour Premises and Check

Are the following items present in client accessible area(s)?

Yes

N/A

Findings/Recommendations/Improvements

» Grievance, Appeal & HIPAA Posters in Threshold
Languages

0
0§

|

¢ Grievance Forms & Envelopes

 Participant’s Rights (SA only)

¢ Hours of Operation Posted

e Consumer Handouts Available

e PURQC Binder (MH only)

» Vocational Training Opportunities Available

¢ Backup Invoice Documentation

Ooooo|o o
Oioyoooga .

aoog|oa| o

3. Review Administrative Binder

Does the Administrative Binder include the following for the
FY being monitored?

=z
(=]

Yes

N/A

Findings/Recommendations/Improvements

o CBHS Policy and Procedures Table of Contents (Electronic
Bookmark Acceptable)

DPH Privacy: Designation of Privacy Official

DPH Privacy: Proof of Annual Staff Training

DPH Privacy: Proof of Annual User Security Agreement

Harm Reduction Policy

Cal/OMS Training Policy

¢ ANSA/CANS Training/Certification Policy and Proof of Staff
Annual Certification (as applicable)

» Sliding Fee Scale (SA Programs)

» Transitional Youth Activity

o ADA Form

¢ Quality Assurance Plan and Activities

» Client Satisfaction Survey & Analysis

+ Emergency Response Plan

Oio|o|ojgjo)  ojoiogooy d
Oo|o|o|Ooo] oooooia) o

aig|o|o|jgioy glojo|ojoig) o

updated: Mar 22, 16

Page 1 of 5

Last




Does the Ao istrative Binder include the following for the
FY being monitored?

Yes

JA

Findings/Recommendations/Improvements

e Cultural Competency Staff Report

¢ Fire Clearance — Current & Valid

+ Latest Program Monitoring and Plan of Action (if
applicable) !

e Waiver from any SFDPH policy or procedure, if applicable
o Transgender and LGBTQ Youth Sensitivity Training :

¢ Compliance Officer

ool Oe)g
ooa) Ojmo

oo oyaa

4. Review Client Charts & PURQC

Last updated: 3/22/2016

Client ID Clinician dates on last 3 Client Signed |[Acknowledgement|Release of] Medication ABN Form for HIPAA Form
TPOCs Signatures Consent of Receipt of Info for | Consent Signed |Medicare Clients Signed
| Materials Signed | Billing -
Signed
< .m b2 (o} W © 70} (=] 0n (o] A/n (7] o [72] o]
o = S L < R e < = > £
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Page 2 of 6




HIV HEALTH SERVICES (HHS) AND HOUSING & URBAN HEALTH (HUH) GENERAL FUND
SITE VISIT MONITORING DATA COLLECTION FORM FY 15-16

1. Prepare for Site Visit

Agency Name Program Name
Contract Compliance Date of Site Visit
Manager

Agency Attendees

2. Premises Tour & Checklist

<
[1]
7]

Are the following present? N/A Findings/Recommendations

¢ ARIES Data Collection and Evidence of Data
Entry

e Board of Director Roster and Minutes'

o Grievance, HIPAA Notices, and Participant’s
Rights Posted?

O OO 0O
O OO0 OF
]

e HIPAA Compliance and DPH Privacy (client
information kept in locked area, no client
information left in public view, etc.)®

¢ Hours of Operations Posted and Information ] L] L]
about short-term emergency counseling

e Informing and Promotional Materials aboutHIV | [] | (] | [J
services and eligibility requirements for
program

¢ Personnel Policies (must include all elements L] ] ]

listed on page 12 herein)

'DPH Boilerplate: The Board roster must be made available that includes a consumer member of the Board.

2 HUH programs do not need to use the CBHS HIPAA posters, but should describe how health information is kept private. Program shall have participant's
program rights posted in public view. For HUH-contracted programs, the grievance procedure should also include contact information for the HUH SOC.

3 See DPH Privacy/HIPAA Policies: https://www.sfdph.org/dph/comupg/oservices/medSvs/HIPAA/staffmemos.asp



3. Review Administrative Binder

Does the Administrative Binder include the
following for the FY being monitored?

Yes

No

N/A

Findings/Recommendations

o Admissions Criteria & Denial of Service Policy

L]

o Affordable Care Act (ACA):

Evidence to encourage clients to enroll in Medi-

Cal (“vigorous pursuit” of ACA eligibility
required by HRSA)

» Americans with Disabilities Act (ADA) Form

e Billing and Collection Policy

« Client Satisfaction Survey* including
documentation of the percentage of clients
satisfied from among those that were surveyed

For the
Client
Satisfaction
Survey:

[ | Survey
Tool was
used.

[ ] Responses
were analyzed
and reviewed
by staff.

] Were program
changes made?
(changes not required).

e Code of Ethics and Standards of Conduct:
Policy governing employee conduct

e Compliance Program: Compliance Officer
Designated and Attestation signed by Board of
Directors

» Eligibility Policy and Procedure: program has a
policy and procedure that establishes client
eligibility every 6 months

 Emergency Response Plan
(not required of out-of-county contractors)

Ll

L

L

4 All programs must assess client satisfaction annually. A copy of the tool (questionnaire) used by the program needs to be in the Administrative Binder as well as
documentation of the analysis and evidence of discussion with staff. Collect Client Satisfaction Survey Findings for Section IV of the Monitoring Report.

Last updated; 3/10/2016
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Does the Administrative Binder include the Yes | No | N/A Findings/Recommendations
following for the FY being monitored?

o Fire Clearance®

¢ Grievance Policy (must include all elements
listed on page 12 herein)

¢ Harm Reduction Policy

OO 0 O
O 0O o
OO 0O O

» Infection Control, Health and Safety (Universal
precautions about bloodborne pathogens)

s Latest Program Monitoring and Plan of Action, if
applicable®

O
[
[

If there was a [_|Submitted/
POA, select Completed
implementation/ | [_JSubmitted/
submittal status | Partially
Completed

[ INot Submitted

e Memorandum of Understanding (MOUs and/or | [] | [] L]
Letters of Agreement): Must be current and not
expired

¢ Monitoring and Invoice Backup OO &
Documentation: Examine the program’s
methodology for computing and
substantiating UOS used to generate invoices

to DPH
o Organizational Chart Ot L]
e Privacy and Data Security and System Access | ] | [] | ]

Compliance: Privacy Officer designated and
Attestations by Board of Directors

’> Program should use the following links to obtain a fire clearance: http:/sf-fire.org/inspections and http://sf-fire.org/sites/default/files/FileCenter/Documents/4109-
Request%20for%20Referral%20Inspection%20to%20Grant%20Fire%20Clearance %20-%20F orm %20%28Sept%202015%29.pdf
6 Program shall keep a copy of the latest Program Monitoring Summary and Findings in the Administrative Binder.

Page €12
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Does the Administrative Binder include the Yes | No | N/A Findings/Recommendations
following for the FY being monitored?

]
]

¢ Quality Assurance Plan and Activities []

0
U

¢ Staff Training Logs (minimally must have L]
Privacy, Compliance, and Transgender, and
LGBTQ Youth Sensitivity, if program serves
youth)

e Subcontractor Contracts

¢ Trauma Informed Systems Training (civil
service and hospital-based programs only)

¢ Updating Program Profiles: Evidence in binder
that profile was updated

¢ Veterans Policy

0o O O O
OO 0O O 0
OO 0O 0O O

¢ Waiver from any DPH policy or procedure, if
applicable’

4. Review Performance (Outcome) Objectives

Outcome Objectives

1. Objective

Documentation

Score (0-5) Findings/
Recommendations

2. Objective

7 If a Waiver (exception to any policy/procedure) is requested, BOCC will review and approve at site visit. If approved, keep a copy of the approved waiver in the
Administrative Binder.

Page 4 of 12
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City and County of San Francisco Duane Einhorn|
Edwin M. Lee, Mayor 1380 Howard Street
Department of Public Health San Francisco, CA 94103
Community Programs Email: duane.cinhorn@sfdph.org
Business Office Contract Compliance Unit Phone 925 262-7584

Date

Contractor Contact Name

Contractor Title

Contractor Agency Name

Mailing Address

City, State Zip

Subject: Citywide Fiscal and Compliance Monitoring of Current Contracts/Grants for
[Contractor] for Fiscal Year 15-16

List of Contracts Reviewed:

City Department & Contract/Project Name
piw Department & Contract/Project Name
City Department & Contract/Project Name

Dear [Contractor Contact]:

Your organization has been selected for a standard fiscal and compliance site visit, in accordance with the
Citywide Nonprofit Monitoring and Capacity Building Program. This monitoring visit is proposed for
[Date] at 9:30 a.m. and will be conducted at the above-noted location. The purpose of the monitoring
program is to support nonprofit contractors to implement sustainable financial practices and achieve greater
mission impact.

The monitoring will focus on fiscal and compliance oversight of the above-listed contracts, and will include
an analysis of accounting records and other supporting documentation for a two-month period. If necessary,
we may request to review the general ledger, bank statements and cancelled checks for the selected months.
We will disclose the two months we have selected for review on the day of the actual monitoring. However,
if you would like to have more advance notice, you may contact me within two days of the site visit, and I
can let you know the exact months at that time.

New in FY15-16:

In preparation for FY15-16 monitoring, City departments have made certain updates to the Standard
Monitoring Form (attached), including additional guidance on how the standards will be applied. The
changes are intended to provide greater consistency and insights into the fiscal and operational health of
nonprofit contractors. While some changes in the standards are more stringent, others provide more
flexibility for contractors. Some of the standards added as pilots or best practices in FY14-15 have been
retained as such in the current year. In these cases, if the standard is not met, it will be documented in the
Monitoring Report Letter to track nonprofit fiscal and operational health, but it will not be considered a
“finding” and will not require corrective action. A summary of the major changes to the Standard
Monitoring Form and a contractor FAQ are attached.

We will review the following documentation during the monitoring visit. To save time on-site, please
provide the indicated items by email by [date prior to site visit].




Provide in Advance:

a

]
=]
a

Agency-wide budget — please provide a detailed budget showing expenditures by program.
Budget should also include a one-year cash flow projection.

Cost allocation plan
Most recent audited financial statement
Financial reports, including balance sheets and statement of activities within the last four months

Provide On-Site:

d

O o0 Do

(]

OO0 oooao

0o D

a

a

Most recent 990 tax form

Fiscal policies and procedures manual

Three most recent audited financial statements (e.g., FY14-15, FY13-14 and FY12-13)
Timesheet template

DE 9, DE 9C, and 941 filings for the two most recent quarters with Social Security number deleted
or blacked out

Current Board roster

Articles of Incorporation and Bylaws

Personnel policies and procedures manual
Emergency operations plan

American with Disability Act policy and procedures

Registered DUNS Number (Data Universal Numbering System), required of all nonprofit
contractors receiving federal or state funds, including funds passed through city government as
grants or contracts. Registration is free: http://fedgov.dnb.com/webform

Subcontract agreements, if applicable

Licenses, if applicable

Board minutes from the following meetings over the past twelve months:
= One meeting during which the organization’s most recent budget was approved
*  One meeting during which the organization’s most recent audit was reviewed
* Two meetings when financial reports were shared with the Board

*  One meeting during which the Board made a decision on a City and County of San Francisco
contract

® Two meetings that were open to the public
* One meeting when recruitment of new members was discussed
*  One meeting when the Board conducted a review of the Executive Director

Written policy on public access to records (find a sample at the Controller’s Office website, here:
http://sfcontroller.org/modules/showdocument.aspx?documentid=6639)

Governance Review — Board of Directors Best Practices Checklist (details below)

Governance Review — Board of Directors Best Practices Checklist: Please describe how each item in the
checklist is addressed (see attached), and be prepared to discuss at the site visit. While these governance
best practices will not be considered “findings,” they will be documented in the Monitoring Report Letter
to track non-profit governance health.

Please make sure you have all documentation available and accessible to City staff on the day of the site
visit. City staff may request additional documentation while on-site, such as supporting documentation for
invoices reviewed or paperwork illustrating internal controls are being followed. Please review the attached
Standard Monitoring Form carefully to ensure you are prepared for the visit.



The Controller’s Office offers an array of resources aimed at nonprofits and specific to this monitoring
process (e.g., sample personnel policies). Visit www.sfcontroller.org/nonprofits to find documents and
training guides designed to support your agency in meeting the standards outlined in the attached
monitoring form.

If you have any questions regarding this monitoring, please contact me at 925 262-7584.

Sincerely,

Duane Einhormn
Department of Public Health

ccC:

Attachments:

Standard Monitoring Form

- Summary of FY15-16 Changes to the Standard Monitoring Form
- FAQ for Nonprofit Contractors in the Joint Monitoring Pool

- Governance Review Checklist






Citywide Nonprofit Monitoring and Capacity Building Program

NONPROFIT CONTRACTOR FiscAL & COMPLIANCE REVIEW
STANDARD MONITORING FORM

Contractor Name:

City Contracts Reviewed:

Department / Program Contract Name and Description

For City Staff Use Only — Please indicate how this form is being used:

[_] Self-Assessment Submitted by Contractor: Send form to Contractor to complete and submit for review;
maintain file copy with lead department.

Submit by: Submit to:
(Due Date) (Name, Title, Department)

[:l Site Visit Conducted by City Staff: Complete this form for use in writing up Monitoring Report Letter;
maintain file copy with lead department.

Date of Visit: Time Started: Time Ended:

Name Department/Division

Assigned lead for this monitoring

Additional staff (if applicable)

SIGNATURES

Lead Department Monitor Signature & Title Date

SELF ASSESSMENTS ONLY: I, the authorized representative for the contractor mentioned above, state that the information
provided on this form is true and correct to the best of my knowledge.

Contractor Representative Signature & Title Date

Standard Fiscal and Compliance Monitoring Form, FY15-16
Page 1 of 14
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/ am Reporting Unit: 1 Featment Satisfaction Survey

Pro,
yd

Right justify, no blanks please

Date When Survey Was Offered to Client:

If Blank Indicate Reason:

rogram Name: O Refused O Impaired O Language O Other
Please answer these questions based on the Last 6 Months of service at this program. If you have
not been here that long, just answer based on the services you have received so far. If the question is
about something you have not experienced, choose “Not Applicable”
Your answers must be able to be read by a computer. Therefore, please use a pen, fill in the circle
completely, and only choose one answer for each question.
EXAMPLE: Correct @ Incorrect x g
Strongl Iam . Strongly Not
_Agei:g Y| Agree Neutral Disagree Disagree (Applicable
1. T felt welcomed hete. O @) @) o 0] O
2. I'like the services offered here. O O O O O o
3. I'would recommend this agency to a friend or o o o o o 0
tamily membet.
4. Services were available when I needed them. @) O O O @) O
5. Staff treated me with respect. o 0] o O O O
6. Staff spoke to me in a2 way I understood. O O O O O O
7. Staff gave me enough time in my treatment sessions. O O @) o o O
8. I chose the treatment goals with my provider's help. O ) O O O o)
9. Staff were sensitive to my cultural o o o o o o
backeround (race. religion. language. etc)
10. I was able to get all the help/services that I o o) o o e} o)
needed.
11. The location was convenient (public transportation, ¢ 0O 0o e} 0O 0O
distance, parking, etc).
Comments:
Please answer the following questions:
I answered these questions for: O Myself O My Child
Complete the following information about this person;
Age Range 005 0612 01317 018-25 O 26-35 O 36-45 O 46-55 O 56+
Gender O Female O Male O Transgender O Decline to Answer
Ethnicity (Please mark all that apply)
O American Indian / Alaskan Native O Asian O Black / African American O Mexican/Latino
O Native Hawaiian / Other Pacific Islander O White / Caucasian O Other O Unknown
46636

E Thank you for taking the time to answer these questions!






SAN FRANCISCO MENTAL HEALTH PLAN
GRIEVANCE PROCESS
For All Clients in Mental Health and Substance Abuse Programs within Community Behavioral Health Services

|
You are encouraged to informally resolve your concerns by speaking with the program directly. The grievance process is a formal
way for you to express any dissatisfaction about your services that is not one of the problems covered by the Appeal and State Fair

Hearing processes. You have the option at anytime and without reprisal to use the formal grievance process provided by the San
Francisco Mental Health Plan (SFMHP).

Here are the steps to the SFMHP grievance process:

You or a representative acting on your behalf may file a grievance, preferably by using the Grievance Form (CBHS 316).

Representatives may include, but are not limited to: staff, family members, friends, other clients, trained advocates or legal
representatives.

If your representative is not employed through the SFMHP, confidentiality will be protected by your authorized disclosure and your
representative’s signed confidentiality agreement.

You may also seek assistance from Behavioral Health Access Center (415-503-4730) or from the Office of Cultural Competence &
Client Relations (415-255-3422).

You may file a grievance in person, by phone or via US Mail:

In person or by phone: Via US Mail:

Officer of the Day Grievance Officer

Behavioral Health Access Center (BHAC) Office of Quality Management
1380 Howard Street, 1st floor 1380 Howard Street, 2" Floor
San Francisco, CA 94103 San Francisco, CA 94103
415-503-4730 or 1-800-750-2727 -OR-

TDD: 1-888-484-7200 postage-paid envelope

You will receive a written acknowledgement of receipt of your grievance. The Grievance Investigator will make every attempt to
contact you. The investigator will not have any prior involvement regarding your issue and will have appropriate clinical expertise if
your grievance concerns clinical issues.

A written decision will be sent to you or your representative within 60 calendar days from the date of receipt. The time frame may
be extended up to 14 days if requested by you or if the SFMHP determines an extension to be in your best interest.

The Grievance Officer (415-255-3632) will provide information on the status of your grievance upon request by you or your
representative.

CBHS 315 Rev 1/11 English



Problem Resoluti equest Form
-complete this form and mail in the postage-paid envelope to file a grievance, appeal, or expedited appeal-

Client Information:

Name . Date of Birth

Address

Phone/E-mail Best way to reach me

| wish to file (choose one): [ *Grievance [J *Appeal [ *Expedited Appeal (*see grievance/appeal handout for requirements)

My problem or concern is about the following program or provider:

Description of problem or concern:

What | would like to have happen:

| authorize the following person to act on my behalf (optiona)
| understand that | will not be subject to discrimination as a result of filing a grievance or appeal, or requesting a State Fair Hearing.
Signature of client or legal guardian Date
Signature, if not m_mrsmn_ by the client or legal guardian Date

FOR OFFICE USE ONLY

. Date received O Grievance O Appeal O Expedited Appeal Oral report received by File Number .
. Acknowledgement lettermailedon __________ Assignedto _ __ _~ orRefeedto_ _
CBHS 316 San Francisco Mental Health Plan, Behavioral Health Services Rev 7/14 English

Office of Quality Management, 1380 Howard Street, 2™ Floor, San Francisco CA 94103



City and County of San Francisco

Department of Public Health
COMMUNITY BEHAVIORAL HEALTH SERVICES
A DIVISION OF COMMUNITY PROGRAMS

BEHAVIORAL HEALTH SERVICES (MH)

CHART REVIEW PROTOCOL
FY

PROGRAM Name/RU# CLINICIAN: Reviewer:

Review DATE:

CLIENT Name: BIS#: Review Period:

DRAFT NOTES ARE NOT CONSIDERED FINALIZED/VALID

l. ASSESSMENT: Assessment and Annual Assessment Updates

®ENING DATE: MM/DD/YYYY:
-.OSING DATE: MM/DD/YYYY:
Assessment Date: (no later than 60 days of opening) Completed:

Annual Assessment Update: Completed:
Completed:

Yes No

N/A

1. Case has an included primary DSM Diagnosis that meets medical necessity.
(Mental Health Plan Contract, Exhibit A, Attachment 1)
Primary Diagnosis:

2. Assessment justifies diagnosis by stating current symptoms and behaviors
(including frequency, severity and duration) listed in DSM criteria. (CCR, title 9,
chapter 11, section 1830.205(b)(1)(A-R)

3. As aresult of the mental disorder (a) client has a significant Impairment in life
functioning, or (b) client has the probability of significant deterioration in an area
of life functioning, or (c) (For EPSDT only) child/youth will not progress
developmentally as individually appropriate. (CCR, title 9, chapter 11, section
1830.205(b)(1)(A-R).

4. Is there a completed assessment (all sections filled out)? (Mental Health Plan
Contract, Exhibit A, Attachment I)

Confidential and Privileged for Quality Improvement and Risk Management Purposes per Evidence Code #1157.6,
W&t Code 4070, 4071 & 5328 and per Attorney-Client and Physician-Patient Privilege,

Not to be place in Chart.




5. Signature of LPHA clinician, co-sign by staff other than LPHA with credential? (. (N d
(CCR, title 9, chapter 11, section 1810.254).

Feedback/Comments on ASSESSMENT: U oK J Improvement Needed

See last page for feedback/comments on Assessment.

ll. TREATMENT PLAN OF CARE

1. Initial Treatment POC Date: (completed within the 60 days of episode opening prior to any planned services).
(Mental Contract, Exhibit A, Attachment |)

Completed Date::
Annual Treatment Plan of Care Update:
Dates:

Yes No N/A

2. Objectives and interventions address the identified functional U a d
impairment(s) and symptoms? (CCR, title 9, chapter 11, sections
1830.205(b)(2)(A-C) and 1830.210)

3. Objectives are specific, quantifiable and/or observable? (State method of a Q a
measurement from current baseline to goal.) (CCR, title 9, chapter 11, section
1810.205.2)

4. Interventions are clearly listed in addition to modality and duration?
(Mental Health Plan Contract, Exhibit A, Attachment )

5. Client Signature and Date is on Treatment POC, OR a progress note
explaining why it is not? (note if any significant time lapse)

6. If no client signature, does clinician show continuous attempt to obtain it?
(Document in progress notes.) (CCR, title 9, chapter 11, section 1810.205.2)

7. Signature of the staff/clinician w/ credential & Date on Treatment POC?
(Mental Heaith Plan Contract, Exhibit A, Attachment i)

8. Co-signed if signed by staff other than LPHA? (CCR, title 9, chapter 11,
section 1810.205.2)

9. Goals and interventions vary from year to year? (CCR, title 9, chapter 11,
section 1810.212)

0O O 0O O 0O o o
O 0O 0O O 0O O o
0 O 0O O 0O o o

10. Is there documentation that a copy of the Treatment POC was offered?
(CFR, title 42, section 438.10(d)(2)

Confidential and Privileged for Quality Improvement and Risk Management Purposes per Evidence Code #1 157.6,
W&I Code 4070, 4071 & 5328 and per Attorney-Client and Physician-Patient Privilege,

Not to be place in Chart.



PROGRESS NOTES: THIS SECTION 1S A GUIDE FOR WHAT IS TO BE INCLUDED IN EACH PROGRESS NOTE.

& Upon reading each progress note the reviewer is to ensure that every note includes the items listed below and is to

write comments/feedback to the clinician on margins of printed copies of progress notes about the specific items that are

not met. Other noteworthy feedback should also be given here including praise, suggestions on how to improve the note,
note is too long, etc.

$ Program MUST BACK OUT the billings of notes (on “services report”) that:
1) are not covered by a Treatment Plan for the review period; 2) are non-billable/administrative functions performed;
3) do not have an associated progress note to the POC; 4) contain an egregious flaw.

BACK OUT (BO) & specific deficiencies must be listed on “services report” next to the service claimed.

L #at the end of the review, Directors will receive copies of all of the progress notes pages with reviewer’s
comments and copies of the “services billed reports” with any back outs that need to be made.

PROGRESS NOTE GUIDE for what is to be included in each progress note:
‘ Yes No

1. Note co-signed by LPHA when necessary? (Mental Health Plan Contract, Exhibit A, u a
Attachment |)
2. Note documents INTERVENTION and clinical decisions? (Mental Health Plan Contract, g a
Exhibit A, Attachment 1)
3. Note documents evidence of client’s RESPONSE to interventions? (Mental Q Q
Health Plan, Exhibit A, Attachment I)

Note stands alone & addresses medical necessity/impairments/symptoms? (CCR, title a a
., chapter 11, section 1810.204)
5. Note addresses issues listed on Treatment POC and documents progress, or lack of, a a
toward tx goals? (CCR, title 9, chapter 11, section 1810.205.2
6. Note documents PLAN (dates of follow-up appointments/next focus/homework, etc.) a a
(CCR, title 9, chapter 11, section 1810.212)
7. Non-billable services: Admin/clerical functions: fax/left message/no shows cannot be a d
billed (may be listed, but cannot be claimed, or may have non-billable code). MUST BACK
OUT (note “BO” on Services-Billed” report). (CFR, title 32, section 438.10(d)(2)
8. Note matches the appropriate pracedure/billing code? (i.e. case management or collateral.) Q d
(Mental Health Plan Contract, Exhibit A, Attachment 1)
9. Is there a trend or pattern of cloning progress notes? (Mental Health Plan Contract, a a
Exhibit A, Attachment |)

Confidential and Privileged for Quality Improvement and Risk Management Purposes per Evidence Code #1157.86,
W&I Code 4070, 4071 & 5328 and per Attorney-Client and Physician-Patient Privilege,

Not to be place in Chart.



.

MEDICATION SERVICES:

1) Medication Consent:

2) MD: Assessment (Psychiatric Evaluation Form)

3) MD: Plan of Care

Confidential and Privileged for Quality Improvement and Risk Management Purposes per Evidence Code #1157.6,
W& Code 4070, 4071 & 5328 and per Attorney-Client and Physician-Patient Privilege,

Not to be place in Chart.



DAY TREATMENT INTENSIVE/REHABILITATION

Yes

No

N/A

1. Review weekly schedule and log:

A) Have Day Treatment Intensive or Day Rehabilitation services been
provided in accordance with regulatory and contractual
requirements? .
NOTE: The MPH shall retain the authority to set additional higher

or more specific standards than those set forth in the
MHP Contract, provided the MHP’s standards are
consistent with applicable state and federal laws and
regulations and do not prevent the delivery of medically
necessary Day Treatment Intensive and Day
Rehabilitation.

> For Day Treatment Intensive: Staff whose scope of practice
Includes psychotherapy.

> For Day Rehabilitation: Staff who is a physician, licensed/
waivered/registered psychologist, clinical social worker, marriage
and family therapist, or professional clinical counselor, registered
nurse, or mental health rehabilitation specialist.

B) Do Day Treatment Intensive or Day Rehabilitation programs
include all the following required services components?

Daily community Meetings;
1. Required service components including requirements for
community meetings
2. Day Treatment Intensive must include psychotherapy.

Therapeutic Milieu;

Process Groups;
1. documentation of the specific times, location and assigned
Staff, who is licensed/waivered/registered.

- Skill-building Groups; and
1. Required and qualified staff.

- Adjunctive Therapies?
NOTE: Psychotherapy does not include physiological interventions,
Including medication intervention.

NOTE: Day Rehabilitation may include psychotherapy instead of
process groups, or in addition to process groups.

Confidential and Privileged for Quality Improvement and Risk Management Purposes per Evidence Code #1157.6,

W&l Code 4070, 4071 & 5328 and per Attorney-Client and Physician-Patient Privilege,

Not to be place in Chart.




* Review the MHP’s written documentation standard guidelines.

e Review the Written Weekly Schedule for:

a) Required service components including requirements for
community meetings and Day Treatment Intensive
psychotherapy.

b) Required and qualified staff.

¢) documentation of the specific times, location, and assigned
staff.

NOTE: Community meetings must occur at least once a day and
have the following staffing:

A. For Day Treatment intensive: Staff whose scope of practice
includes psychotherapy

B. For Day Rehabilitation: Staff who is physician,
licensed/waivered/registered psychologist, clinical social
worker, marriage and family therapist, or professional
clinical counselor, registered nurse, psychiatric technician,
licensed vocational nurse, or mental health rehabilitation
specialist.

C) Attendance:
- Is there documentation of the total number of
minutes/hours the beneficiary actually attended the
Program?
1) date of service
2) date of documentation was entered in the beneficiary record

- If the beneficiary is unavoidably absent:

1) is the total time (number of hours and minutes)
beneficiary actually attend the program for that day
documented;

a) Documentation of attendance in the total number of
minutes/hours.

2) is the beneficiary present for at least 50 percent of the
scheduled hours if operation for that day; and

a) For Half Day: The beneficiary received face-to face
services a minimum of three (3) hours each the
program was open.

b) For Full-Day: The beneficiary received face-to-face
services in a program with services available more than
four(4) hours per day.

3) is there a separate entry in the medical record
documenting the reason for the unavoidable absence?

a) If the beneficiary unavoidably absent and does not

obC oo

(]

00 OO0

O

U

o0 OO

Confidential and Privileged for Quality Improvement and Risk Management Purposes per Evidence Code #1 157.6,
W&I Code 4070, 4071 & 5328 and per Attorney-Client and Physician-Patient Privilege,

Not to be place in Chart.




attend the scheduled hours of operation, there is a
a separate entry in the medical record documenting
the reason and the total minutes/hours of actual
attendance.

NOTE: Breaks between activities, lunch and dinner do not count toward
the total continuous hours of operation for purposes of determining
minimum hours of service.

| ER—

IS THERE EVIDENCE THAT THE DAY TREATMENT WAS AUTHORIZED BY THE COUNTY (EVERY 6 MONTHS)? (Usually
fax from County authorizer).

Confidential and Privileged for Quality Improvement and Risk Management Purposes per Evidence Code #1157.6,
W&l Code 4070, 4071 & 5328 and per Attorney-Client and Physician-Patient Privilege,
Not to be place in Chart.
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