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LIMITATIONS ON USE OF THIS ADULT DAY CARE PROGRAM
MANUAL AND DISCLAIMER

The purpose of this Adult Day Care Program Manual is designed to provide guidance and
establish uniformity across the state in meeting the requirements of sections 192.2200, RSMo
to 192.2260, RSMo and 19 CSR 30-90 Adult Day Care Program Licensure related to the
provision of adult day care.

Nothing in this manual is intended to create nor does it create any enforceable rights, remedies,
entitlements or obligations. The Department reserves its right to change or suspend any or all
parts of this manual. This manual is constantly being revised so some of the information
contained may be outdated. This manual is intended for informational purposes only.

No part of this manual may be reproduced without the prior written consent of the Department of

Health and Senior Services, Division of Regulation and Licensure — Section for Long-Term Care
Regulation.
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GENERAL INFORMATION

Overview of Departments

IADULT DAY CARE PROGRAM LICENSURE |- regulated by the Department

Of Health & Senior Services (DHSS), Division of Regulation & Licensure-Section for Long-Term
Care Regulation (SLCR):

19 CSR 30-90.010 (1): An adult day care program is a group program designed to provide care
and supervision to meet the needs of five (5) or more functionally impaired adults for periods of
less than twenty-four (24) hours but more than two (2) hours per day in a place other than the
adult's own home.

A licensed adult day care (ADC) program must comply with all state, county, and city
requirements. Occupancy and business permits must be obtained, if required by the county or
city in which the center will conduct business in. These permits must be obtained prior to an
initial inspection being conducted by the DHSS for licensure.

After approval of an application to operate an ADC program, an initial inspection will be
conducted at the ADC program. If the program is in compliance with all licensure regulations
during that inspection, the center will receive a license to begin operating.

If you are an ADC provider who does not receive any Medicaid reimbursement you are required
to adhere to the regulations outlined in 19 CSR 30-90 and the statutory laws outlined in Chapter
192, RSMo.

® If you have an Alzheimer’s special care unit or program which provides a designated
separated unit or program for participants with a diagnosis of probable Alzheimer’s
disease or related disorder, to prevent or limit access by a participant outside the
designated or separated area; or that advertises, markets or promotes the adult day care
program as providing Alzheimer’s or dementia care services, providers are required to
comply with 198.515, RSMo — Alzheimer’s Special Care Services Disclosure.

®» \Weblinks:

DHSS-Division 30, Division of Regulation and Licensure, Chapter 90 Adult Day Care Program
Licensure:

http://www.sos.mo.gov/adrules/csr/current/19csr/19csr.asp
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Missouri Revised Statutes (RSMo):

http://revisor.mo.gov/main/Home.aspx

Refer To “OPENING AN ADULT DAY CARE PROGRAM” Flow Charts (pre-inspection, post-
inspection, and change of operator - see appendix)

| MEDICAID REIMBURSEMENT]

ADULT DAY CARE SERVICES - Overview DHSS Division of Senior & Disability Services,
Missouri Department of Social Services - MO HealthNet Division, and Missouri Medicaid Audit
and Compliance.

ADC services provide the continuous care and supervision of disabled adults in a licensed ADC
setting for up to ten (10) hours per day for a maximum of five (5) days per week. These
services include, but are not limited to, assistance with activities of daily living, planned group
activities, food services, client observation, skilled nursing services as specified in the
individual’s plan of care, and transportation. ADC services are provided by licensed ADC
programs enrolled as a MO HealthNet provider.

ADC services are available to Medicaid eligible participants who meet the nursing facility level of
care and have been approved to participate in the ADC Waiver or the Aged and Disabled
Waiver by the Department of Health and Senior Services, Division of Senior and Disability
Services (DSDS). The ADC Waiver and the Aged and Disabled Waiver are Home and
Community Based (HCB) Medicaid Waivers operated by the DSDS. In order for ADC providers
to be reimbursed by MO HealthNet, all ADC services must be prior authorized by DSDS.

ENROLLMENT AS A MO HEALTHNET ADULT DAY CARE PROVIDER

ADC programs must enroll with the Department of Social Services (DSS), Missouri Medicaid
Audit and Compliance Unit (MMAC) in order to be reimbursed for services provided to MO
HealthNet Waiver participants. Each location providing ADC services to MO HealthNet
participants must enroll with MMAC separately.

In order to enroll as a MO HealthNet Provider you must apply for a National Provider Identifier
(NPI). The Administrative Simplification provisions of the Health Insurance Portability and
Accountability Act of 1996 (HIPAA) required the adoption of standard unique identifiers for
health care providers and health plans. The purpose of these provisions was to improve the
efficiency and effectiveness of the electronic transmission of health information.
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The Centers for Medicare & Medicaid Services (CMS) has developed the National Plan and
Provider Enumeration System (NPPES) to assign these unique identifiers. Adult Day Care
programs may apply for an NPI at the following link:

https://nppes.cms.hhs.gov

Information regarding MO HealthNet enrollment forms and required information that must be
submitted to MMAC is located at the following link:

http://mmac.mo.gov/providers/provider-enrollment/home-and-community-based-services

Completed enrollment packets are submitted to MMAC at:
MMAC Provider Contracts

P.O. Box 6500

Jefferson City, MO 65102-6500

Fax (573) 751-5065

Upon receipt of the required documents MMAC will review and make a determination. On
average, it is approximately six (6) months from the time a proposal is submitted and the
provider can begin serving participants. This timeframe can take much longer depending on the
quality of the submitted information, the amount of additional or revised information that must be
submitted and the current workload of MMAC staff. The ADC will be notified via email if
additional information is needed or the application is finalized and approved.

If you have questions or need assistance completing the enroliment forms, please contact
Provider Contracts via email at: mmac.ihscontracts@dss.mo.gov.

Once an ADC program has been enrolled as a MO HealthNet ADC provider, the provider
information will be added to the MO HealthNet provider list. This provider will then be available
for selection by waiver participants who are determined eligible and authorized for ADC
services offered through the ADC Waiver or Aged and Disabled Waiver.

PRIOR AUTHORIZATION OF ADULT DAY CARE SERVICES

All ADC services must be prior authorized by the DSDS before services are provided in order to
be paid by MO HealthNet. The DSDS is responsible for the following activities: intake of
referrals, conducting assessments of nursing facility level of care and authorization of services
through person centered care planning.

In order to make an initial referral for ADC Services, contact DSDS by phone at: (866)
835-3505. Initial referrals will be processed with fifteen (15) business days.
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Requests for changes in a participant’s care plan for those participants already receiving adult
day care services must be made by contacting the appropriate Regional Evaluation (REV)
Team. The REV Teams can be located by accessing the following link:

https://health.mo.gov/seniors/hcbs/pdf/BHCS-EvalTeam.pdf

Information regarding prior authorized services may be found on the Home and Community
Based Services (HCBS) Web Tool. The HCBS Web Tool provides a web portal that gives HCB
providers access to a participants’ screening, assessment(s), and prior authorization(s) for
Medicaid funded HCBS. More information about the HCBS Web Tool may be found at:

http://www.health.mo.gov/seniors/hcbs/

ADC services are authorized and billed in units. Each unit represents a fifteen (15) minute block
of provided service. ADC services may be authorized up to ten (10) hours per day for a
maximum of five (5) days per week. No more than 8 units (two (2) hours) daily, of the
authorized units, will be reimbursed for transporting the participant to and from the facility.

MO HEALTHNET ADULT DAY CARE SERVICES — PROGRAM MANUALS

If you are an ADC provider who receives Medicaid reimbursement you are required to
comply with all regulations contained in 19 CSR 30-90 Adult Day Care Program Licensure
and the standards outlined in the applicable MO HealthNet ADC Waiver or Aged and
Disabled Waiver Manual.

/MO HealthNet enrolled ADC providers must be aware of program requirements as
provided in the program manuals. These manuals may be found as follows.

MO HealthNet Adult Day Care Waiver Manual:

https://mydss.mo.gov/media/pdf/adult-day-care-waiver/

MO HealthNet Aged and Disabled Waiver Manual:

https://mydss.mo.gov/media/pdf/aged-and-disabled-waiver-manual

PARTICIPANT ELIGIBILITY FOR MO HEALTHNET

The Department of Social Services, Family Support Division, determines eligibility for MO
HealthNet benefits. Information regarding eligibility and the application for MO HealthNet for the
Aged, Blind and Disabled is available at the following link:

https://mydss.mo.gov/healthcare
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Information regarding local Family Support Division offices is available under the drop down for
Food, Health Care and Family Care at the following link:

http://dss.mo.gov/offices.htm

The Division may be reached at (855) 373-4636 (7am to 6pm) or (800) 392-1261 for the
automated line.

EDUCATION FOR NEW MO HEALTHNET PROVIDERS

Valuable information for MO HealthNet providers can be found at the Provider Participation
page of the MO HealthNet website. You may browse this site to view Provider Frequently
Asked Questions (FAQs), Education and Training, Manuals, Bulletins and Hot Tips at the
following link:

http://dss.mo.gov/mhd/providers/

Provider representatives are available to train providers and other groups on proper billing
practices as well as educating them on MO HealthNet programs and policies. In order to
discuss training options, contact the provider education unit at (573) 751-6683, or email

at mhd.provtrain@dss.mo.gov. Scheduled training webinars and workshops are also available.

The following link provides dates, times, and locations of upcoming workshops:
https://dss.mo.gov/mhd/providers/education

BILLING MO HEALTHNET

Prior authorized ADC services provided for MO HealthNet eligible participants may be billed to
MO HealthNet. These claims are billed through the EMOMED system. EMOMED is accessible
at the following link:

https://www.emomed.com.

You must register for EMOMED access to bill electronically. For electronic billing assistance
you may contact Wipro Infocrossing Healthcare Services, Inc. Help Desk at (573) 635-3559 or
email address: internethelpdesk@momed.com. Providers may call or send an e-mail for help
in establishing the required electronic claims format, network communication, or assistance with
the MO HealthNet billing web site and other simple help tips.

Providers billing MO HealthNet for services are paid depending upon the financial cycle when
the claim was processed. A listing of the claims processing schedule is located at the following
link:

http://manuals.momed.com/ClaimsProcessingSchedule.html
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MO HEALTHNET PROVIDER COMMUNICATION

MO HealthNet providers may call the Interactive Active Voice Response System (IVR) at (573)
751-2896. The IVR provides answers to such questions as participant eligibility, last two check
amounts, and claim status using a touch-tone telephone. Anytime during the IVR options, you
may select “0” to speak to the next available specialist. Your call will be put into a queue and
will be answered in the order it was received. Providers should utilize Provider Communication
as their first point of contact for inquiries, concerns, and questions regarding proper claim filing,
claims resolution and disposition, and participant eligibility questions and verifications.

Providers may send and receive secure e-mail inquiries through the MO HealthNet web portal
at EMOMED.com. Once you have logged on to the e-provider page, click on Provider
Communications Management to send inquiries, or questions regarding proper claim filing
instructions, claims resolution and disposition, and participant eligibility file problems. Providers
may send one inquiry per e-mail.

Written inquiries are also handled by the Provider Communications Unit and can be mailed to
the following address:

Provider Communications Unit
PO Box 5500
Jefferson City, MO 65102-5500

MO HEALTHNET PROVIDER REVIEW

MMAC, Provider Review Group is responsible for reviewing and monitoring statewide utilization
and program compliance of MO HealthNet providers. The Provider Review Group conducts post
payment reviews and investigates complaints regarding MO HealthNet Providers. These
reviews may be either at the providers’ facility or may be through desk review (where records
are requested through the mail).

Information regarding this process may be found at:
http://mmac.mo.gov/providers/provider-reviews/

DEVELOPMENTAL DISABILITIES (DD) MEDICAID WAIVER PROGRAM

(INDEPENDENT LIVING SKILLS DEVELOPMENT (ILSD)) - regulated by the
Department of Mental Health (DMH), Licensure and Certification Unit

Independent living skills development focuses on skill acquisition/development,
retention/maintenance to assist the individual in achieving maximum self-sufficiency. This
service assists the individual to acquire, improve and retain the self-help, socialization and
adaptive skills necessary to reside successfully in home and community-based settings. A
provider is not required to make services available in a stand-alone facility to provide this
service, but may choose only to provide the Home Skills Development and Community
Integration components of this service.
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Day services are provided at a stand-alone licensed or certified day program facility, which is
not physically connected to the individual's residence. Day services assist the individual to
acquire, improve and retain the self-help, socialization, adaptive, and life skills necessary at
home or in the community. Costs for transporting the individual from their place of residence to
the day program site are not included in the day service rate, and waiver transportation may be
provided and separately billed.

DMH Certification survey instrument website:

https://dmh.mo.gov/media/pdf/certification-survey-instrument NOTE: This survey instrument is
in the process of revision. Notification will be provided if this weblink address changes.

Code of State Regulations (CSRs) for DMH Certification - Chapter 5 - Standards for
Community-Based Services:

https://www.sos.mo.gov/cmsimages/adrules/csr/current/9csr/9c45-5.pdf

CSRs for DMH Licensure:

https://www.sos.mo.gov/cmsimages/adrules/csr/current/9csr/9c40-9.pdf Chapter 9 - Rules for

Day Programs Serving People Who Are Mentally Retarded and Developmentally Disabled

https://www.sos.mo.gov/cmsimages/adrules/csr/current/9csr/9c40-10.pdf Chapter 10 - Rules for

Day Programs Serving People Who Are Mentally Il or Mentally Disordered

4
DDn 't {)Orget :

If you are a provider dually licensed by both DMH and DHSS you are required
to adhere to all regulations contained in DMH regulations at 9 CSR 45-5 Certification* or 9 CSR
40-9 or 9 CSR 40-10 Licensing*, and DHSS regulations at 19 CSR 30-90 Adult Day Care
Program Licensure. When the regulation(s) conflict, the provider is required to comply
with the more stringent regulation(s).

In addition, you must comply with the standards outlined in the MO HealthNet Developmental
Disabilities (DD) Waivers Manual. *Clarification: A provider can apply for either certification of
a waiver service such as ILSD or a license for a business such as a Day Program. Since the
ILSD is a certified waiver service, providers must comply with the standards in 9 CSR 45-5. If a
business opens a Day Program for either the developmentally disabled or mentally ill the
business is required to apply for a DMH license and comply with the standards in 9 CSR 40-9 or
9 CSR 40-10.

DHSS-Division 30, Division of Regulation and Licensure, Chapter 90 Adult Day Care Program
Licensure: http://www.sos.mo.gov/adrules/csr/current/19csr/19csr.asp

Page |8


http://dmh.mo.gov/dd/provider/docs/certificationsurvey.pdf
https://www.sos.mo.gov/cmsimages/adrules/csr/current/9csr/9c45-5.pdf
https://www.sos.mo.gov/cmsimages/adrules/csr/current/9csr/9c40-9.pdf
https://www.sos.mo.gov/cmsimages/adrules/csr/current/9csr/9c40-10.pdf
http://www.sos.mo.gov/adrules/csr/current/19csr/19csr.asp
https://dmh.mo.gov/media/pdf/certification-survey-instrument

MO HealthNet DD Waivers Manual: https://mydss.mo.gov/media/pdf/aged-and-disabled-waiver-manual/

IF YOU WISH TO BECOME A PROVIDER THROUGH DMH CONTACT:
Office of Licensure and Certification

PO Box 687

Jefferson City, MO 65102

(573) 751-4024

\THE CHILD AND ADULT CARE FOOD PROGRAM (CACFP)| — administered
by the DHSS.

CACFP provides meal reimbursement to eligible adult day care centers. The target population
of this program is elderly and functionally impaired adults, 18 years of age or older and adults
60 years of age or older who are unable to live independently or perform activities of daily living.
Functionally impaired adults include victims of Alzheimer's disease and related disorders with
neurological and organic brain dysfunction, who are physically or mentally impaired to the extent
that their capability for independence and ability to carry out functions of daily living is markedly
limited.

Eligible facilities must serve meals meeting eligibility requirements; maintain accurate and
complete records; operate a nonprofit food service, train center personnel in program
requirements and operations; and collect income eligibility information on all participants
claimed as free or reduced.

ELIGIBILITY REQUIREMENTS

To participate in CACFP, an adult day care facility must be licensed by an approved state or
federal authority and be nonresidential. In other words, the same participants cannot be
maintained in care for more than 24 hours on a regular basis.

DHSS CHILD AND ADULT CARE FOOD PROGRAM WEBLINK:

http://health.mo.gov/living/wellness/nutrition/foodprograms/cacfp/adult care.php

The DHSS CACFP provides reimbursement for allowable meals served; provides technical
assistance on nutrition, food service operations, program management, and recordkeeping; and
reviews and monitors program services to ensure good nutrition for all enrolled participants. For
assistance, contact:

Community Food and Nutrition Assistance
Missouri Department of Health and Senior Services
PO Box 570

Jefferson City, MO 65102

Telephone: 573-751-6269 or

(Toll-free) 800-733-6251

Email: CACFP@health.mo.gov
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DHSS LICENSURE REQUIREMENTS

19 CSR 30-90.020 establishes the general licensure and application procedures, fees, and the
rights of applicants for licensure of adult day care programs. v'"REMINDER: Providers need to
review these requirements in their entirety

at: http://www.sos.mo.qgov/adrules/csr/current/19csr/19csr.asp

Refer To “OPENING AN ADULT DAY CARE PROGRAM” Flow Charts (pre-inspection, post-
inspection, and change of operator - see appendix)

Licensure requirements in this section include the following:
Who is required to be licensed;

Application documentation for submission;

Alzheimer’s special Care unit or program requirements;
Fee amount required;

Who is exempt from adult day care licensure;

DHSS review of application and investigation of applicants;
Regular license time frame;

Provisional license — issuance standards;

Licensure renewals;

Revocation of license;

Administrative Hearing Commission request;

License: non-transferable;

Application signature and notarization;

Exceptions granted to regulations

LA R B R B R R R R E R R R

(!

REMINDER: ADC programs receiving Medicaid waiver funding through DHSS or DMH
or federal reimbursements are also required to comply with those program requirements.

(1

[® When the regulation(s) conflict, the provider is required to comply with the more
stringent regulation(s).
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DHSS STAFFING REQUIREMENTS

19 CSR 30-90.040 establishes the minimum requirements for adult day care program staff, ratio
of numbers of staff to participants and staff training. v REMINDER: Providers need to review
these requirements in their entirety

at: http://www.sos.mo.qgov/adrules/csr/current/19csr/19csr.asp

Program staff requirements in this section include the following:

ADC provider responsible for assuring compliance with applicable laws and rules;
Program Director responsibilities and qualifications;

Direct care staff minimum age and qualification standards;

Volunteer qualifications;

Direct care staffing requirements;

Calculating staffing ratios;

Staff ability to perform job duties;

Direct care staff — free of communicable disease;

Written approval to return to duty after diagnosis of communicable disease;
Program Director -monitor health of employees;

Not employable due to abuse or neglect of patients;

Employee disclosure requirements;

Employee disqualification list — periodic checks-Family Care Safety Registry (FCSR);
Criminal background check requirements;

FCSR registration requirements for employees;

Provider requirements when using individuals listed on the EDL;

Good cause waiver requirements;

Cardiopulmonary resuscitation (CPR) and First Aid certification requirements, training
sources, renewals;

First Aid training requirements;

Staff orientation requirements;

In-service training requirements;

L A R B L R R R R R EEEEESEREERESEX.

(!

REMINDER: ADC programs receiving Medicaid waiver funding through DHSS or DMH
or federal reimbursements are also required to comply with those program requirements.

(1

[® When the regulation(s) conflict, the provider is required to comply with the more
stringent regulation(s).
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DHSS PROGRAM POLICIES AND
PARTICIPANT CARE

19 CSR 30-90.050 establishes the minimum requirements for operating an adult day care
program; providing care to participants; establishing and preserving certain rights of participants;
and requiring adult day care providers to have written program policies. v" REMINDER:
Providers will need to review these requirements in their entirety

at: http.//www.sos.mo.qgov/adrules/csr/current/19csr/19csr.asp

Program policies and participant care and rights requirements in this section include:

#

#* % ¥ % # # 4 8 B B B

(il

Admitting or continuing to care for participants;

Emergency medical plan standards;

Medical assessment requirements;

Individual plan of care requirements;

Communication with certain individuals;

Reporting abuse or neglect;

Offer certain services and requirements — activities of daily living; group activities; food
service; observation;

Optional services to offer and their requirements: transportation, counseling services;
rehabilitation services; medical services;

Participant rights requirements;

Advising participants and families of rights and polices requirements;

Posting of participant rights;

Written program description;

REMINDER: ADC programs receiving Medicaid waiver funding through DHSS or DMH
or federal reimbursements are also required to comply with those program requirements.

When the regulation(s) conflict, the provider is required to comply with the more
stringent regulation(s).
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DHSS RECORD KEEPING
REQUIREMENTS

19 CSR 30-90.060 establishes the minimum requirements for administrative, participant and
program records that an adult day care provider is required to maintain. v'"REMINDER:
Providers will need to review these requirements in their entirety

at: http.//www.sos.mo.gov/adrules/csr/current/19csr/19csr.asp

Record keeping requirements in this section include the following:
Administrative records requirements;

Individual participant record requirements;

Maintain program records

Time frame for record keeping;

LA

(il

REMINDER: ADC programs receiving Medicaid waiver funding through DHSS or DMH
or federal reimbursements are also required to comply with those program requirements.

[® When the regulation(s) conflict, the provider is required to comply with the more
stringent regulation(s).

DHSS FIRE SAFETY AND FACILITY PLANT
REQUIREMENTS

19 CSR 30-90.070 establishes the minimum fire safety, physical plant, and maintenance
requirements for buildings in which adult day care programs are operated. v'REMINDER:
Providers will need to review these requirements in their entirety

at: http.//www.sos.mo.gov/adrules/csr/current/19csr/19csr.asp

Fire safety and facility physical requirements section include the following:

Building construction requirements;
Space requirements;

Rooms provided and size;
Furniture;

Bed;

Equipment and supplies
Ventilation;

# M N
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fit

(1

Heating system;

Temperatures;

lllumination;

Plumbing;

Water supply;

Drinking water;

Toilets and handwashing sinks;

ADA compliance;

Rugs and floor coverings;

Maintenance;

Cleaning supplies;

Wastebaskets;

Pest free;

Approval from fire officials or comply with Life Safety Code;
Exits

Smoke detection

Fire extinguishers;

Written emergency plan;

Fire drills;

Responsibilities of fire drills and other emergency preparedness.

REMINDER: ADC programs receiving Medicaid waiver funding through DHSS or DMH
or federal reimbursements are also required to comply with those program requirements.

When the regulation(s) conflict, the provider is required to comply with the more
stringent regulation(s).

DHSS WEBSITE

By visiting www.health.mo.gov you can find information on:

# Adult Day Care Provider Directory

# Frequently Asked Questions

# Application for License to Operate an Adult Day Care Program
# Adult Day Care Program Manual
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ADULT DAY CARE PROGRAM - AT A GLANCE

For your ease, we have included this reference guide to assist you in the day-to-day

operations of your program.

WHO DO CONTACT FOR QUESTIONS ABOUT:

DEPARTMENT

TELEPHONE

EMAIL/WEB ADDRESSES

DHSS Quality Assurance Unit

= Informal Dispute Resolution
process

(573) 526-8608

Steven.Vest@health.mo.gov

DHSS Licensure & Certification Unit
= Opening an ADC program
= Licensing an ADC program
= Change of operator
= Location change
= Application changes (e.qg.,

hours, days)

(573) 526-8508

LTCapplication@health.mo.gov

DHSS Engineering Consultation Unit
= Preliminary floor plan review

(573) 526-8524

ECU@health.mo.gov

DHSS Regulation Unit
= Requesting an exception(s)
to ADC regulations - 19 CSR

(573) 526-8524

RegulationUnit@health.mo.gov

30-90
= Regulation questions — 19
CSR 30-90
DHSS- Community Food & Nutrition 800-733-6251 CACFP@health.mo.gov
Assistance (CACFP) (573) 751-6269

ELDER ABUSE & NEGLECT
HOTLINE

800-392-0210

https://health.mo.gov/safety/abuse/

Local Health Department
= Communicable disease
reporting
= Sanitation inspections

See weblink

http://health.mo.gov/living/lpha/lphas.php

Missouri Medicaid Audit &
Compliance (MMAC)
= Provider Enroliment
= Provider Review

(573) 751-3399

MMAC.ProviderEnrollment@dss.mo.gov

http://mmac.mo.gov/contact-us/

DSS-Family Support Division
= Medicaid eligibility inquiries
for participants

(855) 373-4636 (7am
to 6pm)

(800) 392-1261 for the
automated line.

https://mydss.mo.gov/

https://mydss.mo.gov/healthcare/apply

http://dss.mo.gov/offices.htm

MO HealthNet Division (MHD)
=  Provider communications

(573) 751-2896

N/A

DMH

= Licensure
= Certification

(573) 751-4024

https://dmh.mo.gov/dev-disabilities/
licensure-certification
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DHSS FREQUENTLY ASKED QUESTIONS

®» REMINDER: Providers need to review 19 CSR 30-90 requirements in their entirety
at: http://www.sos.mo.gov/adrules/csr/current/19csr/19csr.asp ADC programs receiving
Medicaid waiver funding through DHSS or DMH or federal reimbursements are also required to
comply with those program requirements.

MAY | BEGIN PROVIDING ADC SERVICES TO PARTICIPANTS BEFORE | AM LICENSED
BY DHSS?

You may provide services to no more than four (4) individuals in your ADC program without a
license.

IF | SUBMITTED AN APPLICATION AND MY FLOOR PLAN WAS NOT APPROVED FOR A
LICENSE, MAY | SUBMIT A NEW FLOOR PLAN FOR A DIFFERENT LOCATION, WITHOUT
SUBMITTING ANOTHER APPLICATION?

No. If you decide to change locations, you must submit a new application.

IF | DECIDE TO CHANGE LOCATIONS — MAY | USE MY CURRENT LICENSE FOR THAT
LOCATION?

No. A license to operate is only good for the location listed on the license. If you want to
change locations you must complete the entire application process PRIOR to moving
participants and operating in the new location.

| AM LICENSED BY DHSS AND DMH. SOME OF THE REQUIREMENTS ARE DIFFERENT
FOR EACH PROGRAM. HOW DO | KNOW WHAT REGULATION | SHOULD FOLLOW?

In order to be in compliance with both programs, you need to ensure that you are in compliance
with the most stringent requirements at all times. For instance, DMH regulation staffing ratios
are more stringent than DHSS regulation staffing ratios. In order to be in compliance with both
programs, you would need to staff with the higher ratios at all times.

ARE THERE ANY GRANTS AVAILABLE TO ASSIST WITH FUNDING FOR MY ADC
PROGRAM?

DHSS is not aware of any organizations available to assist with the completion of a proposal or
any grants available to defray the cost of starting a business.

HOW SOON AFTER | AM LICENSED WILL PARTICIPANTS BE PLACED INTO MY
PROGRAM?

State agencies do not place clients in ADC programs. We also do not recommend one ADC
program over another to participants.

HOW DO | CHANGE MY OPERATING HOURS ON MY LICENSE?

Please submit a letter requesting the change in hours, with the director’s signature, to Section
for Long-Term Care Regulation, Licensure and Certification Unit, P.O. Box 570, Jefferson City
MO 65102. A revised license will be sent to the ADC program.
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HOW DO | APPLY TO BE A MEDICAID PROVIDER FOR ADULT DAY CARE OR
AGED/DISABLED WAIVER SERVICES?

If an ADC wants to become a provider for ADC or Aged/Disabled Waiver Services, you will want
to do the following:

v’ Establish a National Provider Identifier number: https://nppes.cms.hhs.gov
v" Review Medicaid enrollment process and complete the enroliment package:

http://mmac.mo.gov/providers/provider-enrollment/home-and-community-based-
services/

v Questions, contact Missouri Medicaid Audit and Compliance (MMAC): 573-751-3399
Email: MMAC.IHSCONTRACTS@DSS.MO.GOV

WHERE DO | FIND OUT MORE INFORMATION ON THE ADULT DAY CARE FOOD
PROGRAM?

The Child and Adult Care Food Program (CACFP) provides meal reimbursement to eligible
adult day care centers. To determine if your center is eligible and/or to apply, review the
following information:

http://health.mo.gov/living/wellness/nutrition/foodprograms/cacfp/adult care.php

Questions, contact the Community Food and Nutrition Assistance program:
Telephone: 573-751-6269 or

(toll-free) 800-733-6251

Email: CACFP@health.mo.gov

CAN A LICENSED NURSE PRACTITIONER PERFORM THE MEDICAL ASSESSMENT AND
SIGN THE PHYSICIAN’S ORDERS IN LIEU OF THE PHYSICIAN?

If the licensed Nurse Practitioner is acting as the “physician’s designated agent”, then yes,
he/she can perform and sign the medical assessment: 19 CSR 30-90.050 (3).

No, a licensed Nurse Practitioner cannot sign physician’s orders in lieu of the physician: 19
CSR 30-90.050 (8) (D) B. Medications or treatments may not be administered without an
order signed by a licensed physician.

WHAT IS THE REQUIREMENT FOR A NURSE IN AN ADC PROGRAM?

In SLCR’s regulations related to ADC, there are specific regulations that indicate when an ADC
would need to have a nurse perform a duty. These include:

v" Reviewing modified diets every 6 months (if modified diets are provided at the ADC) -
can also be completed by a qualified dietician or the physician.

v Administration of medications/system of medication distribution or physician ordered
treatments, and communication with physician related to medication/treatments. 19 CSR
30-90.050 (8) (D).
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The ADC is also required to provide the appropriate type and number of personnel to care for
persons in their ADC, in accordance with their plan of care. If the plan of care required a
service that would be recognized as a nursing service (such as tube feeding, colostomy care,
etc) then the inspectors would review the participant’s plan of care to determine how this is
being implemented. Otherwise, in an ADC that offers medical services, the nurse would need to
be “available”, but that may or may not require him/her to be onsite at all times. Again, whether
a nurse is required to be physically onsite is dependent on the care needs and care plans of the
individual participants you serve.

WHO CAN PASS MEDICATIONS IN AN ADC?

19 CSR30-90.050 (8) (D): The licensed nurse shall be the only individual authorized to receive,
control and manage the medication and drug program. The licensed nurse shall be responsible
for the following:

1. A safe, effective system of identifying, handling and storing each participant’s
medications.

2. A system for administering and storing medications that is reviewed not less than
every ninety (90) days by a licensed nurse.

3. Administration of medications and treatments...”

Can a Certified Medication Technician or Aide (CMT or CMA)? No
Can a Level | Medication Aide? No
» Can a Physician or Pharmacist? Yes

VYV VvV

WHAT ASSOCIATIONS ARE INVOLVED IN ADULT DAY CARE PROGRAMS?

® The Missouri Adult Day Services Association (MOADSA)
2420 Hyde Park, Suite A

Jefferson City, MO 65109

(573) 634-3566

®m Missouri Alliance for Home Care (MAHC)
2420 Hyde Park, Suite A
Jefferson City, MO 65109
(573) 634-7772

8 Missouri Association of Rehabilitation Facilities (MARF)
205 E. Capital Ave., Suite 100
Jefferson City, MO 65101
(573) 635-1631

m Missouri Assisted Living Association (MALA)
2707B Hyde Park Rd.

Jefferson City, MO 65109

(573) 635-8750
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LeadingAge Missouri
3412 Knipp Dr. Suite 102
Jefferson City, MO 65109
(573) 635-6244

Missouri Association of Nursing Home Administrators (MANHA)
915 Southwest Blvd, Ste J

Jefferson City, MO 65109

(573) 634-5345

Missouri Health Care Association (MHCA)
236 Metro Dr.

Jefferson City, MO 65109

(573) 893-2060
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APPENDIX DOCUMENTS

(Includes SLCR ADC policies, forms, provider letters, emergency/disaster preparedness
templates, inspection checklists, ADC application, flow charts, regional maps, 19 CSR 30-90
regulations, ADC statutes)

# Adult Day Care Licensure Administrative Policies — SLCR
= 800.00 Adult Day Care Licensure
0 800.00A Application for License to Operate An Adult Day Care
801.00 Full Annual Inspection for Adult Day Care Programs
0 801.00A Inspection Report
o0 801.00C Inspection Checklist (MO-2657)
= 802.00 Second Inspections for Adult Day Care Programs
= 803.00 Adult Day Care Program Complaints
0 803.00A Timelines for Complaint Investigations
= 804.00 Assuring Compliance in Adult Day Care Programs
= 805.00 Adult Day Care Informal Dispute Resolution Conference
Adult Day Care Inspection Checklist -SLCR Adult Day Care Inspector's manual
Form letters sent to providers during inspection process — SLCR
=  Accepted Plan of Correction
= Inspection, No Deficiencies
= Plan of Correction Not Received
» Rejected Plan of Correction
= Revisit
= Statement of Deficiencies
Opening an Adult Day Care Program (pre-inspection) Flow Chart — SLCR
Opening an Adult Day Care Program (post-inspection) Flow Chart — SLCR
Change of Operator - Adult Day Care Flow Chart -SLCR
Tuberculosis Flow Chart for Employees — SLCR
Emergency Preparedness Template — example
Disaster and Emergency Preparedness Checklist - example
Regional Map — SLCR
Regional Map — DSDS
Regulations 19 CSR 30-90 Adult Day Care Program Licensure
Statutes 192, RSMo. — Adult Day Care Program (reformatted by SLCR)
Statutes 198.515, RSMo. — Alzheimer’s Disclosure information documents required

# ¥

LB R R R R R R R R R
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ADMINISTRATIVE POLICY AND PROCEDURE MANUAL

SECTION FOR LONG-TERM CARE REGULATION

Effective: 2/23/07 SECTION VI
Revised: 2/23/07 POLICY #800.00

Adult Day Care Licensure
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Policy approved by: Date:
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POLICY: Adult Day Care (ADC) Licensure Requirements

As required by Section 660.403, RSMo, the Missouri Division of Regulation and Licensure
(DRL) Section for Long-Term Care Regulation (SLCR) shall review applications for ADC
programs to ensure the applicant has completed the application process; and SLCR shall
conduct the inspections needed to license ADC programs that meet the minimum standards
for insuring the health and safety of the participants.

19 CSR 30-90.010 DEFINITIONS

1.  Applicant means any person, corporation, partnership, association or organization
which has submitted an application to operate an ADC program, but has not yet been
approved and issued a licensed or provisional license by SLCR.

2. Program director means the individual person responsible for the on-site general
administration of the ADC program.

PROCEDURE

1. Application Process

e The applicant applying for an ADC program license must request an application
packet from the SLCR Licensure and Certification Unit.

e SLCR Licensure and Certification Unit will send a packet to the applicant. The
packet consists of an Application for Licensure to Operate an Adult Day Care
Program (Form MO-580-2738 (2/07) provided by SLCR (See Attachment A) and
instructions for the applicant to submit a fee and floor plan with the application
form.

e Central office staff shall review the application for completeness, determine if
the floor plans meet the standards for approval and inform the regional office
manager or his or her designee that the application for a license has been filed.

2. Initial Inspection Process
e Regional office staff shall 1) receive a written confirmation of the approved
application from central office; 2) contact the program director/ designee to
confirm that the program is ready to be inspected; and 3) schedule the inspection
with the program director/ designee.
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Regional office staff shall conduct the initial inspection as soon as possible, but
no later than within three weeks of contact with the operator or program director.
The initial inspection process shall include a licensure inspection for compliance
including the decision-making and exit conference procedures as outlined under
Policy #801.00, as applicable.

If the ADC is newly built, regional office staff shall assure that any requirements,
placed on the building by the Engineering Consultation Unit Manager or his/ her
designee are met prior to or at the time of the initial inspection.

When it has been determined that the program is in compliance with all
regulations, the program shall be issued a regular license not to exceed two years.

3. Licensure Program Inspections

Regional office staff shall conduct at least two inspections of each licensed ADC
program per fiscal year. Inspections must be scheduled on dates that ensure one
inspection is conducted for each half of that fiscal year. At least one of these
inspections shall be unannounced.

Every effort must be made to reduce predictability in the inspection process,
including scheduling the inspections in a different month than was done the
previous year.

4, Re-licensure

For re-licensure, an inspection shall be conducted within ninety (90) days prior to
the expiration date of the current license.

5. Provisional Licenses

As required by Section 660.403 (6), RSMo, SLCR may issue a provisional
license to an ADC program that is not currently meeting all requirements for a
license but which demonstrates the potential capacity to meet full requirements
for license; except that no provisional license shall be issued unless the
Engineering Consultation Unit Manager or his/ her designee is satisfied that the
operation of the ADC program is not detrimental to the health and safety of the
participants being served. The provisional license shall be nonrenewable and shall
be valid for the period designated by SLCR, which period shall not exceed six
months from the date of issuance.

When the program director/ designee has determined that the program meets all
provisions of the regulations, he or she shall contact the SLCR regional manager
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or SLCR regional manager’s designee to arrange a revisit to review for
compliance.

e Upon issuance of a regular license, a day care program’s provisional license shall
immediately be null and void.

6. Change of Operator
e When an application is received for a change in operator, the Licensure and
Certification Unit will issue a new regular license after verifying the following:
1) The Licensure and Certification Unit has an approved application; 2) SLCR
staff have conducted a licensure inspection of the program within the prior ninety
(90) days and found the program in compliance; and 3) There are no outstanding
deficiencies or complaint investigations that are likely to result in noncompliance.
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MISSOURI DEPARTMENT OF HEALTH AND SENIOR SERVICES
DIVISION OF REGULATION AND LICENSURE
SECTION FOR LONG TERM CARE REGULATION

APPLICATION FOR LICENSE TO OPERATE AN ADULT DAY CARE PROGRAM

RETURN COMPLETED APPLICATION AND APPLICATION FEE TO: DO NOT WRITE IN THIS SPACE
Division of Regulation and Licensure L1 New Facility ] Renewal
Adult Day Care Licensure Program/Fee Receipt Unit [] Change of Owner
P.O. Box 570 PROVISIONAL LICENSE NO. ISSUED

Jefferson City, MO 65102-0570

IN ACCORDANCE WITH THE REQUIREMENTS OF SECTIONS 660.400 THROUGH 660.420 RSMO REGULAR LICENSE NO. ISSUED
(2000) AND 19CSR 30-90.080, AN APPLICATION IS HEREBY MADE FOR LICENSURE TO
ESTABLISH, CONDUCT OR MAINTAIN AN ADULT DAY CARE PROGRAM AS: (CHECK ONE)

[] Free Standing Adult Day Care Program [EFFECTINE DA EMPIRAIION 2=
[] Associated Adult Day Care Program

List Name of Associated Organization: DATE FEE RECEIVED AMOUNT
PROGRAM CAPACITY CHECK/MONEY ORDER NUMBER

1. FEE SCHEDULE — CHECK LICENSE CAPACITY REQUESTED
[] 8 or Fewer - $25.00 [ 1 9 through 16 - $50.00 [117 through 24 - $75.00 [] 25 or more - $100.00

2. NAME OF ADULT DAY CARE PROGRAM TELEPHONE NUMBER COUNTY (OR CITY OF ST. LOUIS)

C )

ADDRESS OF ADULT DAY CARE PROGRAM

3. IF A CHANGE OF OWNERSHIP, FORMER NAME OF ADULT DAY CARE PROGRAM

4. TYPE OF PROVIDER OF THE ADULT DAY CARE PROGRAM (CHECK ONE)

Governmental Not-For-Profit Proprietary
O city ] Religious Organization ] Individual
[ County [] Corporation ] Partnership
[] state ] Other: [] Corporation
5. NAME OF PROVIDER TELEPHONE NUMBER COUNTY (OR CITY OF ST. LOUIS)

( )

ADDRESS OF PROVIDER

6. NAME, ADDRESS AND PERCENTAGE OF OWNERSHIP OF ANY INDIVIDUAL OR ENTITY WHO OWNS AN INTEREST OF FIVE PERCENT (5%) OR MORE IN THE LAND,
STRUCTURE(S), MORTGAGE OR OTHER OBLIGATION, OR LEASE ON WHICH AN ADULT DAY CARE PROGRAM IS BEING CONDUCTED. INDICATE WHETHER THIS
OWNERSHIP INVOLVES LAND, STRUCTURE(S), MORTGAGE OR LEASE.

7. NAME OF ADULT DAY CARE PROGRAM DIRECTOR

8. HAS THE PROGRAM, PROVIDER DIRECTOR OR ANY CORPORATE OFFICERS, DIRECTORS OR HOLDERS OF FIVE PERCENT (5%) OR MORE STOCK OR OWNERSHIP
EVER BEEN CONVICTED OF A MISDEAMOR RELATING TO THE OPERATION OF AN ADULT DAY CARE PROGRA,M, LONG-TERM CARE FACILITY OR OF ANY FELONY?

[ Yes J No

If yes, list the person’s name and type of conviction:

9. Fire Safety and Facility Physical Requirements (for all initial licensure applications only):

For Free Standing Adult Day Care Programs submit a diagram of the building that houses the adult day care program. This diagram shall be
labeled to show exits; fire extinguishers; smoke detectors and room use, such as dining, crafts, quiet room, therapy or offices. This diagram shall give
exact measurements of the area to be used for the adult day care program.

For Associated Adult Day Care Programs submit a diagram of the designated space for the adult day care program. This diagram shall show the
portion set aside for the adult day care program including office space; dining area; quiet area; craft area; general adult day care meeting area or
therapy. This diagram shall give exact measurement of the area used for the adult day care program and also show the locations of exits or
entrances for day care; fire extinguishers; and other fire safety features, such as pull stations and smoke detectors.

10. IS AN ALZHEIMER’S SPECIAL CARE UNIT/PROGRAM A PART OF THIS CENTER?

L] Yes ] No
If yes, then it is required MO Form 580-2637 (2-07), Alzheimer’s Special Care Services Disclosure Form, be submitted with this
application.

MO 580-2738 (2-07)



11. The fee must be submitted with this application. Enclose a check or money order ONLY payable to the Missouri Department of
Health and Senior Services.

| hereby affirm that |, as an individual, or the operating corporation or partnership for which | sign, have adequate financial resources to
properly construct, equip and operate the adult day care program referred to in this application, and hereby authorize the division to
obtain information from third parties verifying this.

| further affirm that | have read, understand and agree to abide by the provisions of sections 660.400 through 660.420, RSMo (2000),
and the Adult Day Care Program Licensure rules of the Division of Regulation and Licensure — specifically, 19 CSR 30-90.010 through
19 CSR 30.90.080.

| further affirm that | understand that | am eligible for a license only if the program and the provider are in compliance with the law and
the regulations thereunder, and that a license may be revoked at any time that the facility, provider or operator fail to comply with such
laws and rules.

| further affirm under the penalties of perjury, that all documents and information required by the division to be filed pursuant to this
application are true and correct to the best of my knowledge and belief and that all required documents are either included with the
application or are currently on file with the division.

APPLICANT'S SIGNATURE DATE
MUST BE SIGNED
IN THE PRESENCE PRINT OR TYPE NAME TELEPHONE NUMBER
OF NOTARY ( )
NOTARY PUBLIC EMBOSSER OR STATE COUNTY (OR CITY OF ST. LOUIS)
BLACK INK RUBBER STAMP SEAL
SUBSCRIBED AND SWORN BEFORE ME, THIS USE RUBBER STAMP IN CLEAR AREA BELOW.
DAY OF YEAR
NOTARY PUBLIC SIGNATURE MY COMMISSION
EXPIRES

NOTARY PUBLIC NAME (TYPED OR PRINTED)

MO 580-2738 (2-07)
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POLICY: Inspection Procedures in Adult Day Care Centers

The Missouri Division of Regulation and Licensure (DRL) Section for Long-Term Care
Regulation (SLCR) is required by Section 660.407, RSMo, to conduct at least two inspections
per year of Adult Day Care (ADC) programs, at least one of which shall be unannounced to
the operator or provider. SLCR staff shall document the inspection process using the Adult
Day Care Inspector Notes Worksheets. At the completion of the process, SLCR staff shall
also prepare, review and submit the completed inspection packet to the Central Office
Licensure and Certification Unit.

19 CSR 30-90.010 DEFINITIONS

Program director means the individual person responsible for the on-site general
administration of the adult day care program.

PROCEDURE

1. Off-Site Preparation
A. The Off-Site Preparation shall include a review of the files for the following:
e Copy of the last inspection report.
e Any complaints to be investigated. (Refer to Complaint Policy #803.00).
e Copy of the floor plan, as applicable.
e Information showing whether or not the program site is located within an organized
municipality with local fire codes.
Computer generated map and/or directions to the program site.
e Names of participants included for review at last inspection (might be listed on the
inspection report).
e Information that the program is either freestanding or associated with a long-term
care facility.

B. SLCR regional staff shall assemble the following forms, documents, and equipment:
e ADC Inspection Report (Form MO-580-2655 (2/07) (See Attachment A).
e Inspection Report Continuation (Form MO-580-2656 (2/07) (See Attachment B)
e ADC Inspection Checklist (Form MO-580-2657 (2/07) (See Attachment C).
e ADC Inspector Notes Worksheets (See Attachment D).
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e A copy of the current employee disqualification list.
e Appropriately calibrated thermometer(s) and other equipment, as applicable.
e Copy of the adult day care state regulations.

2. Entrance Conference
A. Upon arrival at the program site, regional office staff shall ensure that he/she is wearing a
Department of Health and Senior Services (DHSS) identification badge. The badge shall
be worn throughout the inspection process.

B. Upon arrival, regional staff shall introduce him/herself to the program director/designee,
and request the number of participants currently at the site, the number of participants
enrolled in the program, and the names of staff /volunteers currently on duty. The
entrance conference shall include the following:

e A brief explanation of the purpose of the inspection and brief description of the
procedure and expected time frames;

e A brief summary of the areas included in the inspection, i.e. tour, participant care,
activities and rights reviews, including record review; inspection of kitchen area and
food service, as applicable; environment, fire safety and general sanitation reviews.

C. Regional office staff shall provide the program director/designee the inspection check list
(See Attachment C) and ask him/her to assemble the listed information for SLCR review
as follows:

e Personnel records for both paid and volunteer staff, as applicable, including employee
disqualification list and criminal background checks, documentation that staff are free
of communicable disease, and current certifications in first aid and CPR;

e Names and social security numbers of all program employees and volunteers who
may have contact with participants;

e A list of names of all volunteers utilized by the program who have recurring contact
with participants and little opportunity for supervision (e.g. a van driver, manicurist,
therapy assistant);

e Copies of contacts with agencies that provide outside services such as physical and
occupational therapy (for the purpose of EDL/CBC review this would include
agencies providing staff who have direct contact with participants);

e Menus of meals planned for the current week and a record of meals actually served in
the past four weeks;

e Schedule of planned daily, group activities and records of activities actually
conducted during at least the last four weeks;

e Daily attendance log for participants;
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e Current program site inspection reports from the local health authority including
catered food services and local fire department (as applicable); and

e A copy of the written emergency disaster plan for assuring safety of participants, staff
and volunteers in case of fire or other disaster, including the written planned schedule
for periodic checks for fire extinguishers and for smoke detector batteries, as
applicable, and a copy of written plan for fire/ disaster drills and any available
documentation.

In addition, regional office staff shall request the following information be assembled for
review if the information will not be available within individual participant records:
e Copy of information given to participants/families on admission to the program,
including information regarding discontinuing services and resolving grievances;
e Alist of participants’ date of entry into the program, the days of the week that each
participant typically uses the services of the program site and the payment source; and
e Emergency medical plan

D. Regional office staff shall inform the program director/designee that following a brief tour,
SLCR staff will select specific participant records for review.

3. Program Site Tour
A. Regional office staff shall begin touring the program site as soon as possible after the
entrance conference. The tour should be appropriate to the size of the site.

B. Regional office staff should greet as many participants as appropriate.

C. Regional office staff shall tour all participant-use areas of the program site and note
participants with special/high care needs for possible inclusion in the review sample.

D. At the conclusion of the tour, regional office staff shall select a participant sample that
includes, if available, a newly admitted (within the last four weeks, if possible, or since the
last inspection) participant. The sample should also be representative of the number of
participants enrolled in the program and any identified concerns. The sample size shall be:

e Twenty five per cent (25%) of the participant enrollment averaged to the nearest
whole number,_modified as follows:

e If the average is less than three, a minimum of three (3) participants shall be
selected, if three are available; or

e |f the average is greater than eight, a maximum of eight (8) participants shall be
selected; or
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A sample appropriate to investigate a specific focused area.

4. Program Site Inspection
Regional office staff shall document on the ADC Inspector Notes Worksheets the observations,
interviews and record review which include the date, time and place and persons involved in
the observations, interviews and notes taken from the record review. These notes become part
of the official inspection packet. The inspection shall include the following areas:

A. Physical Environment and General Sanitation
Regional office staff shall conduct a review of the physical plant to ensure a safe, functional
and sanitary environment for participants. During the tour and throughout the inspection,
regional office staff will make observations of the physical environment to determine if the
program site complies with the physical plant requirements in 19 CSR 30-90.070. Regional
office staff shall follow up on any observations of potential violations with interviews and
review of pertinent records.

B. Fire Safety
In order to ensure compliance with fire safety regulations in 19 CSR 30-90.070, regional
office staff shall inspect the following fire safety equipment/issues:

Fire alarm systems, as applicable;

Sprinkler systems, as applicable;

Smoke detectors;

Fire extinguishers;

Exit requirements;

Emergency lighting, as applicable;

Range hoods, as applicable;

Documentation of the local fire authority’s most recent review; and
Other requirements, as applicable.

Regional office staff shall interview program staff regarding safety equipment and ask staff
to describe how it works and what he/she would do in an emergency situation. The fire
safety portion of the inspection shall include review of fire drill records and emergency
procedures and interviews of staff/volunteers to assess their familiarity with procedures and
equipment, as well as their training in response to emergencies. Documentation of required
inspections (i.e. smoke detectors and fire extinguishers checked monthly) shall be
reviewed. Regional office staff shall also review the written plan for assuring the safety of
participants, staff and volunteers, developed by the program staff in consultation with state
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or local fire authorities, to ensure the plan complies with the standards set forth in 19 CSR
30-90.070 (2) (D).

C. Participant Care Review
Regional office staff shall review participant records and care in order to determine if the
program site is meeting the participant care standards as set forth in 19 CSR 30-90.050.
Specifically, regional office staff must determine if the program is meeting the needs of its
participants. Regional office staff shall observe and talk with participants and interview staff.
Regional office staff shall review each sampled participant’s record to ensure it includes at
least the following:

e Written plan which assures transportation to a hospital or other type of facility
providing emergency care;

e A written, signed agreement granting permission to transport the participant for
emergency care to a designated facility;

e Emergency telephone contact numbers;

e Written medical assessment and physician’s orders written prior to first day of
program participation and signed by the physician within five working days of the
first day of participation;

e Written plan of care developed within five contact days following the entry of the
participant into the adult day care program. The plan shall be based on the functional,
social, medical and psychological needs of the participant. The plan shall identify the
regularly scheduled days for attendance, including arrival and departure time. The
plan shall be reviewed at least every six months and modified as necessary;

e Monthly documentation regarding the participant’s functional and psychosocial
status;

e Documentation regarding any accident, injury or illness and emergency procedures
taken, as applicable; and

e Regional office staff shall review sampled participants’ care plans to determine if the
program is providing for the participants’ needs in accordance with the plan of care.

D. Medication Handling and Storage
e Regional office staff shall determine if there is a safe and effective system for
handling and storing participants’ medications. Participant care review shall include
determining whether the sampled participant is responsible for handling his or her
own medications or if the adult day care provider is responsible for storing and
administering the participant’s medications.
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e Regional office staff shall review each sampled participant’s medication orders and
determine if the participant has medication ordered during the time he or she uses the
services of the program.

e Regional office staff shall review, as applicable, for appropriate medication
administration documentation and talk with the resident, as appropriate, and program
staff to review the participant’s medication needs. A licensed nurse is required to
dispense medications and receive physician’s phone orders. If the program does not
employ a full time nurse, SLCR staff must determine if a nurse is available at all
times and on site when required.

e The medication review shall include if the medication storage is safe and secure, to
ensure the participant’s physician medication orders are followed, a review of the
written record of medications administered, and an observation of the medication
administration, when possible.

E. Kitchen Sanitation and Dietary
Regional office staff shall determine whether or not program staff prepares meals on the
premises. Regional office staff shall review the kitchen and food storage and preparation
area, as applicable, and determine if staff are meeting required sanitation requirements. If
meals are prepared off-site, regional office staff shall obtain information showing where
food is prepared and catered and document that information. Regional office staff shall
also determine if program staff are following physician’s dietary orders for sampled
participants and assuring the availability of meals and supplemental snacks in accordance
with individual care plans. Regional office staff shall document such information on
inspection notes worksheets.

F. Record Keeping
Regional office staff shall review personnel records or other records and talk with staff
regarding training and certification as applicable to determine if training and certification
requirements are met in regards to participant care and emergency response.

G. Participants Rights
Regional office staff shall verify that the program is protecting the rights of its participants
as set forth in 19 CSR 30-90.050 (9) — (11).

e Regional office staff shall speak with selected participants in order to determine if
he/she perceives any problems with participants’ rights or treatment by staff during
the hours he/she uses the services of the program.

e Regional office staff shall observe the interaction between staff and participants.

e Regional office staff shall interview program staff regarding his/her knowledge of
participants’ rights.
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e Regional office staff shall review information given to participants/families on
admission to the program including criteria for discontinuing services and resolving
grievances.

5. Decision Making

¢ Regional office staff shall review inspection findings to determine any regulatory
violations. Regional office staff shall maintain an ongoing dialog with program site
staff regarding findings.

e As needed, Regional office staff shall consult with the Regional Manager or his/ her
designee, who will contact the Engineering Consultation Unit Manager or designee, if
necessary, regarding regulatory violations.

e Regional office staff shall prepare any participant and/or staff rosters, as applicable for
the Exit Conference.

6. Exit Conference
Regional office staff shall notify the ADC program director as far in advance as practicable of
the expected time of the Exit Conference and keep the program director/ designee informed of
any schedule changes. The following items, as applicable shall be discussed during the exit
conference:

A. If deficiencies are cited: Regional office staff shall restate the purpose of the inspection
visit and the date of the process, and

e State the regulatory grouping of the noncompliance and reason for the citation.

e Inform the program director/designee that he/she will receive a letter and a Statement
of Deficiencies from the regional office within ten (10) working days of the Exit
Conference. (See Compliance Policy #804.00)

e Explain that the letter will state the outcome of the inspection and request the director
submit a plan of correction including time frames of that action.

e If the program director disagrees with any item voiced during the exit conference, this
should be discussed immediately for clarification. If he/she still disagrees with
inspection findings, regional office staff shall inform the program director that
concerns may be discussed with the regional office manager/designee.

B. If no deficiencies will be recommended: Regional office staff shall restate the purpose of
the inspection/date and inform the program director that regional office staff will not be
citing deficiencies. Regional office staff will also inform the program director/ designee
that within ten (10) days of the Exit Conference, regional office staff will notify the
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program director/ designee by letter that no deficiencies were cited as a result of the
inspection.

Regional office staff will complete and sign the Inspection Report Form and request that
the program director/designee also sign the Inspection Report Form. Regional office staff
will leave a copy of the ADC Inspection Report Form with the program director/designee.

If deficiencies are cited, regional office staff shall document deficiencies on the DHSS
forms in the ASPEN database.

E. Anevent ID will be created in the ASPEN database for each inspection regardless whether
or not violations are cited.

7. Notification of Inspection Results

SLCR regional staff or Central Office staff, as applicable, will ensure that the completed and
signed ADC Inspection Report Forms, ADC Inspector Notes Worksheets and other applicable
forms are forwarded to the Licensure and Certification Unit in the inspection packet within
thirty (30) days of the completion of the process (See Policy #804.00).

8. Revisits

A post -inspection revisit shall be completed to verify that deficiencies cited during a prior

inspection or complaint investigation are corrected. Regional office staff will input the revisit
findings into the appropriate fields in the ASPEN database.
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DIRECTORS NAME DESIGNATED ASSISTANT
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PROGRAM POLICIES & PARTICIPANT CARE REQUIREMENTS & RIGHTS (19 CSR 30-90.050)
