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Purpose
The purpose of this training program is to ensure that all staff at Family First Homecare complete annual training on key topics related to participant safety, critical incident management, complaint resolution, compliance with department policies, and fraud and abuse prevention. This training is designed to enhance the skills and knowledge of employees and ensure they comply with applicable laws and regulations.

Training Program Overview
The training program consists of six modules that must be completed annually by all staff. Each module will cover essential areas related to participant care, safety, and compliance, with assessments and follow-up actions to ensure staff competency.

Module 1: Abuse and Exploitation Prevention
Objective
To educate staff on recognizing and preventing abuse and exploitation of participants, and the proper steps to take when abuse or exploitation is suspected.

Content Overview
Definitions of abuse (physical, emotional, financial, sexual) and exploitation.
Recognizing the signs of abuse and exploitation (e.g., physical injuries, emotional withdrawal, financial irregularities).

Reporting responsibilities for suspected abuse or exploitation under 55 Pa. Code §52.17.
Preventive measures staff can take to protect participants from harm.

Training Activities
Case studies on recognizing different types of abuse.
Role-playing scenarios for reporting suspected abuse to the Compliance Officer or Service Coordinator.

Assessment
Staff will complete a quiz on the definitions, signs, and reporting requirements of abuse and exploitation.

Follow-Up
Supervisors will monitor staff interactions with participants and provide feedback during regular performance reviews.
Module 2: Critical Incident Reporting
Objective
To ensure staff understand how to identify, report, and respond to critical incidents, including the requirements for timely submission of incident reports.

Content Overview
Definition of critical incidents under 55 Pa. Code §52.17, including death, serious injuries, hospitalizations, abuse, neglect, exploitation, and medication errors.
Steps to report critical incidents to the Compliance Officer and through the EIM (Enterprise Incident Management) system.

Timeframes for reporting within 24 hours for initial notification, and submission of a full written report within 48 hours.

Training Activities 
Demonstration of the critical incident reporting process using the EIM system.
Group discussion on real-life examples of critical incidents.

Assessment
Staff will complete a quiz on identifying and reporting critical incidents.

Follow-Up
Regular audits of incident reports to ensure timely and accurate reporting.

Module 3: Participant Complaint Resolution
Objective
To ensure staff are familiar with the complaint resolution process and understand their responsibilities in addressing participant concerns.

Content Overview
Steps for recording and responding to participant complaints.

Timelines for addressing complaints and escalating unresolved issues.

Documentation requirements for complaints, including actions taken and participant satisfaction.

Training Activities
Case studies on resolving different types of participant complaints (e.g., quality of care, communication issues).

Role-playing scenarios for handling participant complaints in a respectful and timely manner.



Assessment
Staff will complete a written exercise on handling and documenting a participant complaint.

Follow-Up
Supervisors will review participant feedback during quarterly meetings and address any trends in unresolved complaints.

Module 4: Department Policies
Objective
To ensure staff understand and comply with the agency’s department policies, including participant care, staff conduct, and compliance with state regulations.

Content Overview
Review of key agency policies, including personnel conduct, participant rights, service delivery standards, and emergency procedures.

Responsibilities of staff in following the policies and reporting any violations.
Updates on any new policies or revisions to existing policies.

Training Activities
Presentation on the agency’s department policies.
Group discussion on the importance of compliance and adherence to these policies.

Assessment
Staff will sign an acknowledgment form confirming that they have reviewed and understood the department policies.

Follow-Up
Periodic spot checks and audits to ensure that staff are adhering to agency policies.

Module 5: Provider’s Quality Management Plan
Objective
To provide staff with an understanding of the agency’s Quality Management Plan and their role in ensuring quality services for participants.

Content Overview
Overview of the Quality Management Plan, including goals and objectives for improving service delivery.
Key performance indicators (KPIs) used to measure quality, such as participant satisfaction, compliance with care plans, and incident response times.

Staff responsibilities in supporting the agency’s quality improvement initiatives.

Training Activities
Presentation on the Quality Management Plan and the agency’s KPIs.
Workshop on how staff can contribute to continuous quality improvement.

Assessment
Staff will participate in a group exercise to identify areas for improvement based on recent performance data.

Follow-Up
Regular staff meetings to review performance metrics and discuss areas for improvement.

Module 6: Fraud and Financial Abuse Prevention
Objective
To educate staff on recognizing and preventing fraud and financial abuse of participants, as well as the agency’s protocols for reporting and addressing fraud.

Content Overview
Definition of fraud and financial abuse, including examples of common fraudulent activities in healthcare (e.g., overbilling, misuse of participant funds).

Signs of financial abuse (e.g., sudden changes in participant spending, missing financial documents).
Reporting procedures for suspected fraud or financial abuse.

Training Activities
Case studies on detecting and reporting financial abuse.

Role-playing scenarios on how to approach and report suspected fraud to the Compliance Officer.

Assessment
Staff will complete a quiz on identifying and reporting fraud and financial abuse.

Follow-Up
Regular audits of financial records and participant transactions to identify potential cases of financial abuse.


Training Program Logistics
Delivery Method
The training will be delivered in a classroom setting, zoom or DocuSign for in-person staff and via web-based modules for remote staff.

Each module will last approximately 1-2 hours, with a total of 12 hours of training required to complete all six modules.



Training Schedule
The training program will be conducted annually, with all staff required to complete the program by the end of the calendar year.

New hires will be required to complete the program within their first 90 days of employment.
Tracking and Documentation:
1. Attendance and completion of each module will be tracked via the agency’s Learning Management System (LMS).
2. Staff must pass the assessments at the end of each module to receive credit for completion.
3. Certificates of completion will be issued to all staff who successfully complete the training program.

Evaluation and Continuous Improvement
Feedback Surveys
At the end of the training program, staff will be asked to complete a survey to provide feedback on the effectiveness of the training.

Annual Review of Training Content:
The agency’s Training and Development Team will review the training content annually to ensure that it remains up-to-date and aligned with current regulations and best practices.

Performance Audits
The Compliance Officer will conduct regular audits to ensure that staff are applying the knowledge gained from the training in their daily work. Any deficiencies will result in additional training or corrective action.
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