Family First Homecare
Exclusion Screening Policy

Effective Date: 06/01/2025
Revision Date: _______________________________
Approved by: ________________________________
Signature: ___________________________________
Applies to: All staff, contractors, and volunteers involved in participant care

Purpose
The purpose of this policy is to ensure that Family First Homecare complies with federal and state regulations by conducting initial and ongoing exclusion screenings of employees, contractors, and volunteers to ensure that no individual or entity is excluded from participation in Federal healthcare programs, as required by 55 PA Code §52.14 and OMAP Bulletin 99-11-05.

Scope
This policy applies to all employees, contractors, and volunteers who are engaged in providing services to participants at Family First Homecare. The exclusion screening process will be conducted during the hiring process and at regular intervals throughout employment or engagement.

Policy
Family First Homecare will conduct initial exclusion screenings upon hiring and regular ongoing exclusion screenings to ensure that no employee, contractor, or volunteer is excluded from participation in Federal healthcare programs, as mandated by OMAP Bulletin 99-11-05 and 55 PA Code §52.14. If an individual is found to be excluded, they will be disqualified from employment or engagement with the agency.

Definitions
Exclusion Screening: A process to verify whether individuals or entities are listed on Federal or state exclusion databases, such as the List of Excluded Individuals/Entities (LEIE), the Excluded Parties List System (EPLS), and Medicheck.

Excluded Individual or Entity: Any person or organization that is prohibited from participating in Federal healthcare programs due to involvement in fraudulent or illegal activities or other violations as determined by the U.S. Department of Health and Human Services (HHS) or the Office of Inspector General (OIG).

Procedures for Exclusion Screening
Initial Screening upon Hire
All prospective employees, contractors, and volunteers will undergo an exclusion screening before they are offered employment or engagement.

The exclusion screening will check the following databases:
1. List of Excluded Individuals/Entities (LEIE) maintained by the OIG.
2. Excluded Parties List System (EPLS).
3. Medicheck, the Commonwealth of Pennsylvania’s exclusion database.

Ongoing Screenings
Stay at Home Homecare Agency will conduct ongoing exclusion screenings for all current employees, contractors, and volunteers at least annually.
Additional exclusion screenings will be conducted if an individual’s role changes or if there is any indication that the individual may have been added to an exclusion list.

Documentation of Screenings
The results of each exclusion screening, including the date of the search and any findings, will be documented and maintained in the employee’s personnel file.

For individuals cleared in the screening, the documentation will indicate that no exclusion was found.

For individuals identified as excluded, the documentation will reflect the exclusion and the individual’s employment or engagement will be terminated immediately.

Immediate Action for Excluded Individuals
If an employee, contractor, or volunteer is identified as being excluded from participation in Federal healthcare programs at any time, they will be immediately terminated from their role.
The Compliance Officer will notify the individual in writing of the reason for termination and document the action taken.

Appeals Process
If an individual disputes the findings of the exclusion screening, they may appeal by providing evidence that the exclusion listing is erroneous.
The appeal will be reviewed by the Compliance Officer, who will verify the information with the appropriate Federal or state exclusion authorities.

Staff Responsibilities for Exclusion Screening
Human Resources (HR)
Responsible for ensuring that all prospective hires undergo initial exclusion screening as part of the onboarding process.

Must document the results of each screening in the employee’s personnel file.

Compliance Officer
Responsible for conducting annual exclusion screenings for all current employees, contractors, and volunteers.

Must maintain records of all screening results and ensure that immediate action is taken if an individual is found to be excluded.

Supervisors and Managers
Responsible for ensuring that all staff under their supervision comply with the exclusion screening policy.

Must report any suspicion or knowledge of potential exclusion status to the Compliance Officer immediately.

Training on Exclusion Screening
Initial Training
All new employees and contractors will receive training on the agency’s exclusion screening policy during their orientation.

Annual Refresher Training
Employees will receive annual training on the exclusion screening process, including updates to Federal or state regulations related to exclusion screenings.

Acknowledgment
All employees must sign an acknowledgment form confirming that they have received and understood the exclusion screening policy.

Monitoring and Compliance
Quarterly Audits
The Compliance Officer will conduct quarterly audits of personnel files to ensure that all required exclusion screenings have been completed and documented.

Corrective Actions for Non-Compliance
Any failure to comply with this policy will result in corrective action, including retraining, disciplinary measures, or termination.

Consequences for Non-Compliance
Failure to comply with the exclusion screening requirements of this policy may result in termination of employment or engagement. Additionally, non-compliance may result in legal or regulatory penalties for the agency and responsible individuals.

Policy Review and Updates
This policy will be reviewed annually by the Compliance Officer and updated as necessary to ensure continued compliance with Federal and state exclusion screening requirements.
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