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PS 1 – Client Acceptance/Services

PS 1a – Acceptance of Patients/Clients for Service

Effective Date: October 14, 2013
Last Date Revised: October 14, 2013

Policy
AbleNet accepts patients/clients whose needs can be met by the services AbleNet provides in a timely manner. Patients/clients who meet the following criteria are eligible for acceptance for services:
· The patient/client resides in AbleNet’s geographic area of service.
· The patient/client matches the target population served.
· The required equipment, service, or supply needed is within AbleNet’s scope of services.
· Qualified staff members are available to deliver or provide the product or service requested.
· The necessary equipment and supplies are available.
· Payment arrangements are acceptable to AbleNet.
· The patient/client is under a physician’s care, and the physician provides the required written orders and documentation.
· The patient/client agrees to operate equipment safely and comply with the physician’s orders.
· The equipment may be safely placed in the patient/client residence.
· The equipment or care the patient/client requires conforms with AbleNet’s policies and standards.

AbleNet uses standardized processes for:
· Timely intake and acceptance of referrals or requests for service 
· Informing clients of acceptance or denial 
· Validating client eligibility for services 
· Verification of client benefits to be used for payment 
· Verification of the receipt of the items or services by client 
· Provides for appropriate and informed termination of equipment or services to a client 
· Maintaining client dignity, privacy, and respect 
· Ensures that all staff respect client property while providing services in client residence 
· The organization provides a loan or replacement of any equipment or device in the event of failure, breakage, or questionable performance for any item or loan to a client 
· Informing in a timely manner referral source (and physician if required) if item/service cannot be provided as ordered, but in no case more than five (5) calendar days, if it cannot provide the equipment, items or services that are prescribed for a client 
· Timely follow-up as needed consistent with the types of equipment, items and service(s) provided, and recommendations from the prescribing physician or healthcare team members 

In addition, AbleNet complies with all Federal, state, and local anti-discrimination laws when accepting patients/clients for service. Eligibility for acceptance for services is not based on age, sex, race, nationality, ancestry, creed, sexual orientation, disability, diagnosis/infectious disease, ability to pay, or do-not-resuscitate status.




PS 1b - Referrals

Effective Date: October 14, 2013
Last Date Revised: October 14, 2013

Policy
Staff trained in AbleNet’s scope of services and acceptance criteria are designated to receive referrals for acceptance for service. When a patient/client does not meet the acceptance criteria, or has service needs that cannot be met by AbleNet, the patient/client may be transferred or referred to another agency (see section PS 1e of this policy for more information). AbleNet declines all referrals or orders for equipment or services that are inconsistent with standard medical practice, physician orders, payer requirements and Company policy.

Procedure
Following are the recommended steps for handling referrals:
· Complete a patient/client referral or intake form.
· Obtain directions to the patient/client home when necessary, and make delivery arrangements.
· Prepare all necessary paperwork, and complete it with the patient/client and/or the caregiver.
· Arrange a delivery time.
· Mail or deliver relevant documents (e.g., Certificate of Medical Necessary) to the physician to complete.
· Place physician orders in the patient’s/client’s file.
· Maintain a list of other companies and their services for referrals in the event that AbleNet is unable to provide services. 
· (Optional) Maintain a log of declined referrals, including the reason why it was declined. AbleNet’s Board of Directors can review this log regularly to determine whether there is a need to add new services to AbleNet’s scope of services. 





PS 1 c Acceptance and Billing Information

Effective Date: October 14, 2013
Last Date Revised: October 14, 2013

Policy
At the time of acceptance, AbleNet collects information about the patient/client for the purposes of billing and delivery of services, collects physician information, and confirms the patient’s/client’s eligibility for coverage from the third-party payer.

In addition, the patient is provided with an acceptance packet, which contains information about Company policies, patient rights and responsibilities, and other relevant documents.

Procedures
Following are examples of the type of information that is included in a patient/client acceptance packet (when applicable):
· Company scope of services
· Company hours of operation
· Company contact information, including after-hours telephone number
· Procedures for lodging a complaint, either with the organization and/or the state (when required by state/local regulation)
· Billing procedures
· Written description of patient rights and responsibilities 
· Procedures for what to do in an emergency/disaster
· Home safety guidelines
· Guidelines for when to call AbleNet and when to call the physician
· Confidentiality statement
· Consent for third party review when required by law, for appropriate billing purposes, or when requested by organizations working in conjunction with AbleNet (i.e. accreditors, auditors, consultants).
· Advance directives policy
· Instructions and teaching guides for operating any equipment provided
· The home visit assessment and plan of service/care
· Clear and concise written description(s) of products and services 
· Terms of a rental contract
· HIPAA Notice of Privacy Practices













PS 1 d Maintaining Patient/Client Dignity and Privacy

Effective Date: October 14, 2013
Last Date Revised: October 14, 2013

Policy
AbleNet instructs all staff members in the importance of maintaining the patient’s/client’s dignity, and to provide respect at all times, whether in the patient/client residence or on the telephone.

Procedure
All staff members are oriented to issues of dignity and respect for the patient/client. Religious or cultural beliefs and background, or other issues of diversity are recognized, respected, and are considered when providing care, services and supplies for patients/clients. AbleNet may provide outside resources for assistance to employees who need training in diversity and issues of respect and dignity.



































PS 1e Transfer

Effective Date: October 14, 2013
Last Date Revised: October 14, 2013

Policy
When a patient/client is being transferred to another organization, AbleNet provides relevant information about the patient’s/client’s care to ensure a smooth transfer and minimal interruption in the patient’s/client’s care. The patient/client is not transferred until the new organization is ready to accept the transfer. The patient’s/client’s physician is also notified of the transfer in a timely manner.

Following are examples of situations that may result in a transfer of care: 
· AbleNet cannot meet patient’s/client’s needs.
· The patient/client moves outside AbleNet’s geographic service area.
· The patient/client changes to a third-party payer with whom AbleNet does not participate.
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Procedure
The following information about the transfer is added to the patient’s/client’s medical records. 
· Date of transfer
· Company to which the patient/client is being transferred
· Reason for transfer
· Status of patient/client at time of transfer

AbleNet provides the receiving company with the following information via phone:
· Reason for transfer
· Explanation of the patient’s/client’s problems that require intervention
· Summary of services provided
· Assessment of patient’s/client’s progress toward meeting goals
· The instructions given to the patient/client











PS 1f Termination

Effective Date: October 14, 2013
Last Date Revised: October 14, 2013

Policy
Client/patients may be terminated from service for a number of reasons. Terminations are conducted in a manner that is the least harmful for the patient/client. The patient/client, along with his/her physician, receives any necessary written or verbal instructions including recommendations for future care. Documentation related to the termination/discontinuation of service is filed in the patient/client medical record.

Following are situations in which a patient/client may be terminated from services: 
· Physician discontinues the equipment/service.
· A physician order cannot be obtained.
· Orders are not consistent with acceptable medical practice.
· AbleNet no longer offers the equipment/service.
· Patient/client needs equipment/services AbleNet does not provide.
· Therapy/service is complete and goals are met.
· Patient/client moves out of the service area.
· Patient/client does not operate equipment safely or is noncompliant (e.g., continues to smoke when oxygen is in use).
· Employee safety is threatened.
· Patient/client chooses to transfer to another company.
· Patient/client is moved to institutional care (e.g., hospital, nursing home).
· Patient/client buys the equipment.
· Patient/client refuses treatment/equipment and physician is notified.
· Patient/client has no source of funding and indigent care services are not available.
· Patient/client dies.

Procedures
Once a patient/client is scheduled to be discharged, a qualified Company employee undertakes the following:
· Assess the patient/client to determine any continuing care needs.
· Provides the patient/client relevant information about additional resources. 
· Provide pertinent patient/client information to the receiving organization (if applicable) and physician after obtaining a signed authorization to release medical information form. 
· Documents all communication and the reason for discharge in the patient/client record.
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