










Policy # FCSS-0200.12

RIMBEY FAMILY COMMUNITY SUPPORT SERVICES (FCSS)

RIMBEY COMMUNITY HOME HELP SERVICES (RCHHS)

POLICY
NAME:  


HEALTH CARE PROGRAMS COORDINATOR

DEPARTMENT: 

JOB DESCRIPTIONS

EFFECTIVE DATE:

2012
RESPONSIBLE TO:

RIMBEY FCSS/RCHHS EXECUTIVE DIRECTOR

FULL TIME POSITION WITH WORK AGREEMENT TO BE SIGNED This position is subject to a probationary period of three months prior to permanent employment status.

Duties & Responsibilities:
1. Assist FCSS/RCHHS Executive Director when required.

2. All other duties as designated by FCSS/RCHHS Executive Director.
3. Assist the FCSS/RCHHS Executive Director to recruit, screen, interview, hire, orientate, schedule and dispatch Health Care Aides. 

4. Assist the FCSS/RCHHS Executive Director to help oversee the Personal Care, Home Support, and Adult Day Support programs.

5. Assist with any short term/long term planning for the growth and development of new and existing programs and the agency including succession planning.
6. Assist the FCSS/RCHHS Executive Director to administer all decisions taken by the Board as requested.

7. Assist the FCSS/RCHHS Executive Director to administer, prepare, and monitor the budget.

8. Assist the FCSS/RCHHS Executive Director to prepare for Board and committee meetings, attend meetings as required.

9. Attend quarterly Vendor meetings and other meetings as invited by AHS.

10. Attend monthly Manor/Home Care meetings and other meetings as invited by Rimoka Foundation.

11. Assist FCSS/RCHHS Executive Director to ensure tasks such as Contract Review, audit review, onsite evaluations and/or staff evaluations are accomplished on a timely basis, in compliance with contract and agency requirements and in cooperation with the FCSS RN. 
12. Ensure the scheduling of Health Care Aides to new clients and holiday scheduling is covered for Health Care Aides.

13. Ensure staff completion, and office tabulation of Health Care Aide timesheets.

14. Ensure record keeping of client data and billing information is accurate and completed.
15. Complete monthly, quarterly, and annual AHS electronic reports in a timely manner.

16. Ensure that Client authorizations are received and accepted with all documentation recorded and accurate as per contract requirements. 
17. Ensure that all Home Care and Home Support client preferences are considered during the intake process. 
18. Ensure home visits to clients are performed as needed.

19. Ensure that orientation of new Health Care Aides to FCSS/RCHHS agency are completed, along with in-house training is completed and schedule orientation for client care.

20. Ensure that MAP preparation, training and testing for all new Health Care Aides is scheduled.   

21. Ensure that client specific training tasks for Health Care Aides are set up and completed.
22. Ensure that the monitoring of the health authority authorizations in comparison to time needed to complete the task by Health Care Aides is completed. Report any discrepancies to the appropriate department for resolution.
23. Ensure supervision and re-direction of Health Care Aides is completed as needed.

24. Ensure all client care changes are communicated to staff involved.

25. Ensure on call supervision is covered with a rotation of Agency staff and be included in that rotation.

26. Ensure that health care staff supplies are in stock.  

27. Oversee the providing of morale boosters for Health Care Aides through social events:  appreciation, recognition and social fund activities.
28. Oversee the monitoring of the Health Care Aides profiles to ensure current vehicle insurance, criminal record check, current First Aid and CPR certificates, annual evaluation, in-service attendance records, certification documents and other relevant documentation are on file.

29. Responsible for client data entry, client correspondence, updating of information, private billing and account status reports on a monthly basis.

30. Liaison and communicate between the FCSS/RCHHS Executive Director, agency staff and the Health Care Aides.

31. Liaison with Central Alberta FCSS Consortium members and Alberta Health Services.
32. Have a working knowledge of all FCSS/RCHHS programs with the focus being on the Health Care programs.

33. Have a working knowledge and understanding of the Central Alberta FCSS Consortium agreement and the Alberta Health Services personal care contract.

34. Perform direct care tasks within the scope of practice of Health Care Aide level as needed.
35. Take educational opportunities as needed or recommended by FCSS/RCHHS Director.

36. Monitor education needs and plan needed in services in conjunction with the Education Coordinator.

37. Register and orientate HCA staff to the Continuing Care Desktop.

38. Evaluations shall occur during probation period and then annually or as deemed necessary. 

39. Participate in the Quality Assurance program and all aspects including the completion of Annual Satisfaction Surveys.

40. Plan & prepare policy development as needed.  

41. Reception and answer phones and other general office duties including greeting walk-ins when needed; including holiday relief for office staff.

42. Any other duties or tasks as assigned.
43. Be responsible for ongoing education of all staff.

Revised/Reviewed: May 30, 2019
This policy shall be reviewed at the discretion of the Board but at least annually.
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