Assisted Living
Policy Manual
Volumes 1 & 2

WSENIOR LIVING%

UNIVERSITY

© 2003, Senior Living University. All rights reserved.

Reproduction or translation of any part of this work, by whatever means, beyond that permitted by

Section 107 or 108 of the United States Copyright Act without permission of the copyright owners is

unlawful. Inquiries regarding permission for use of material contained in this publication should be
addressed to: Senior Living University, 7900 Westpark Drive, Suite T-900, McLean, VA 22102






DISCLAIMER

This product is sold “as-is,” without warranty of any kind, either express or implied, respecting the contents
of the product, including but not limited to implied warranties for the product’s quality, performance,
merchantability, or fitness for any particular purpose. Senior Living shall not be liable to the purchaser or
any other person or entity with respect to any liability, loss or damage caused or alleged to have been
caused directly or indirectly by this product.



Assisted Living
Policy Manual

&
S

Prepared by GNV Assisted Living Solutions,

A Division of Joanne Wilson’s
Gerontological Nursing Ventures, P.A.
8369 Cherry Lane
Laurel, Maryland 20707
(301) 470-4345



Assisted Living Policy Manual: Volume 1




Activity Program — Guidelines 1.A
Activity Assessment 1.01

Activity Assessment Form

Activity Bulletin Board 1.02
Activity Calendar 1.03
Activity Committee 1.04
Activity Newsletter 1.05
Arts and Crafts Program 1.06
Activity Program — Satisfaction 1.07

Activity Satisfaction Survey
Exercise and Fitness 1.08
Food/Party Requests 1.09

Dining Service Request Form

Gardening Program 1.10
Gift Shop 1.11
House Pets 1.12
Individual Activity Plan 1.13
Intergenerational Activities 1.14
Library 1.15

Library Sign-out Log
Personal Pets of Residents 1.16
Pet Information Form

Resident Birthdays 1.17



Activities — GContents

Resident Council 1.18
Resident Interest Groups 1.19
Social and Special Events 1.20
Spiritual Services 1.21
Transportation 1.22
Transportation Log 1.23

Transportation Log

Trips 1.24

Volunteer Program Introduction 1.B

Volunteer Application Process 1.25
Volunteer Application

Volunteer Hours 1.26

Volunteer Time Log
Volunteer Interviewing 1.27
Volunteer Recognition 1.28
Volunteers — Finding, Orientating, and Training  1.29

Tips for the Volunteers 1.C



Communications — Gontents

Communications Guidelines
24-Hour Report
24-Hour Report Form
Customer Relations
Daily Log
Daily Log
Department Head Meetings
Department Head Meeting Minutes
Monthly Staff Meetings
Monthly Support Groups
Quarterly Family Gatherings
Resident Sign-In and Sign-Out
Resident Sign-In/Out Log
Responding to Emergency Calls
Shift Cross-over Report
Stand-up Meetings
Suggestions/Comments Box

Verbal Reports

2.A

2.01

2.02

2.03

2.04

2.05

2.06

2.07

2.08

2.09

2.10

2.11

2.12

2.13



Dementia Care Guidelines 3.A
Approach to Dementia Care 3.01
Communicating With Residents 3.02
Dementia Care Program Schedule 3.03
Managing Challenging Behaviors 3.04
Providing Care to Confused Residents 3.05
Restraint-Free Environment 3.06
Special Monitoring — Health 3.07
Special Monitoring — Skin Care 3.08
Supporting Family Members 3.09
Taking Care of Yourself as a Caregiver 3.10

Therapeutic Programming 3.11



Dining Service Guidelines 4.A
Assisting With Dining 4.01
Chemical Contaminants 4.02
Cleaning and Maintenance 4.03
Cleaning — Floors, Walls, and Ceilings 4.04
Cleaning — Restrooms 4.05
Cleaning — Storerooms 4.06
Cleaning —Trash Collecting Areas 4.07
Cleaning — Ventilation 4.08
Cross-Contamination 4.09
Dress Code 4.10
Equipment Sanitation 4.11

Dish Machine Temperature Log

Fire Safety for Dining Services 4.12
Foodbourne Illness 4.13
Food Safety 4.14
Guest and Staff Meals 4.15
HACCP— Introduction 4.16

HACCP Manager Self-Inspection List

HACCP— Purchasing and Receiving 4.17
HACCP— Storing 4.18
HACCP— Preparing 4.19
HACCP— Cooking 4.20
HACCP— Serving and Holding 4.21

HACCP— Cooling 4.22



HACCP — Reheating 4.23
Handwashing 4.24
Meal Delivery Service Style 4.25
Menu Planning 4.26
On-the-Job Injury — Guidelines 4.B

On-the-Job Injuries — Burns 4.27
On-the-Job Injuries — Choking 4.28
On-the-Job Injuries — Cuts 4.29
On-the-Job Injuries — Electrical Shock 4.30
On-the-Job Injuries — Slips and Falls 431
On-the-Job Injuries — Strains 4.32
Personal Hygiene 4.33
Pest Control 4.34
Physical Contamination 4.35
Potentially Hazardous Foods 4.36
Preventing Growth of Microorganisms 4.37

Temperatures for Food Preparation

Resident Dining Profile 4.38
Snacks 4.39
Staff Roles in the Dining Program 4.40
Temperature Log 4.41

Temperature Log Form

Equipment Temperature Log

Temperatures for Food Preparation
Therapeutic Diets 4.42
Tray Service 4.43



Emergency Response — Gontents

Emergency Response — Guidelines 5.A
Preventing a Resident Emergency 5.01
Recognizing a Resident Emergency 5.02
Emergency Plans — Earthquake 5.03
Emergency Plans — Evacuation 5.04
Emergency Plans — Fire 5.05
Emergency Plans — Storms 5.06
Emergency Plans — Tornado 5.07
Resident Emergency — Bone and Joint Injuries 5.08
Resident Emergency — Bleeding 5.09
Resident Emergency — Burns 5.10
Resident Emergency — Cardiac Arrest 5.11
Resident Emergency — Chest Pain/Heart Attack  5.12
Resident Emergency — Choking 5.13
Resident Emergency — Diabetic 5.14

Resident Emergency —
Emergency Discharge or Transfer 5.15

Resident Transfer Form

Resident Emergency —
Emergency Information on Residents 5.16

Emergency Information Form
Resident Emergency — Fainting 5.17
Resident Emergency — Falls and Head Injuries 5.18



Emergency Response — Gontents

Resident Emergency — Heat-Related Illness
Resident Emergency — Incident Report

Incident Report Form
Resident Emergency — Lost or Missing Resident
Resident Emergency — Nosebleeds
Resident Emergency — Seizures
Resident Emergency — Stroke

Resident Emergency — Unconsciousness

5.19
5.20

5.21
5.22
5.23
5.24
5.25



General Policies — Gontents

General Policies — Guidelines 6.A

General Policies — Definitions 6.B

Administrative Record 6.01
Admission Process 6.02
Confidentiality in the Workplace 6.03
Family Council 6.04
Family Involvement in Care 6.05
Family Meetings 6.06
Grievance 6.07
Inter-facility Moves 6.08
Mission and Core Values 6.09
Move-in/Move-out Criteria 6.10
Ombudsman Visits 6.11

Ombudsman Visit Record

Oversight of Service Delivery 6.12
Philosophy of Assisted Living 6.13
Photographic Identification 6.14

Consent to Photograph Form



General Policies — Gontents

Protecting Resident Rights 6.15
Resident Access to Records 6.16

Request for Copies of Records Form

Resident Administrative File 6.17
Resident Agreement 6.18
Resident Application 6.19

Resident Application Form

Resident Financial Information Form

Resident Evaluation/Reevaluation Period 6.20

Resident Funds 6.21
Resident Funds Form

Resident Lifestyle Profile 6.22

Resident Lifestyle Profile Form

Resident Needs Assessment Form

Resident Move-in 6.23
Resident Record 6.24
Resident Record — Storage 6.25

Resident Referral to Services 6.26



General Policies — Gontents

Resident Relocation and Discharge 6.27
Discharge and Transfer Form

Resident Discharge Log Form

Residents Returning 6.28
Respite Admission 6.29
Sentinel Events 6.30
Shared Risk Agreement 6.31
Suggestions/Comment Boxes 6.32
Termination of Residency 6.33
Transportation to Physician Visits 6.34

Resident Sign-in/Sign-out Form
Consumer Protection — Guidelines 6.C
Authorization to Release Information 6.35
Authorization to Release Confidential Information Form
Concerns and Complaints 6.36
Concerns and Complaints Form
Consumer Protection in Marketing 6.37

Full Disclosure 6.38



Assisted Living Policy Manual: Volume 2




Human Resources — Contents

Human Resources — Guidelines 7.A
Americans With Disabilities Act 7.01
Attendance and Punctuality 7.02
Business Ethics and Conduct 7.03
Confidentiality 7.04
Conflicts of Interest 7.05
Drug and Alcohol Screening 7.06
Drug-free Workplace 7.07
Employee Conduct and Work Rules 7.08
Employee Files 7.09
Employee Grievances 7.10
Employee Handbook 7.11
Employee Health Record 7.12
Employee Performance 7.13
Employee Retention 7.14
Employee Scheduling 7.15
Employment Applications 7.16
Employment at Will 7.17
Employment Status and Records 7.18
Equal Opportunity Employment 7.19

Goal Setting and Performance Review 7.20



Health Examination 7.21
Illness and Injury at Work 7.22
Incident Report
Incident Tracking Log
Immigration Law Compliance 7.23
Infection Control Education 7.24
Inspections and Search 7.25
Introductory Period 7.26
Military Leave 7.27
Non-disclosure 7.28
On-the-Job Injury 7.29
Orientation and Training 7.30
Personal Appearance 7.31
Personnel Data Changes 7.32
Return of Property 7.33
Sexual and Other Unlawful Harassment 7.34
Smoking 7.35
Staff Training — Dementia Care Program 7.36
Suggestions 7.37
Use of Telephone System 7.38
Use of Electronic Systems 7.39

Use of Equipment and Vehicles 7.40



Verification and Background Checks
Weather Emergencies

Work Restrictions

Workplace Safety

Workplace Violence Prevention

7.41

7.42

7.43

7.44

7.45



Infection Control — Contents

Infection Control Guidelines 8.A

Blood Exposure 8.01
Blood-Body Fluid Exposure Report Form
Blood-Body Fluid Exposure Follow-up Report

Blood Spills 8.02
Employee Illness/Injury 8.03
Exposure Incident 8.04
Handwashing 8.05
Hazardous Materials (HAZMATS) 8.06
Immunizations 8.07
Infection Control Rounds 8.08

Infection Control Rounds Form

Move-out Cleaning 8.09
Outbreak Management 8.10
Personal Protective Equipment 8.11
Pest Control 8.12
Precautions — Standard 8.13
Precautions — Transmission-based 8.14
Reporting Communicable Diseases 8.15

Infection Control Log
Screening for Tuberculosis 8.16
Use and Disposal of Sharps 8.17



Marketing and Public Relations — Guidelines 9.A

Advertising 9.01
Crisis Communication 9.02
Managing Sales Leads 9.03
Marketing Materials 9.04
Marketing Plan 9.05
Networking 9.06
Out-of-Town Prospective Residents 9.07
Public Relations 9.08

Resident Waiting List 9.09



Physical Environment— Gontents

Physical Environment — Guidelines 10.A
Housekeeping Guidelines 10.B
Cleaning — General 10.01
Cleaning — Contamination 10.02
Cleaning — Laundry 10.03
Cleaning — Move-in and Move-out 10.04

Resident Move-in Checklist
Move-out Procedure Checklist

Cleaning — Resident Rooms 10.05
Cleaning — Restrooms 10.06
Cleaning — Waste 10.07
Emergency and Disaster Plan 10.08
Emergency Response Systems 10.09
Emergency Systems 10.10
Evacuation 10.11
Exterior Environmental Services 10.12
Fire Prevention 10.13
Fire Safety 10.14
Housekeeping 10.15
Locked Storage 10.16
Missing Item 10.17
Missing Item Report
Natural Disasters 10.18
Parking 10.19

Physical Plant Log 10.20



Physical Environment — Gontents

Power Outage
Preventive Maintenance Program
Safety Rounds

Safety Rounds Checklist
Security Systems and Programs
Severe Weather
Smoking

Smoking Contract
Winter Storms

10.21
10.22
10.23

10.24
10.25
10.26

10.27



Quality Management — Gontents

Quality Management Plan — Guidelines 11.A
Quality Management Plan 11.01
Quality Action Plan Development 11.02
24-Hour Report 11.03
Collecting Information 11.04
Concerns and Complaints 11.05
Customer Comment Cards 11.06
Daily Observation 11.07
Determining Satisfaction 11.08

Dining Services Survey
Environmental Services Survey
Satisfaction Survey Form

Transportation Services Survey

Examining Collected Information 11.09
Investigating Accidents and Injuries 11.10
Monitoring Dining Services 11.11

Kitchen and Dining Services Inspection Form

Food Temperature Testing Form

Monitoring Environmental Services 11.12
Monitoring Human Resources 11.13
Monitoring Operations 11.14
Monitoring Resident Care 11.15
Quality Improvement Recordkeeping 11.16

Reports 11.17



Resident Care — Guidelines 12.A

Aging Overview 12.B

Abuse Prohibition 12.01

Resident Potential Abuse Log
Assistive Devices 12.02
Bathing 12.03
Bedmaking 12.04
Bedtime Well-being 12.05
Bowel and Bladder Care 12.06
Care at the End of Life 12.07
Caregiver’s Role in Medication 12.08
Death of a Resident 12.09
Dressing 12.10
Eating and Drinking 12.11
Enemas 12.12
Environmental Safety 12.13
Eye Care 12.14
Fall Risk Management 12.15
Fall Risk Assessment Form

Fingersticks 12.16
Foot Care 12.17
Grooming 12.18
Healthcare Decision Making 12.19
Hearing Aids 12.20
Hospice Care 12.21
Household Support 12.22
How to Observe the Resident 12.23
Incontinence Care 12.24
Medical Terms and Abbreviations 12.25

Medication Management 12.26



Medication and the AL Resident 12.27
Mouth Care 12.28
Moving and Positioning 12.29
New Resident Orientation 12.30
Notification of Changes 12.31
Ostomy Care 12.32
Oxygen Administration 12.33
Physician Orders 12.34
Planned Discharge or Transfer 12.35

Resident Transfer Form

Post-fall Assessments and Action Plan 12.36
Post-fall Assessment Form

Resident Evaluation and Assessment 12.37

Level of Care Classification Form

Resident Service Plan 12.38
Resident Service Plan Form
Resident Teaching 12.39
Restorative and Rehabilitation Care 12.40
Restraint-free Environment 12.41
Skin Care 12.42
Treatment 12.43
Vital Signs — “The Five W’s” 12.44
Vital Signs — Blood Pressure 12.45
Vital Signs — Pulse 12.46
Vital Signs — Respiration 12.47
Vital Signs — Temperature 12.48
Vital Signs — Weight 12.49
Wellness Assessment 12.50

Monthly Wellness Visit Form
Wellness Visit 12.51




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


