  Medicaid Nurse Aide 

Policy and Procedure

Department for Workforce Investment, Office of Career & Technical Education Consultant (OCTE) or Kentucky Community and Technical College System (KCTCS) Associate Director of Academic Services, will visit all Medicaid Nurse Aide Programs yearly.  The OCTE Consultant, Elizabeth Bullock will visit all new Health Sciences Instructors/Programs.  A site visit to a new health sciences program will not be scheduled unless all books, supplies, equipment, teacher credentials, and contracts are ready for inspection.  During the orientation process documents are provided and discussed.  Also, these documents can be located at the OCTE Consultant’s (Elizabeth Bullock) website link at www.kytechcurriculum.org. The mandated regulations for the Medicaid Nurse Aide (MNA) program are listed below:

· Attendance Policy:  An attendance policy must be used for each MNA program.  The attendance policy must state that students are not eligible to sit for the MNA exam without completing at least 16 hours of clinical and 59 hours of theory.  The students have not completed the program without these required hours and cannot sit for the MNA exam.  

· Class Size:  Instructors must limit their class size to fifteen MNA students per one instructor.  This is mandated by the Cabinet for Family and Health Services and facilitates a learning environment for this type of course.  The room size in the institution must be a minimum of 2030 square feet for instructional teaching and have a 150 square feet storage area.

· Clinical Agreement:  This form is an agreement between the Kentucky Tech School and Clinical Site.  The clinical agreement must be reviewed every year.  The clinical agreement must be resigned if the instructor, principal, or the administrator at the clinical site has changed.  This form must be signed before students are allowed to attend the clinical site.  The clinical site must be an approved site and cannot be under an extended survey.  Clinical sites may require drug test and background checks.  Health Science Instructors are encouraged to inform clinical sites that records of minors are sealed.  Thus, there is no reason to perform background checks on minors.  

· Clinical Hours:  The sixteen clinical hours for the MNA program must be completed at an approved clinical site and under the supervision of a registered nurse for the hours to be approved for completion of the class and testing. Prior to any direct contact with a resident the trainee shall have at least sixteen hours of training as outlined in the curriculum.  If a nursing facility has an extended survey or a civil money penalty of $5000.00 or more then they lose their nurse aide training (NAT) program for two years.  If, they have a NAT class in progress when either of the above happen they are allowed to complete the course BUT can’t start a new class.  You can complete the NAT class in progress and find a new “clinical site” before beginning the next class.  Sites are checked during your yearly visit and if a new site is required, then you must check with the nursing home or OCTE Consultant to ensure this is an approved nursing home site.  The instructor would need to notify the OCTE Consultant with this information so that her students will be allowed to take the state exam.  Clinical uniforms and nametags are a school-based decision.  It is encouraged to provide first name only on secondary student’s nametag.

· Clinical/Theory Hours:  All clinical and theory hours must be documented on each student and kept on file for five years.  The student must have completed at least 59 theory and 16 clinical hours.  During the yearly survey these hours will be assessed for each student, and the surveyor must be able to total every student’s hours by separating their clinical and theory hours.  Clinical and theory hours must be taught by an approved health sciences instructor.

· Documents:  All new instructors are informed of the KCTCS web site to obtain important documents pertaining to the MNA class.  The study guides are provided on this web site to enable the instructors to provide each student with a copy: http://unity.kctcs.edu/docushare/dsweb/View/Collection-1264. Also, documents are located on the OCTE consultant (Elizabeth Bullock) in the classroom web site. http://www.kytechcurriculum.org
· Equipment and Documentation of Records form:  This form lists all the equipment the MNA program must have at all times to be approved to train MNA students.  The equipment and documents will be inspected during the yearly onsite visit performed by the Department for Workforce Investment, Office of Career & Technical Education or Kentucky Community Technical College School (KCTCS) staff.  Each student’s training and testing records must be maintained for five years and available upon request.

· Evaluations:  The students must fill out an evaluation on the teacher and MNA course at the end of each semester.  This must be kept with the MNA files to enable the surveyor from OCTE or KCTCS to assess during the yearly site visit.   

· Hepatitis B Vaccination:  This form is to be signed by every MNA student and placed in his or her folder.  This acknowledges that the instructor has explained the risk of acquiring Hepatitis B virus as a healthcare provider within the clinical site.   If the student has obtained a Hepatitis B immunization, a copy needs to be kept in their file.  If the student is a minor, the guardian must sign the Hepatitis B form.  Also, if the student is interested on obtaining the Hepatitis B vaccination, the teacher must provide information on how to begin the series of immunization shots.  The student is responsible for the cost accrued to become vaccinated.  

· HOSA:  Each MNA program is encouraged to begin a HOSA chapter.  A packet on how to begin a HOSA chapter is provided to all new instructors and programs.  The HOSA fall and summer conferences are explained and instructors are encouraged to begin fundraising projects to enable students to attend conferences.  Also, these web sites are provided to all instructors to use as a reference. www.HOSA.org. and http://www.kytechcurriculum.org/functions.asp
· Kentucky Medicaid Program Packet (Services Manual): The Cabinet for Family and Health Services publishes this packet for the Kentucky Medicaid Program.  This packet explains all the rules that must be followed by the Kentucky Tech School that provides the Medicaid Nurse Aide (MNA) program.  This is a great reference for new teachers to refer to when questions arise within their program.  Also, every new teacher needs to read this packet and understand the guidelines.  The Guidelines must be followed!!

· Liability Insurance:  Liability insurance must be obtained on each student before they are allowed to attend a clinical site.  The student must be covered with professional liability insurance that covers a minimum limit of $1,000,000 per occurrence and $3,000,000 aggregate.  The student is responsible for this expense accrued during the MNA class.  The student must be made aware of this expense during the classroom orientation process.  A copy of the liability insurance policy must be kept in the MNA records and will be assessed during the yearly onsite visit.  

· Memorandum of Agreement: The principal, health sciences instructor, and executive director must sign this form.  This document is an agreement between Department for Workforce Investment, Office of Career & Technical Education (OCTE) and the Kentucky Tech Area Technology Centers and their satellite programs that they will follow the Medicaid Nurse Aide guidelines within their program.

· MOI Update Course:  Every new MNA instructor must have the New Teacher Institute (NTI) and three-hour Methods of Instruction (MOI) update course.  If the instructor needs this course, please contact OCTE Consultant for information.

· New MNA Instructors: Every new MNA instructor receives an orientation packet with paperwork and will be visited by OCTE Consultant.  All requirements for the MNA program are discussed as listed and the teacher is held accountable for adherence to the MNA polices.  If any questions with an MNA class arise, teachers may contact OCTE Consultant for references to their questions.

· Post-Secondary Students: A letter must be sent requesting an adult program to be established.  This letter must go to the KCTCS KNAT Coordinator before the ATC will be allowed to apply for the program.  Once this has been approved then the ATC will apply to the OCTE Consultant for course site approval.  If approved, the OCTE Consultant will assign an adult training number to the ATC which will be different from the secondary number. Fees charged for the adult program must be in compliance with KCTCS standards. The ATC cannot train adults until they receive verification that it is acceptable and an adult provider number is received.  If the ATC trains adults without becoming approved, then the classroom participates are not eligible to take the MNA test and must repeat the course at an approved site.
· Site Visit Report:  This form must be completed by the health sciences instructor at the end of the school year and mailed to the Department for Workforce Investment, Office of Career & Technical Education no later then May 30th OF THE CURRENT SCHOOL YEAR..  The health sciences instructor needs to fill out the form and mail it to Elizabeth Bullock at Department for Workforce Investment, Office of Career & Technical Education Health Sciences Consultant at Capital Plaza Tower, 20th Floor, 500 Mero Street, Frankfort, KY, 40601.  FAILURE TO PROVIDE THIS REPORT BY THE REQUIRED DATE MAY IMPACT THE ATC’S ABILITY TO PROVIDE MNA TRAINING.
· Statement of Understanding: Every student must sign this form.  It will be kept in the student’s files.  If the student is a minor, then the parent must also sign the form.  This form has ten important statements that the student and parent must understand before the student attends clinical.  Examples of topics explained on this form are Health Insurance Portability and Accountability Act (HIPAA), adherence to the ATC policies, the requirement for malpractice insurance, and the fact that students will provide care for patients in a clinical setting. 

· Task List:  This form must be in every student’s file and completed by the end of the Medicaid Nurse Aide program.  This form lists the seventy-three (73) skills the instructor must have taught to the student during the length of the course. The student needs to demonstrate the skill and knowledge of each listed procedure.  The MNA Course card which is provided on the OCTE Consultant, Elizabeth Bullock’s web page (in the classroom) will provide an accurate record of these skills. The instructor will initial and date when the student has demonstrated the procedure.  At the end of the semester the students will receive a copy of this form to keep in their records.

· TB Test: Each student is required to obtain and have a negative TB test before they can attend clinical.  The clinical site may require students to have completed a two-step TB skin test before attending clinical.  The TB test must be kept in each student's file and will be assessed during the yearly survey.  The students can obtain a TB skin test at the Health Department or their doctor’s office at their expense.  The health science instructor must also have a yearly TB skin test before they can attend clinical with their students or a chest x-ray as indicated by their physician.

· Test:  A sample of three (3) tests administered during each MNA class must be kept on file.  The tests will be reviewed during the yearly MNA survey.  Also, the students must have taken a minimum of three written tests during the classroom course with a minimum average score of seventy percent (70%) to be eligible to sit for the final examination.  Final course grade consist of the average of the written tests and completion of the 73 skills.

· Testing: Instructors are not allowed to test students that they have trained or participated in their training process. The Health Science Instructor is responsible to accurately complete the MNA test roster and to schedule testing date for qualified students. All candidates must present a state or Federal issued photo identification card and an original Social Security card (non-laminated).  Photocopies of identification documents cannot be substituted for originals.  Federal regulations require the registry to have the nurse aide’s accurate name. This means there must be a complete match of first name, middle initial and last name. This means the first name and last names must match letter for letter and the middle initials must be the same.  If one ID has the middle name and the other has the initial for that name on it, this will be acceptable.  LAMINATED SOCIAL SECURITY CARDS ARE VOID ACCORDING TO SOCIAL SECURITY REGULATIONS AND CANNOT BE ACCEPTED.  If a Social Security Card has "Not Valid for Employment without INS Authorization", the individual must present their INS Authorization.  If the INS Employment Authorization Document (EAD) bears the individual's photograph, it may be used for the required photo ID.  Individuals failing to present required documents will be considered "NO SHOW".  If you are classified as a “NO SHOW”, you will be required to re-register and re-pay for your assessment(s). You will forfeit all test fees paid.
Refer back to the study guide for complete & up to date required documentation for testing
· Testing Procedures Manual and Study Guide:  This packet explains the testing procedures and provides a list of the skills that the MNA students must have demonstrated when the program is completed.  A list of the Kentucky’s Nurse Aide Testing (KNAT) coordinators is provided, and the web site where forms for the MNA program can be obtained are provided in this packet.  Also, a critical procedure that must be completed within the skills during skills testing is explained to the new instructor for testing purposes.  A critical step is defined as a step within a task that relates to physical safety of the resident, nurse aide, or medical asepsis (infection control).  This will be denoted with an (*) asterisk in front of the step on the skills check sheet.   If the student does not successfully complete any of these steps, they will automatically fail the skills testing.  

· Textbook:  All MNA programs must have Mosby’s Textbook for Long-Term Care Assistants most current edition for the students to use during classroom instruction and to take home for study.  Also, the school needs to provide the Mosby’s Long-Term Care Assistants current edition workbook for each student.  

· Training Numbers: After OCTE Consultant has visited your MNA program and assessed your equipment for the MNA program, then a training provider number and facility number will be activated.  Training sites are not allowed to begin a MNA class without this approval number.  Satellite programs from the ATC must have their own approval number.  Satellite programs cannot use the ATC provider training number.  A site will be approved once its staff qualifications have been verified, and it has acquired all equipment and supplies for the program, and it has been visited by OCTE MNA Consultant.  Training numbers are provided for the physical lab space which was approved.  Lab space cannot be moved without prior consent and another site visit must take place.  Any instructor changes within the MNA program must be reported to the OCTE Consultant within 30 days of the change.
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