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Introduction

The Long-Term Care Survey Process (LTCSP) application supports the survey

process for long-term care facilities. The application lets you enter information
electronically as you work through the survey process. For those acting as team
coordinator (TC) for a given survey, the application provides extra functionality.

The software also includes the ability for RO teams to conduct LTCSP
Comparative surveys. By linking the state survey to the LTCSP Comparative
survey in ARO, the system will display information from the SA survey in the
LTCSP Comparative survey for the RO team members to use during their
survey. See "LTCSP Comparative Survey Procedures for RO Users” for details.

About this User’s Guide

The LTCSP User’s Guide gives you the information you need to:
e Create and access a survey

e Use the LTCSP application to conduct the survey

e Manage citations

e Create and conduct an LTCSP Comparative survey

Note: This guide assumes that you are familiar with basic Windows operations
and that you have attended training offered by your agency.

This guide consists of this introduction and the following two chapters:
1 Procedures

Provides task-based procedures for using the LTCSP application.
2 Supporting Materials

Contains supplemental information and reference items.

Note: For detailed information about the LTCSP process, refer to the Long Term
Care Survey Process (LTCSP) Procedure Guide (Navigation menu |
Resources | Procedures Guide).

User’s Guide 10/11/23 9



Introduction

View and Navigate this Document Online

You must have Adobe Reader installed to view this document online. You can
download the latest version from https://get.adobe.com/reader/.

On any page, you can click the Increase (+) or Decrease (-) button in the
toolbar to adjust the page magnification to your comfort level. Use the
bookmarks in the left pane of Adobe Reader to locate and go (click the
bookmark) to relevant information in this User’s Guide.

@ Bookmarks X
QB B
@ D Contents

~ D Introduction
> EI About this User's Guide
[ LTCsp CBTs
> I:I Accessibility Features
? u LTCSP Procedures
? [:] Supporting Materials
Figure 1: Bookmarks

You can also click the Contents bookmark and then click links in the table of
contents to go to relevant topics.

Tip: For best viewing quality in Adobe Reader, go to Edit | Preferences | Page
Display (path may vary somewhat depending on version). Select the
applicable Smooth Text option.

If you need more information, links to relevant additional material in this
document are included. Click a link to directly access the related information.

In the Procedures chapter, there are three types of links (cross-references) to
additional material. They are grouped at the end of a procedure or descriptive
section in the format shown below.

More ...
“View and Navigate this Document Online” on page 10
“Resident Manager” on page 63

» Click the first link to go to the indicated procedure.

» Click the second link to go to descriptive information about the indicated
topic.

10
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LTCSP CBTs

View a Printed Copy of this Document

While it is designed to be used easily online, you can print this document if you
prefer. If you print this document, use the table of contents to locate the
information you need. Links (cross-references) to additional material in this
document include page numbers; simply go to the indicated page.

Conventions

This guide uses the following conventions:

Bold In procedures: names of screens, screen sections, buttons, menu
options, keys you press.

ASE-Q Generic reference to ASPEN Survey Explorer-Quality.
web Generic reference to the World Wide Web.

More ...
Introduces a list of “see also” cross-references.

Note: Notes give you important information that may affect how you use a
function.

Tip: Tips give you useful hints, suggestions, or alternative approaches.

LTCSP CBTs

Interactive Computer-based Training (CBT) modules covering a number of
LTCSP application features and procedures are available on the Quality, Safety,
Education Portal, (QSEP). Follow your SA’s practice for accessing the site.

User’s Guide 10/11/23 11



Introduction

Accessibility Features

This LTCSP User’s Guide and the application user interface include
508-compliant accessibility features, which are detailed below.

In this Guide

This User’s Guide incorporates the following 508-compliant accessibility
features:

Alternate text (alt text), which screen readers can read, is defined for all
graphics.

All graphics have captions.
Information is not conveyed by means of color alone.

Tables are not used for formatting, so all text is accessible to screen
readers.

The last chapter lists keyboard shortcuts for easy reference.

Reading order is optimized, so content is read correctly by screen readers.

In the Application

The LTCSP application adopts the tablet or laptop accessibility settings you
set in ASE-Q. The Accessibility menu option on the System menu in ASE-Q
lets you specify field color preferences and enable/disable save point
notification, i.e., audible confirmation upon saving.

System

System Information >
System Configuration 3

Database Maintenance... !

ILLIGLRELEN A ccessibility Configuration m
Letter Manager

Tl ¥ Enable Accessibiity Options
Facility Types e

QIS Static Data | Mandatory Colo] =
SR ] Read-Only Color I J

Set Spell Check

Synchronize Re ™ Enable Save Paint Notifications

K I Cancel |

Figure 2: Accessibility option and Accessibility Configuration window

12
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LTCSP Procedures

Import User Account File

To use the Long-Term Care Survey Process (LTCSP) application, you need an ID
with Assessment access. You need to import your user account file the first time
you open ASE-Q.

To import your user account:
1 Locate the ASE-Q shortcut on your desktop and double-click.

2 Click OK on the alert that you are accessing a U.S. Government Information
System.

3 If you receive an ASPEN Explorer notice that the date format needs to be
updated, click Yes to proceed.

4 In the ASE-Q Login window, enter your User Name and Password.
5 Click Log In.

.
a Login o | ]
User Name: Surveyor(1
Password —

Cancel J Use PTV

Figure 3: ASE-Q Login window

If this is your first time opening ASE-Q, your user account information is not
recognized by the Sybase database and a message indicates that ASPEN
cannot validate the login.

To validate the login:

1 Select Load a User Account File.

2 Navigate to and select the file ASEUserTx.zip.

3 Click Open to import the user information.

4  Click Apply to complete the transfer and open ASE-Q.

User’s Guide 10/11/23 13



LTCSP Procedures

LTCSP Surveys

The scheduling supervisor or team coordinator (TC) first sets up an LTCSP
survey shell in ACO, then exports it to team members. This ensures that all
team members are working with the same survey when they begin. Later,
survey data from all team members is combined.

Note: The term Team Leader appears in the application. This represents the
same roles/responsibilities as Team Coordinator.

Create LTCSP Survey Shell in ACO

A new survey can be set up in ACO at any time, even before the survey visit.
It is associated with the applicable certification kit for the facility.

To create a survey shell:
1 In ACO, open or create a certification kit for the facility.

2 In the Survey List section of the Certification & Surveys tab, click New
to open the Create Survey window.

3 Enter basic survey information.

4 Assign team members and designate the team leader.

More ...

For detailed information on creating certification kits and surveys including combined
surveys (certification and complaint):
Refer to the ACO Procedures Guide, which is posted on the QTSO website at
https://gtso.cms.gov/software/aspen/reference-manuals.

Transfer LTCSP Surveys to ASE-Q

From ACO, the scheduling supervisor or team coordinator can export one or
more LTCSP surveys with the associated provider and intake information in an
encrypted format to a transfer location. This can be a shared wired or wireless
network location, or USB flash drive. Surveyors then import the contents of the
export transfer file into ASE-Q.

Note: The survey shell should be exported from ACO as close to the survey
start data as possible and no more than 5 business days before the survey start
date.

To export an LTCSP survey shell from ACO:
1 In ACO, locate and select the survey in the Tree or List view.
2 Drag it to the Export button in the toolbar.

14
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LTCSP Surveys

3 In the Export window, indicate your Export To location according to your
SA practices.

e Aspen Transfer Location-Select the applicable location.

e Other Zip File Location-Enter the path to the transfer file or navigate to
it using the binoculars.

4 Click OK in the Export window.

5 Inthe Survey Export window, select the survey(s) you want to send to the
transfer destination.

6 Click Continue with Export.

If there are differences between source and destination content, one or
more Merge windows may appear.

7 Resolve any source/destination differences and continue the transfer.
8 Address sample calculation issues.
e Survey already exported

If this is the initial export of the survey, the LTCSP sample is
automatically calculated. If the survey has already been exported,
however, a message appears with the date and time of the previous
export, as well as the user who exported the survey.

» Indicate whether you want to recalculate the LTCSP sample.

e Select Yes to recalculate the sample and continue with the
export.

e Select No to continue the export without recalculating the
sample.

e Select Cancel to abort the export.

Note: Only recalculate the sample if the prior export was more than 5
days before the survey start date. If survey team members all export

the survey from ACO, only the team coordinator should recalculate the
sample to avoid data conflicts.

e Survey being exported by another user

If another user is exporting the survey, a message notifies you that the
LTCSP sample calculations are currently being performed by other users,
and asks if you would like to wait and retry the transfer.

» Indicate whether you want to retry the transfer.

e Select Yes to retry the LTCSP transfer after the other user’s
transfer is complete.

e Select No to skip the LTCSP transfer.
e Select Cancel to abort the transfer.

User’s Guide 10/11/23 15



LTCSP Procedures

9 In the LTC Survey Process Transfer window, click OK.

10 In the Finalize Transfer window, select Apply to complete the export
process, or Cancel to reverse the transfer.

When the export is complete, surveyors can import the survey(s) with the
associated provider and intake information into ASE-Q.

To import an LTCSP survey into ASE-Q:
1 On the ASE-Q toolbar, click Import.
2 In the Import Type section, select Surveys.

3 Select the appropriate Import From option to indicate the location of the
transfer file:

e ASPEN Transfer Location—-Select the applicable location.

e Other Zip File Location-Enter the path to the transfer file or navigate to
it.

e Locate ASE Database-Use option for wired or wireless ASE-Q to ASE-Q
network transfers. Enter database name or IP address.

4 In the Select Survey(s) to Import window, select the surveys you want
to import and click Continue with Import.

A log of changes made during the import is displayed.

Ul

Click OK in the LTCSP Survey Process Information window.

o

In the LTC Survey Process Transfer window, click OK.

~

Click Apply to finalize the transfer.

16
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LTCSP Surveys

Import an existing survey

If you import an existing survey into ASE-Q, you have two options: to

import only survey and complaint data or to import all data. Importing all
data runs the risk of overwriting all your survey data. You will receive the
following message during the survey transfer.

LTC Survey Pracess Transfer

Only survey and complaint information has been imported because the LTC
survey process has already been started for this survey.

= Offsite information has been entered

- Residents have been assigned to surveyors

- Reasons for interview have ben selected

- Interview questions have been answered

If youwish to also import LTCSP data there is 3 risk that data will be lost.

If you are attempting to restart this LTCSP survey it is safer to delete the survey in
ASEQ first and then import the new shell.

Do youwish to import LTCSP data?

If No, Only survey and complaint data will be imported.
If'es, LTCSP data will also be imported.

Yes ] Mo [ Cancel

Figure 4: LTC Survey Process Transfer window

More ...

For detailed information on transferring surveys from ACO to ASE-Q:

Open a Survey in LTCSP

Refer to the ACO Procedures Guide and ASE-Q Procedures Guide, which are posted at
https://gtso.cms.gov/software/aspen/reference-manuals.

You open a survey in LTCSP through ASE-Q either directly in Tree view or
through the Citation Manager. You must be on the survey team and have
Assessment access.

To open LTCSP from Tree view:

1 Open ASE-Q.

2 In Tree view, locate the LTCSP survey.
3 Right-click the survey and select LTCSP.

The LTCSP application is opened for the selected survey.

Note: The LTCSP option is enabled only for LTCSP surveys. Currently that
is the initial health survey for a certification or recertification, or a Federal
Monitoring Survey (FMS) for a federal nursing home.

User’s Guide
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LTCSP Procedures

To open LTCSP from Citation Manager:

1

2
3
4

Open ASE-Q.
In Tree view, locate the LTCSP survey.

Right-click the survey and select Citation Manager.

Click the LTC Survey button to open the survey.

Regulations

4]

Survey Information
Event |D:
Medicae 1D:
Fac 1D

Find (Inchude leading zeioes)

¥ Emw?rupucdm&s-FEb-E-1 0o
LONG TERM CARE FACILITIES - FED -F - 16

EBWZ11
335455
1755

Actve Surveyor: Mallon, May [30129)

Mode:
Survey Dates:

Hosmal
0208/ 200 8-06/30/2018

Figure 5: LTC button in Citation Manager

The LTCSP application opens for the survey.

Note: The LTC Survey button only appears if the survey is defined as an
LTCSP survey. Currently that is the initial survey for a certification or

recertification for a federal nursing home.

18
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LTCSP Screen Navigation and Features

LTCSP Screen Navigation and Features

All screens have the same basic layout making it easy to move from one task
to the next.

Title toolbar

The Title bar always includes the screen title and Navigation menu. Some
screens include a Back button and navigation icons.

Long-Term Care Survey Process

o
« Back button erview and Observatio [RI| RO| [RR
Interview Sta . X, L G}
Screen title — 4 Screen
Include in sa arm (] U navigation icons
d Subgroup: -
() Complete
Expanded Ej
.| Navigation menu ]
a he residel o)
3 ively participating or engaged in activities? No Issues/NA
e the resident to participate?
ent engaged in age appropriate activities? Further Investigation

¢ of activities available for all residents?

S S S S P -

Figure 6: Title toolbar

Quick Access menu

This set of general function icons is located on the right side of every screen.

|
X

B

AddResidents for Taslk

Home
~ 1| 46 User Settings
. = Surveyor Notes
388 /7 |Diata Transfer
308 & | Atachments
21| Reports
@,

Figure 7: Quick Access menu
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Function toolbar

This toolbar includes function icons specific to the screen/task.

Residents

Figure 8: Residents screen—Function toolbar example

Change Column Order

You can rearrange column headings to any order you want in the Residents list;
Offsite Prep, Finalize Sample, Investigations, and Workload screens; and any
area of a screen that has a list with headings.

To move a column:

» Click the title of the column and drag it to the desired location in the header.

Drop-down Lists

Drop-down lists appear throughout the application where you need to select
one or more items from a list. For example, the following screen within
Investigations has two drop-down lists.

' 3
UC Initiate One or More Investigations g

* = Required
Please select a Resident and any Investigation Areas you
would like to initiate. To directly cite a tag select the FTag
Initiation Investigation Area.

'Residem:[ -
[FACILITY, FACILITY (0) -
“Investigation: | ALBAHARL HASKELL (25)
ALEXANDER, MARY E (22)

BARNER, PEGGIE (41)
| & ' BEARD, MARVIN (14) ~
‘ BONK, JOHN (52) *

[

BRADLEY, WANDA, (48)

Figure 9: Resident drop-down list
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v Initiate One or More Investigations g

* = Required
Please select a Resident and any Investigation Areas you
would like to initiate. To directly cite a tag select the FTag
Initiation Investigation Area.

*Resident: |BEARD, MARVIN (14) |
“Investigation: Activities '| .
O Al Select one
= or more
S ) Abuse |
() Accidents
V) Activities

() Activities of Daily Living

(") Behavioral-Emotional
e, S it g, ] A i ) 11 at - =

Figure 10: Investigations drop-down list

To close a drop-down list:

» Click outside the list or press Escape.

Hover

When you hover the cursor (i.e., move it over object on screen), the application
determines the cursor type/shape to display (hand, i-beam, etc.) based on the
context. If you hover the cursor over a button or icon, a description of the
command it represents displays.

Figure 11: Example of Hover help
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Expand/Collapse Sections

On facility task and investigation screens, you can expand and collapse Use,
Instructions, Probes/Critical Elements, MDS indicators, etc. as needed to more
easily accomplish your work.

To expand/collapse a section:

» Click the arrow in front of the section label. Click again to collapse/expand.

ANT, ATOM (3) Behavioral-Emotional No PASA.
Room: 0030 - Ir gation Reason: Maacd/B )
Admit Date:| Click to expand or 1
BIMS: 05 ansfer nvestigation Answers to Other Resident| .
¢
L4

*'Use.
. Collapsed L !
* Instructions: 3
~ T +,
Observations Expanded }
Observations Across p
Q 1f the resident is exhibiting expressions or indications of O what non-pharmacological interventions (e.g., meaniy
distress (e.g., anxiaty, slriklrﬁg out, self-lsolallng] how does activities, music or art therapy, massage, ammalherar;?
_ staff address these indicaﬂgqs? reminiscing. diversional activities, consistent r.aregiver‘-

k: —— e TP il e QI RN s e e s i i gl i

Figure 12: Use and Instructions sections collapsed, Observations section expanded
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Resize Sections with Expander Bars

In the Entrance Conference, facility task, and investigation screens, use
Expander bars to control screen space by adjusting section size.

To resize a section:

» Hover over the Expander bar until you see a double-headed arrow, then
click and drag the bar up or down to resize the area. For example, it may
be helpful to expand the Notes section so you can see more of the text you

entered.
 Other Considerations ;
=3 '
~ CEs '
Ruestion In Compliance Tag ;
1. Based on ohservation. interviews. and record review. dig - (| hiA reon l
e |
Notes: @ Investigation Nd

01/11/18 03:24 PM  Resident # 64 often found wandering halls at night all over the facility; also sometimes tries e},

B L e e I et BT L R P P R T s S S ) Pf"'i—‘_f

Figure 13: Expander bar activated
_Or_

Hover over the Expand icon in the center of the bar until you see a hand
cursor, then click to expand the area beneath the bar to full screen. Click
the icon again to return the area to its previous size.

v Other Considerations ;‘
= ]

&) CEs ?
Question In Compliance Tag ‘

1. Based on abservation. interviews. and record review. did the M vae M KA reon }

r m—

Notes: / Toggle Vertical Expansion of Notes |t|gatlor| N

01/11/18 03:24 PM Resident # 64 often found wandering halls at night all over the facility; also sometimes tries e)
|

Bt b et g S A A AR B P APl AP AR e Sl el it el A Bttt Rerts it l—-*-n--—.-’

Figure 14: Expander bar—Expand icon
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Update PDF Documents

LTCSP includes PDFs for facility task and investigation pathways along with
procedure guides and report templates. On occasion these PDFs need to be
updated, and you can update them from LTCSP. Your state agency is notified
when updates have been made to these documents. You need to be connected
to the internet to update documents.

To update PDF documents:
1 Verify you are connected to the internet.

2 Open a survey in LTCSP (it doesn’t matter which survey, once updated all
PDFs are available for any survey).

3 The Navigation menu should be open, if not, click the menu icon to open.
Expand the System section, and select Update Documents.

" Long-Term Care Survey Process

Home
~ Survey Preparation

=~ Meeti N
e Click arrow
Sl to expand

~ Resou.

v System
e Select to
Update Documents update PDFs 'f
P . S il o D __...—_J-

Figure 15: System menu expanded to show Update Documents option

A popup reminds you to close all open PDF documents—if open, a document
cannot be updated.

Click OK.
4  Click OK when the updates are complete.

Tip: If you get a message saying that a PDF was open and the update
stops, close the PDF and rerun Update Documents.
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LTCSP Notes

The LTCSP application provides multiple places to add notes. The main notepad,
Surveyor Notes, is available from the Quick Access menu and can be used to
record general notes. Specific notes fields are available in some screens and are
associated with the screen’s functionality. For example, when conducting a
facility task, you can take notes for the task you are working on.

If you copy and paste from another application (e.g., a web page) the
formatting is removed and only the text copies. You can format the text in
LTCSP. Copying and pasting text from an LTCSP notes field to another LTCSP
notes field will keep any formatting.

Tip: If you want to keep the formatting from another document, attach the
document using the Attachments feature (see “Add Attachments” on

page 36).

Features common to a number of notes fields include:
e Alt + R or Insert Resident ID button to insert resident number.

@Me N\N” X@r BJL!-'D&{_::—»;—U: - 12pt -

03/01/19 0923 AM Resident = 2

Figure 16: Insert Resident ID button

In a screen used to gather information for a specific resident, the resident
ID is inserted. In notes fields where no specific resident is referenced, you
select a specific resident from the full resident list to insert their ID.

Note: Inserting a resident ID using the keystroke or icon automatically adds
the resident to the "Sample List Provided to the Facility” report.

e Alt + T or Insert Timestamp button to insert current date/time.

@ERe N” XA B l’.’D} Segoe Ul - 12pt -

03/01/19 0%:23 AM

Figure 17: Insert Timestamp button

The system automatically inserts a date/time stamp into some notes fields
when you click in the field the first time. For subsequent notes, use the
shortcut (Alt + T) or button to insert the date/time stamp.
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e Standard word processing features.
Basic editing functions are available in all notes fields.

Note: Highlighted text does not show in combined notes fields such as
Resident IP Notes in facility tasks or when showing answers for all surveyors
in either facility tasks or investigations. Highlighting also does not show on
reports.

e Record notes using stylus or keyboard entry.
¢ Click Back button to exit notes field when finished.

e All information in notes fields and throughout the application is
automatically saved every two minutes.

More ...
“Notes Menu Bar” on page 245

“Surveyor Notes and Note Fields Shortcuts” on page 247

Surveyor Notes

Allows each surveyor to enter notes throughout the survey. You cannot view
other surveyor’s notes in LTCSP, but you can view all surveyor notes (after data
share) in the “Surveyor Notes” report. You can also review your notes History.

To open Surveyor Notes:
1 Inthe Quick Access menu on any screen, click the Surveyor Notes icon,
or press Alt + N.

firvey Process =] =

Surveyor Notes Mt i o — X
I | B8 N~ X BJU#L @& hx Segoe Ul J o

Enter your notes here, access from any screen.., Close window oo
| =

&P

| e e G R USSR |
Figure 18: Surveyor Notepad
2 Click the Minimize button to keep notepad available from the task bar.
-or-
Click the X in the upper right to close.
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Surveyor Notes in Resident Manager

When in the Resident Manager List or Card view screens, you can pin Surveyor
Notes to the bottom of the screen. These are the only screens where this option
is available. Once you have pinned the notes, LTCSP remembers this setting for

both the List and Card View screens until you unpin or close Surveyor Notes.

To pin Surveyor Notes:

» From the Quick Access menu, click the Surveyor Notes icon, or press

Alt + N to open the Surveyor Notes window.

» Click the Pin icon in the Surveyor Notes title bar. The Surveyor Notes

appear at the bottom of the screen.

Tip: Use the Expander bar to resize the notes box.

To unpin Surveyor Notes:

» Click the Unpin icon in the Surveyor Notes title bar. The Surveyor Notes

window opens and no longer appears on the bottom of the screen.

To close Surveyor Notes:

» 1In either the Surveyor Notes window or the pinned notes box, click the

blue X to close Surveyor Notes.

Surveyor Notes window before pinning

Residents
Surveyor Notes
@EBe N7 XM BI U2 ©ELh Segoe Ul

Click to pin
Surveyor Notes

K

Enter your notes here, access from any screen...
- Cpnn e P i e, T et

Surveyor Notes pinned

Click to close
Surveyor Notes

JOhES FRES W E — ibygsE T E s Bl B BN (27 p
RI . L — RI d
Sucharged Ciacharged charged .

Surveyor Notes . L
Drag bar to resize [on Coyote at 10am. Click to unpin
notes window me possible intenaew Surveyor Notes

Figure 19: Surveyor Notes pinned and unpinned in Resident Manager

More ...
“Notes Menu Bar” on page 245
“Facility Tasks” on page 120
“Reports and Attachments” on page 33
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Interview, Observations, and Record Review Notes

Notes entered for care areas in the initial pool Interview and Observations,
Observations, and Record Review screens carry forward with the resident and
care area. The date/time stamp is automatically inserted when you click in the
field the first time. For subsequent notes, press Alt + T or use the Insert
Timestamp button to insert the date/time stamp.

= Personal Funds

* Does the facility hold your money for you?
* Can you get your money when you need it, induding weekends? No Issues/NA
* Do you get a quarterly statement from the .‘acl.‘lty':‘
Further Investigation

@R MN” X@r Bl UZ OB Segoeut - 12pt -

03/01/19 0241 AM

s |

B —— . > z o s ot
i ' — P i g o il A - B sl B i

Figure 20: Care area notes field

Facility Task Notes

Notes fields are available for every task and include standard notes features.
These notes carry forward with the facility task. Care area notes taken during
the interview, observation, or record review for a resident listed in a facility task
can be viewed in the Resident Initial Pool Notes field or by clicking the resident
name in the facility task resident list.

View Resident Initial Pool Notes

For any surveyor who took notes for a resident added to a facility task, those
notes are viewable in the notes area for the facility task.

To view initial pool notes for residents in a facility task:

» On the specific facility task screen, select Resident Initial Pool Notes for
the notes field.

You can copy any notes from here and paste into any other notes field. If
you want to include the initial pool notes in the CMS-2567, ensure you copy
and paste the applicable information into the Facility Task Notes since that
is the only information that pulls forward to the Potential Citation screen.
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Dlnmg Obsewatlon

MWMHMW‘JWW T S N
Motes: Facility Task Nure‘ @ Resident Initial Pool Notes l
DONALD BYRNES (45) |
SURVEYOR3, THREE DOI003)

04/03/19 11:27 AM P.es:denl # 45 Orl 02/03/2019, the resident weighed 199 |bs. On 03/31/2019, the resident weighed 186 Ibs which is a -6.53 % Loss.

3 THREE PO0003) - Mydration

04/03/19 11:30 AM they a!wéys bring water or tea to him when they visit. He looks very thirsty--dry lips, dry skin. Concemed he doesn't get enough fluids.

SYLVIA GATES (2)

RVERYOR1,ONE (XX001) - Nutritian

04/03/19 09:41 AM _Resident # 2 cannot eat wheat/aluten. Bread is always offered. he often does not get the GF bread faone or not offered).

Show Answers for: Current Surveyor -

Figure 21: Resident Initial Pool Notes in a facility task

View Surveyor Facility Task Notes

Select Show Answers for All Surveyors to see notes entered for that task
by any surveyor (read-only) after data is shared, or select Current Surveyor

(default) to show only notes entered by you. You must set the filter to Current
Surveyor to enter documentation or answer any CEs.

Dining Observation - Read Only

Notes: @ Facility Task Notes J& Resident Initial Pool Notes
Sala0 100KS Wilted. NO One DRNGING MOre water 1o tapkes, thougn expected, :

SURVEYOR2,TWO (XX002)
| 04/03/19 547 PM watched second dining area for dinner. Some said food was cold. Room a bit of a mess.

L
Asgistance for wheel chair meant leaving at table, but no other assistance offered.

| SURVEYOR3,THREE (XX003)

04/03/19 11:45 AM Resident # 13 asks for coconut creamer during lunch. Only half-and-half available on table. Had to take cheese off of chicken (didn't like
other offering)

(ow Answers for: |All Suveyors -| ) i Show notes for all surveyors l %
80%

Figure 22: Facility task Notes field
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Medication Administration

You can view other surveyors’ notes (after data share) in the Med Admin notes
screen—both handwritten and in the text editor.

To review other surveyor Med Admin notes:

1

2

From the Medication Administration facility task, open the Med Admin
screen (click the icon in the upper right).

From the Staff 1D drop-down select a surveyor. Their notes appear as read
only.

Note: You will see the selected surveyor notes in whatever view you have
open. For example, if you only have the handwritten panel open, you will
not see any notes in the text editor.

s Emmee
Med Admin
Total Number of Errors 1 Opportunities for Erors 22 Medication Administration Error Rate - % @
Page’ 1 |Next Copy Text to Clipboard o Write © Erase {CF
Resicent: CD:'F‘ o Room: 19 i}

I , BRI T LI, ey e
WO — = F - SR e EE———

Staff ID: |Mallon, Mary -; Show text editor W Show handwriting panel

4 ) i
Mallon, Mary | Select a surveyor to view

Sallc dors their Med Admin notes

Pasteur, Louis |

Figure 23: View other surveyors’ Med Admin notes

Investigation Notes

Two Notes fields are provided on investigation screens:

Investigation Notes

Notes specific to the investigative area for the current resident.
Investigation Notes apply only to the current investigative area. Initial pool
notes for the investigative area appear under the Investigation Notes.

Resident Notes

General information about the resident available to any investigation the
resident is associated with. Resident Notes carry over to all investigative
areas for the resident.
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Use the radio buttons to toggle between Investigation Notes and Resident
Notes.

Select Show Answers for All Surveyors to show notes entered by any surveyor
(read-only) after data is shared, or select Show Answers for Current Surveyor
to show only notes entered by you. You must set the filter to Current Surveyor
to enter documentation or answer any CEs.

Notes: ‘ @ Investigation Motes ) Resident Notes
@E@ N~ XEN B UZ O h Segoe Ul “12pt- B |
04/27/19 10:39 AM Resident #2 cannot eat wheat/gluten. Bread is always offered he often does not get GF bread (gone or not available)

04/20/19 12:45 PN Noted breadcrumbs on casserole; other options almost gone, Mot much fer an alternative,

Show Answers for: | Cument Surveyor = _

Figure 24: Investigation Notes field

View Body Map and Drawings for any Surveyor

You can view other surveyors’ drawings (after data share) in the investigation
notes screens—body maps for pressure ulcers and abuse; drawn/handwritten
notes in other investigations, and the dining and kitchen facility tasks.

To review another surveyor’s drawings:

1 From the investigation, open the Draw or Body Map screen (click the icon in
the upper right).

2 From the Staff ID drop-down, select a surveyor. Their drawings appear as

read only.
oy e sy e - e
=& Drawing
Page: | ® Write © Erase [;_r

o
Aot
=

=i

&
el

el e i . na - e Ry e a— |

o 3
Nightingale, Flo
Salk, Jonas
Pasteur, Louis

Select surveyor to
view their drawings

StaffID:

80%

Figure 25: View other surveyors’ investigation drawings
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Notes History

The History feature in Surveyor Notes, Facility Task Notes, and Investigation
Notes allows you to view the notes you have previously taken in your current
survey. If you deleted, lost, or edited any text that you may want to include,
you can find the information by selecting the time stamp before the text was
changed or removed. The system saves your notes every two minutes or when
you close the Surveyor Notepad or leave the facility task or investigation screen
ensuring that you never lose more than two minutes of work. If nho change is
made to the notes within two minutes, that time stamp does not appear in the
list.

The history is saved locally and does not get transferred when you data share.
The system automatically deletes the notes history after 90 days.

To view Document History:

1 From the Surveyor Notes window or the notes field in a facility task or
investigation, click the History button on the notes toolbar to open the
Document History window.

Surveyor Notes -2

@88 N\~ X@F B U2 O wegoeu - 12pt - |

02/15/19 01:33 PM Resident # 11 was walking in corrfd™ mat was out of place and
,

= VR —————

‘_het‘rippg‘d: Caught himself on wall_e[_‘:'_\_r_gy)__d !'!qye f{:lllen

S e e T e

- -

Figure 26: Example of a Notes History button in the toolbar

2 Select a note by the time stamp in the left-hand pane. The notes for that
time appear on the right. Use the scroll bar to review the entire note, if
necessary.

You can copy and paste all or any portion of the notes into your notes, any
other notes field, or any text editor.

3 Click the X in the upper right hand corner to close the Document History
window.
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Select Date/Time
to view
Surveyor Notes

11/16/2018 3:14:45 PM
11/16/2018 3:21:21 PM
11/16/2018 3:21:54 PM

11/16/2018 3:25:52 PM W

11/16/2018 3:27:46 PM
11/16/2018 3:31:48 PM
11/16/2018 3:34:00 PM
11/16/2018 3:34:16 PM
11/16/2018 3:41:04 PM
11/16/2018 3:46:36 PM
11/16/2018 3:50:36 PM
11/16/2018 3:50:57 PM
11/19/2018 12:37:22 PM

ocmert oy

Matrix : Alz/Dém, Asbiotics, Astidepntasant, Diuretic, Dpadid

08/20/18 10:34 AM resident resting in Sed. Offers nc compiaings. Shares his

Ty BEOUE R SUSFE Bubis SRR B Row I FECERT RO B Pl 508 plboed Bnd |

that he had several bladder stones removed. s jovial. Told me a joke. Lef
Shoulder pain 5710 ¥t this ime. *1 hive that probiem off and on since my
trowe

a

.

08/20/18 21:57 AN cooed off for apcrom B min awake now and Bopping head
0 the lunch music and Now eating again

Dining Observation for noon meal on 8-20-18

08/20/18 11-00 AM dosing off spain whils chewing his food spproe 808 of
enaal lef uaen @ dviced plae

05/20/18 12200 PM_sating again. daing wll feeding saif with right hand

=51 Resize
=] panes

ting. Driniing a diet coie. Appron 708

B wid A5t CoM. ERREREr with 2 BSERT with
o wedl in wjfc. resident ghwen his brush and
iFty Large Eruises 12 top Fight FA

08/21/15 06:11 AM Breaictast mesl resicent alert. Mo doing off Independently
sating hiz breaidast with na problems noted

08/21/18 10044 AM i o intwrview resident and imemadiatety telis me his right
g i3 harting "It Purts 24/7 #nd the medications el only B e | will get

Notes from
selected time

Figure 27: Surveyor Notes Document History window

Note: The Show History option is not available when the Surveyor Notepad is
pinned to the list or card view screens. Unpin the notes to access the history

function.

Reports and Attachments

A number of LTCSP reports and forms are available to view and print as needed
during the survey process. You can add supporting and supplemental material
as attachments. For instance, you can attach the PBJ] Staffing Data Report,

generated out of CASPER, and have it display here.

Generate Reports

The Reports option provides access to a variety of reports. Click the Reports
icon (or press Alt + P) from any screen to generate, view, and print reports.

O >

i

Q== {r:}

-

£

&

Jol

Figure 28: Reports icon
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The Reports window is context sensitive. Depending on the screen you are on
when you click the Reports icon, different reports appear in the top section
(Reports associated with the current view). The bottom section lists all other
LTCSP reports.

Reports associated with the current view c
Select Name Description

0 Complaint and FRI Residents Complaint and FRI information entered
during Offsite Prep

@ Investigation Report Lists residents marked for Fl included in 3
the sample or not included in the sample

Residents Marked for FI by Care Area List of residents marked for Further
Investigation grouped by Care Area

Residents Marked for FI by Resident List of residents marked for Further
Investigation

Unnecessary Medication Selected Residents ~ Unnecessary Med information for
residents selected for the Unnecessary
Medication review

All Other Reports

MName Description

@ Beneficiary Notice Worksheet Worksheet provided to the facility for
pletion of the SNF Be f
Protection Notification Reviews

0 Entrance Conference Lists information gathered during the
Entrance Conference meeting and may be
used for IDR or appeal purposes

Eﬁ; Run Reponsj

Figure 29: Reports window opened from Finalize Sample

To generate a report:
1 On the Quick Access menu. click the Reports icon.
—or-

Press Alt + P.
2 In the Reports window, select one or more reports.

Report(s) related to the screen you are on, appear in the top of the window.
3 Click the Run Reports button at the bottom of the window.

A PDF of each report is generated.
4 Click the X in the upper right of the PDF window to close it.
5 Click Done to close the Reports window.

34

10/11/23 LTCSP 12.4.4.0



Reports and Attachments

Use the “Immediate Jeopardy Template”

If you need to conduct an 1J investigation, the “Immediate Jeopardy Template”
is available from Reports. You can fill in the writable PDF form on your tablet.

To use the “Immediate Jeopardy Template”:
1 From the Quick Access menu. click the Reports icon.
—or-
Press Alt + P.

2 Scroll to the Immediate Jeopardy Template listing and click the icon to

open.
Repaorts - [m] x
O Facility Tasks Lists all Facility Tasks with associated tags, :
notes etc.
ﬁ Immediate Jeopardy Template Worksheet to use when ruling out 1J
)] Initial Pool by Resident Lists initial pool resident assignments

ists initial | residents gr d b,
s Lists iniil pool residents groupegtin e,

IV‘P CtedTags 7 777 7T fhatfeporissnonedéd by emoving |

citation and resident notes v

Done| |Run Reports

Figure 30: Immediate Jeopardy Template listed in Reports

3 Enter information into the template. Once you have entered some text,
from the File menu, select Save As (or Shift + Ctrl + S) to save the PDF
and automatically attach it to your LTCSP survey.

» The Save in recent folder dialog opens. Select the default directory (if
you change the directory, the system is not able to attach this
document).

» Click Save in the Save As dialog and Yes to overwrite the file. The
system automatically names the form with the event ID and the
surveyor ID (eventlD-surveyorlID-1]_Template.pdf).

» Close the document and click Attach in the File Open in Another
Program dialog. The system automatically attaches the document and
lists it on the Attachments screen. Enter a description for the 1J
Template on the Attachments list.

Tip: If you close the “Immediate Jeopardy Template” and want to make
changes, use the Edit button on the Attachments screen (see
below). When you use File | Save As again, the system attaches the
updated version of the document to the survey with a new date/time
stamp.
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4 If you want to add a new “Immediate Jeopardy Template” once you have
already created and saved one (e.g., if you have more than one FTag cited
at IJ and you only list one FTag on each template), open a new template
from Reports. Answer Yes to create a new document or No if you want to
edit an already existing template.

If you click Yes to create a new template, from the File menu, select Save
As (or Shift + Ctrl + S) as before to save and attach a new copy of the
template. The system automatically assighs the Immediate Jeopardy
category. To help keep multiple copies of the “Immediate Jeopardy
Template” straight, enter a description on the Attachments screen for each
(see below).

Add Attachments

During a survey, you may want to attach forms and other documentation that
support the investigation. Files attached in LTCSP are included in the data
sharing process, and also appear in ASE-Q Tree view and Citation

Manager | Attachments.

¢ Leng-Term Care Survey Process

Filter

Attachments attachments
Dirag or paste files to add as attachments. Image snapshots are als ilter by category\\ T T;\I
Category .y
" = 3 | ()
HHSX11-98988-L \worksheet to us|  07/19/23 10:57 AM  Category: | Immediate Jeopardy *| | Immediate Jeopardy o
ProviderForms_Fz 09/05/23 03:28 PM  Category: «| | PBJ Report

1705D Staffing D. |pg) Report 09/05/23 03:28 PM  Category: | PBJ Report

Edit attachment
Dateftime

View attachment

Edit ;iew Delete

List of
attachments

Description

Open
attachments

Delete Attachment

- Paste document or
[F-paste from Clipboard] image to add as an
attachment

80%

Figure 31: Attachments screen

The Attachments icon on the Quick Access menu opens the Attachments
screen where you attach files to the survey; it is available from all screens.

Attachments uploaded from LTCSP are limited to 4 MB in size. Anything larger
must be uploaded from ASE-Q.
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The same file types can be attached in LTCSP as in ASE-Q:
e Microsoft Word documents
e Microsoft Excel spreadsheets
e PDF documents
e Images: jpg, png etc.
You can either copy and paste or drag and drop an attachment.
To copy and paste a screenshot:
1 In the Quick Access menu, click the Attachments icon (paper clip).
-or-
Press Alt + A.

e Press Ctrl + Alt + Print Screen or use the Windows Snip tool to grab
a screenshot.

2 Onthe Attachments screen, click the Paste from Clipboard button at the
bottom of the screen to add.

You will get an error message if the file is larger than 4 MB.

3 Click in the text box to the right of the file name and enter a brief
description.

4 Click View to see the screenshot.
To copy and paste a file:
1 Open the Attachments screen.
2 Copy the file from Windows Explorer.
3 Repeat steps 2-4 above.
To drag and drop an attachment:
1 Open the Attachments screen.
2 Drag a file from your desktop to the Attachments screen.
3 Repeat steps 3 and 4 above.
To confirm an attachment is in ASE-Q:
1 Open ASE-Q.
From the Tree view:
e In Tree view, locate the applicable LTC survey.
e Expand the Attachments node and verify that the attachment is listed.
—or-
From Citation Manager:
e Right-click the survey and select Citation Manager.
e Click the Attach button.
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To edit an attachment:

1

On the Attachments screen, click the Edit button for the attachment. The
attachment opens in the default program for the file type (excluding
scanned or read-only documents).

Update the document. From the File menu, select Save As. You must use
the Save As option and not just Save to have the updated version of your
document attached to the survey.

» The Save in recent folder dialog opens. Select the default directory (if
you change the directory, the system is not able to attach this
document).

» Click Save in the Save As dialog and Yes to overwrite the file.

Close the document and click Attach in the File Open in Another
Program dialog. The system automatically attaches the document and lists
it on the Attachments screen.

The document changes are saved in LTCSP and the date/time stamp
updates to the time you made the changes.

TiP: You must use Save As to have your updates automatically saved to
your document already attached to your LTCSP survey. If you just save
a document, the system won't update the attached document and you
will have to attach the updated version to LTCSP.

To view an attachment:

1

2

On the Attachments screen, click the View button for the attachment. The
attachment opens in the default program for the file type.

Review the information. If you make any changes that you wish to include,
you cannot automatically attach the file since it is in Read-only mode. Follow
the above directions to attach the updated document to your LTCSP survey.

To filter attachments:

1

2

On the Attachments screen, click the Filter by Category drop-down
menu and select the Immediate Jeopardy or PBJ Report category.

The screen lists only those attachments assigned to the selected category.

To show all the attached documents again, click the Filter by Category
drop-down menu and select the blank line.
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To delete an attachment:
1 On the Attachments screen, click the Delete button for the document.

The filename and description appear with a strike through, but you can still
view the document.

2 To restore the attachment while it is still visible in the list, click the
Undelete button for the document.

3 To permanently delete attached file(s) marked with a strike through, click
Delete Marked Attachments at the bottom of the screen.

The attachment(s) disappear from the list.

Data Sharing

The LTCSP application includes functionality to facilitate data sharing between
Team Coordinators (TCs) and team members as they prepare for and conduct
a survey. LTCSP has one data sharing screen that provides all methods of data
transfer—no difference for Regional Office (RO) users. You can share encrypted
data using a:

e File stored on a USB drive or anywhere on a shared system
e Secured wireless network
e Secured wired network

Each team member’s data is first shared with the team coordinator, then the
TC shares the data with all team members to ensure that updates are correctly
recorded and the TC and all team members are working with the same survey
information. Data sharing is always performed between team members and the
team coordinator. Team members cannot share data with other team members
directly.

Open the Data Sharing screen

The Survey Team Data Sharing screen looks the same for team members and
the team coordinator, but the options and instructions are different depending
on your role.

To open the Survey Team Data Sharing screen:

» Click the Data Transfer icon in the Quick Access menu, or press Alt + D.
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Survey Team Data Sharing

Team Coordinator

Show Advanced

MALLON, MARY 04-04-18 10:04

SWOOPES, SHERYL  03-19-18 09:35 - 192.168.1. 6

XX001  CURIE, MARIE 03-19-18 09:34 v| 1921681 2
XX002  SALK, JONAS 03-19-18 09:34 +|  192.168.1. 3
7 XN NIGHTINGALE. F )3-19-18 09:3¢ *| 1921681

Assign Leader| |Reload Server List

Share Data Using A File

1. Select Team Members to share data with
2. Insert correct flash drive
3. Select Send / Receive Data

Send Data
Receive Data

Share Data Using a Network (Team Leader Only)

1. Select Team Members to share data with

2. Ensure selected Team Members have a server defined

3. If the server list does not show the server for the team member, their IP address can be entered instead
4. Select Share Data Mow

Share Data Mow

g TP et P T T PR e T S e e L S——— P S ",

Figure 32: Survey Team Data Sharing screen

The blue diamond next to the name in the team roster section at the top
indicates the team coordinator. To reassign the TC role to a different survey
team member, you can select the desired team member and then select the
Assign Leader button. The blue diamond indicator then appears next to the
newly assigned TC.

The Last Update Date column displays the last date and time data was
shared. When sharing data using a file (USB), this is the date and time of the
most recent data send/receive action for the associated surveyor. When sharing
data using a network (wired/wireless), the date and time indicate the most
recent transfer for both the team member and team coordinator.

The Server column lists IDs of servers using an LTCSP database that are
connected to your secured network. You can select the Reload Server List
button to refresh the list to see any connected team members.

The Machine ID (1P) column allows you to enter another team member's
computer IP address if hecessary, when data sharing using a wireless network.
The computer assigns each machine a unique IP address when it is connected
to a wired/wireless network, so every survey team member should verify their
IP address before data sharing.
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The System ID column lists the resident ID number assigned to each of the
surveyors. This number is used to identify the resident ID range assigned to
each team member. This assures that if surveyors add residents, they’ll have
unique resident IDs.

Reorder the columns by clicking the column title and dragging to desired place.

Share Data by USB/File

To share LTCSP data by file, the file is first sent to a transfer file on a flash drive
(USB), or a drive on a shared system. Then the data is received by pulling it
from the transfer file to the destination computer where data is updated
accordingly. RO and Central Office (CO) users must adhere to additional
security requirements when sharing data using a USB/File.

To send data to a flash drive for sharing:
1 Open the Survey Team Data Sharing screen.
2 Insert the flash drive into your computer.

3 Onthe Survey Team Data Sharing screen, select the team member(s) for
data sharing if you are the team coordinator (The TC may select multiple
team members to share data with). If you are a team member, you must
select the team coordinator.

Team coordinators can share data with all team members, but team
members can only share data with the TC.

4 In the Share Data Using A File section, select Send Data.

5 In the Select the Drive/Folder you want to transfer to window, select
the USB as your transfer location.

The default transfer filename is <EventID>-<Surveyor ID>, e.g.,
2EN911-50250.

6 Select Open to initiate the data send.

A Transfer Progress window appears (often very briefly). When the data
send is complete, a notification lets you know if it was successful or not. If
the transfer failed, this window lets you know what didn't transfer, and why.

7 If the data send was successful, select OK.
To receive shared data from a flash drive:

1 If necessary, open the Survey Team Data Sharing screen on your (the
receiving TC’'s/member’s) computer.

2 Insert the flash drive with the sent data into your computer.

3 In the Share Data Using a File section, select Receive Data to pull the
data into your machine.

Since you're receiving from a flash drive, it is not necessary to select names
in the team roster section.
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4 In the Select the Drive/Folder you want to transfer from window,
select the location and file to receive (<EventID>-<Surveyor ID>, e.g.,
2EN911-50250).

5 Select Open to initiate the data transfer to your computer.

A Transfer Progress window appears (often very briefly). When the transfer
is complete, a notification lets you know if the data receive was successful
or not. If the data share failed, this window lets you know what didn't
transfer, and why.

If the data share was successful, select OK.

7 Select Open to initiate the data transfer to your machine.

The Transfer Progress window appears. For the team coordinator, conflicts
(if any) are listed during the transfer process for resolution.

8 When the transfer concludes successfully, select OK in the confirmation
message.

The survey on your machine now contains the updated information that the
TC sent.
More ...

“Open the Data Sharing screen” on page 39
“"RO/CO Data Share Using USB/File” on page 44
“Data Sharing Checklists” on page 240

Share Data Via Email

From LTCSP, you can email a survey with associated LTCSP data to one or more
recipients, by creating a data share file containing the survey as an attachment
to the email.

To share data via email:

1
2

Save the survey file to data share to a file location on your computer.

Open your email, and attach that file to an email message to the desired
team coordinator/team member (TC/TM).

The receiving TC/TM saves the attached data share file on their computer.
On the Survey Team Data Sharing screen, select Receive Data.

If you are the TC, you must select the TM you are receiving the data share
file from, and then select Receive Data.

In the Select the Drive/Folder you want to transfer from window,
select the location and file to receive (<EventID>-<Surveyor ID>, e.g.,
2EN911-50250).
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6 Select Open to initiate the data transfer to your computer.

The Transfer Progress window appears. For the team coordinator, conflicts
(if any) are listed during the transfer process for resolution.

7 When the transfer concludes successfully, select OK in the confirmation
message.

The survey on your machine now contains the updated information that the
TC/TM sent.

Share Data Across a Network

Survey team members can share encrypted LTCSP data across a network with
a secured wired or wireless connection. A wired connection exists when
multiple computers are physically connected to each other, or to a secured
router with a cable. A wireless connection exists when multiple computers
access the same secured wireless router.

Only the team coordinator can initiate data sharing across a network, whether
wired or wireless. The procedure is the same for both. Data is copied across the
network from specified team member(s) to the TC’s computer, then the
updated data is copied from the TC’s computer back across the network to the
team member(s).

Note: A TC can initiate data sharing using a network at any time during the
survey.

To share data across a network:

1 If necessary, connect any computers from/to which you want to transfer
data.

That could mean connecting to the team's secure server with a cable or
wirelessly, or in the case of a direct connection, plugging a cable into the
team member computer(s) and team coordinator's computer.

2 Open the Survey Team Data Sharing screen.

3 Select the checkbox to the left of the surveyor(s) you want to share data
with.

4 For each selected team member, select the applicable Server (computer).

TiP: You may need to select Reload Server List to make sure the list of
server IDs is current. The search and update may take several
minutes. If the Reload Server List function does not find a team
member's server ID when data sharing over a wireless network, you
can enter the team member’s computer IP in the IP column to
complete the transfer.
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5 Select Share Data Now to initiate the data transfer.
When the data share begins, the Transfer Progress window appears.

Message(s) appear if there is an issue with starting the transfer, e.g., you
selected a server ID but not the checkbox for a surveyor.

Notification(s) appear when data conflicts prevent synchronization, e.g., a
resident is assigned to two surveyors. The LTCSP application uses
pre-defined rules to resolve most data conflicts, but if a notification appears,
you (the TC) must resolve the conflict.

6 When the transfer and synchronization conclude successfully, select OK in
the confirmation message.

This confirmation indicates that the survey data was first copied from the
selected team member(s), then to the team member(s). That is, the survey
data was copied from the team member(s) to your computer and then the
updated survey data was sent back to the team member(s).

More ...
“Open the Data Sharing screen” on page 39

“Data Sharing Checklists” on page 240

Data Sharing for RO/CO Users

RO, Central Office, and CMS contract users must adhere to additional security
requirements when sharing data, both when using a USB/file, or wired/wireless
methods. When a survey team consists of state and RO/CO users, special
measures must be taken.

e The survey team must use the state configuration.

e Some states may provide an RO user with a pre-configured state computer
for the survey. In these instances, the state configuration is used, and there
are no special considerations.

The following instructions are for RO/CO users if the state survey team is data
sharing using a USB drive/file or a wired/wireless connection.

RO/CO Data Share Using USB/File

Although LTCSP automatically encrypts the data when it is shared, RO/CO users
are required to encrypt any USB/flash drive in order to send and receive files
on it. For survey teams with both state and RO/CO users, data sharing using a
USB drive may not work due to incompatible encryption methods, and testing
whether it works may end up encrypting a flash drive and making it unusable.
In that case, it may be necessary to share files via email.

To send data to a flash drive for sharing:
1 Open the Survey Team Data Sharing screen.
2 Insert the flash drive (USB) into your computer.
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To

When you insert a USB stick into an RO/CO user’s machine, the CMS Check
Point Encryption application automatically asks to encrypt the USB stick if it
is not already CMS encrypted.

Note: If the USB has embedded default encryption, it must be formatted in
FAT32 format (Standard format for removable devices). CMS Check Point
encryption automatically creates dual partition storage on the stick: Drive
E: Business related (Encrypted by CMS), and drive D: Non Business (no
encryption).

Enter and confirm a password for the USB stick encryption, then select
Continue.

Both sender and recipient must use the same password.

On the Survey Team Data Sharing screen, select team member(s) for
data sharing if you are the team coordinator. If you are a team member, you
must select the team coordinator.

Team coordinators can share data with all team members, but team
members can only share data with the TC.

In the Send Data Using A File section, select Send Data.

In the Select the Drive/Folder you want to transfer to window, select
the USB as your transfer location. i.e., Business Data - Encrypted (E).

The default transfer filename is <EventID>-<Surveyor ID>, e.qg.,
2EN911-50250.

Note: For Non Business storage, any files coming out from the CMS laptop
cannot be saved to a D: non-Business storage location (with no encryption).

Select Open to initiate the data transfer.

A Transfer Progress window appears (often very briefly). When the transfer
is complete, a notification lets you know if the data share was successful or
not. If the data share failed, this window lets you know what didn't transfer,
and why.

If the data share was successful, select OK.
receive shared data from a flash drive:

If necessary, open the Survey Team Data Sharing screen on your (the
receiving TC's/member’s) computer.

Insert the flash drive with the sent data into your computer and enter the
encryption password if asked.

Both sender and recipient must use the same password.
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3 Inthe Share Data Using A File section, select Receive Data to pull the data
into your machine.

Since you're receiving data from a flash drive, you don't have to select
names in the team roster section.

4 In the Select the Drive/Folder you want to transfer from window,
select the file to receive from the E drive or Business Data - Encrypted (E)
location, and select Open.

A Transfer Progress window appears (often very briefly). When the data
share is complete, a notification lets you know if the data share was
successful or not. If the data share failed, this window lets you know what
didn't transfer, and why.

5 If the data share was successful, select OK.

RO/CO Data Share Across a Network

RO/CO computers are already configured to share data across a secured wired
or wireless network. However, you are required to disconnect from the CMS
Cisco Connect VPN before you can begin sharing your LTCSP data.

After you have disconnected from the CMS Cisco Connect VPN, the process for
sharing data using a network is the same as the state method.

To disconnect from CMS VPN:

1 Launch the Cisco AnyConnect Secure Mobility Client application from
the desktop or system tray, or you can search for it in the Start menu.

2 0On the Cisco AnyConnect Secure Mobility Client window, select
Disconnect.

Note: Internet access and CMS email will be disconnected.

To reconnect CMS VPN:
1 Connect to a secured network location or internet access point.

2 Launch the Cisco AnyConnect Secure Mobility Client application from
the desktop or system tray, or you can search for it in the Start menu.

3 On the Cisco AnyConnect Secure Mobility Client window, select
Connect.

4 Enter your PIV card PIN.

After connecting successfully, you can minimize or close the Cisco
AnyConnect Secured Mobility Client window.

More ...
“Share Data Across a Network” on page 43
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Team Meeting

The team coordinator can edit the Team Meeting screen and team members
have read only access after the TC shares the consolidated data back to each
team member. The survey team meets as needed throughout the survey, and
the team meeting screen provides information to facilitate team discussion.
Some information is entered by the TC, and some information is automatically
updated each time the TC opens the screen. After data sharing with the team,
all team members’ data is included on this screen.

The screen is organized by Initial Pool and Investigation sections. The questions
help the team gauge the status of the survey, pertinent findings and potential
areas of non-compliance, and make decisions for next steps.

To enter and review team meeting information:
1 From the Navigation menu, select Team Meeting.

The Team Meeting screen opens to Initial Pool.

1€ Long-Term Care Survey Process — O x

Team Meeting

® |nitial Pool  Investigation

Were any offsite selected residents discharged?
No results found for this question.

Ensure all offsite selected residents were included in the initial pool, unless discharged

& § & B

JOAM FRADLEY
FRAMNCES GEROMNIMO
EUGENE GROELLE
MARTIM LODGE
MICHAEL PROJANSKY
MARY SCHMELTZ
SALLY SORACI

TR

Was at least one resident who smokes included in the initial pool?
No results found for this guestion,

Is each surveyor identifying vulnerable residents?
Mo results found for this guestion.

Motes

mBe N’ XABBIUL (O = g

Figure 33: Team Meeting screen—Initial Pool
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2 Review and enter Initial Pool team meeting information and notes about any
issues.

The system indicates if no information is available for system-generated
entries.

3 To enter and view Investigation team meeting information, select the
Investigation radio button.

1€ Long-Term Care Survey Process — O x

Team Meeting

- Initial Pocl ® Investigation

Are there newly identified harm or IJ concerns?
No results found for this question.

Does the sample need to be expanded to rule out SQC?

& § & B

What is the status and pertinent information for complaint and FRI residents?

Review the list of investigation concerns and ensure the team is discussing potential staffing
concerns.

PBJ Staffing

P I

Activities

What pertinent findings does each surveyor have (ensure you review and address all prior reported
concerns)?

Motes

mBe N’ XABBIUL (O - - .

Figure 34: Team Meeting screen—Investigation

4 To print team meeting information as a report, click the Reports icon in the
Quick Access menu, select Team Meeting Notes, and click the Run
Reports button at the bottom of the dialog box.
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Offsite Preparation

Before going out on a survey, the TC must do some preparation. The Offsite
Preparation screen in LTSCP provides a place where some information is
automatically updated by the system, and other information is entered by the
TC. This information helps guide the survey team while on the survey. This
information can also be entered in ACO for convenience.

For example, to help ensure that a survey team covers the entire facility, the
TC assigns areas of the facility to each survey team member. For this purpose,
the TC uses the facility floor plan on file (for a recert, not an initial certification)
and divides the facility among the team to ensure every area is covered. The
surveyors screen all the residents in their assigned area.

If the survey is a combined complaint survey, complaint data is pulled from
ACTS and appears in the LTCSP Offsite Preparation screen. The TC should
review the complaints and make assignments as applicable once the survey has
been imported.

Note: For specific instructions on attaching complaints to an LTCSP survey,
refer to the LTCSP Complaints Guide posted at

https://gtso.cms.gov/software/ltcsp/reference-manuals, then expand the

LTCSP Reference Materials section.

Enter Offsite Prep Information

For convenience, you can enter some Offsite Prep information in ACO before

exporting the survey to ASE-Q (excluding outstanding complaint/FRIs, CASPER
3 review, and CASPER PBJ Staffing Data Report information), or you can enter
offsite prep information in LTCSP after exporting the survey. If you enter Offsite
Prep information in LTCSP and then enter Offsite Prep information in ACO and
re-export the survey to ASE-Q, you will see merge screens during the transfer.

In ACO, the Offsite Preparation screen only lists the current status for
complaints (intakes that are linked to the survey). Once the survey is exported
from ACO to ASE-Q, these complaints are listed on the Offsite Preparation
screen in LTCSP and you can link the complaints to residents in LTCSP.
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To enter offsite prep information in ACO:

» From Tree view, right-click the survey and select LTCSP Offsite
Preparation.

The Offsite Preparation screen is shown in four sections below, but in ACO/ARO
displays as one scrollable screen. The Cancel and Save buttons remain
stationary at the bottom of the window frame.

Figure

B | Offsite Preparation

Provider Information
Facility Name:
CW MANOR HOUSE CARE CENTER/RO COMP

Survey Information
Event ID:

Administrator Name:
|

Review Prior to Visit
Results from the last Standard Survey:

8] s]u[x[a]

Previous Recertification Survey Date:
0809/2018

this is & test agan

Review Complaints since the last Standard Survey:

8] r]ufx|s]

Review Faciity reported incidents (FRIs) since the last Standard Survey:

B| s u|xc

35: ACO Offsite Preparation screen

et | ]

- section 1
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B Offsite Preparation *

Does the Facility have staffing concerns based on the CASPER PB) Staffing Data report? I\'es vl
Mark all that apply and the applicable quarter:

‘Was abuse cited on the prior Standard Survey or have their been any sbuse alleg: or citations for compl I 'I
Note arvy Federal waivers/variances For onsite review:

B]s]u[x= v

Figure 36: ARO Offsite Prep - section 2

| Dffsite Preparation *

MNote any Federal walvers/variances for onsite review: o

m.ﬂsmmllum:[ l
Onbudsman Contact Date: | | -
mmm:l I

Ombudsman area(s) of concern:

B|s|ufxs

Figure 37: ARO Offsite Prep - section 3
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® ' Offsite Preparation

Team unit assignments:

B|7|u[xz

Complainks
Intakes linked to this survey:

| Intake Id I Allegation Type

Intakes not yet linked to a survey:

Intake Id Allegation Type

Subtype

| Allegation
NUTRITIONAL NEED'S NOT MET

Figure 38: Offsite Prep ARO - section 4

=gl |
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To enter offsite prep info in LTCSP:

1 From the Navigation menu, select Offsite Prep.

Only the team coordinator can make changes to information on the Offsite

Preparation screen in LTCSP; however, all team members can view the

information.
Some information has already been provided.

U< Long-Term Care Survey Process

Offsite Preparation

Provider Information Survey Information

Facility Mame: UAT1 FACILITY Event IC: HHSX11
Administrator Previous Recertification

Name: KRISTEN PARIS Survey Date: 11/28/2017
Review Prior to Visit Add relevant info

Review the CASPER 3 repert to determine whethq before survey

any patterns of repeat deficiencies: Hesults from the last Standard Survey:

Review complaints since the last Standard survey: Survey:

Does the facility have staffing concerns based on the CASPER PBJ Staffing Data report? yes ~

Mark all that apply and the applicable quarter:

Low weekend staffing W 4 2022 -

Select Yes to
enable Casper
Staffing concerns

=
15

Review facility reported incidents (FRIs) since the last Standard

section

RN coverage for 8 consecutive hours/day [

Licensed nurses for 24 hours/day [

Notes automatically appears when Failed to
submit PBJ data is selected.

1 star staffing rating | \/

Are there any current nurse staffing
waivers for this facility?

Staffing Notes: Mote any staffing waivers/variances:
Staffing Notes entered in Offsite Prep Waivers/variances ...

verity/Scope of F.

ralled to submit FCJ data "4 4 2022 - 851 (CE1) Cite at Sen

Yes *

Figure 39: Offsite Preparation - Part 1
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¢ Long-Terrm Care Survey Process

Offsite Preparation

If combined with complaint surve
Active Complaints and FRIs that will be investigated i laint .-"FR|p p ACT}g 5 et
during this survey: active complalnts. S Irom s
- ot
NYOO229512 COMP  ABERNATHY, ALISTAIR  ABERMATHY ALISTAIR - 300 985 =
A
~, Allegations: Identify LTCSP Areas: Care Areas: e
Dietany Serviges Add Initial Pool Care Areas Investigations: For cfs’}
Directly ADG Mew Investigation  Facility Tasls:
Link or Add Facility Tasks Closed Record: E
Add a Closed Record fol
NYO20s14 COMP  BIRSTEN, GIGi HARNAN, MARGARET - 51-1118-A -| & i o8¢
Allegations: Identify LTCSP Areas: Care Areas: Ac
> Nursing Services Add Initial Pool Care Areas Fal
Directly Add New Investigation Investigations:
Link or Add Facility Tasks Facility Tasks:
Add 3 Closed Record Closed Record:
NyDOz2es1y  COMP BUICK SALLY METZ, BARBARA, - 51.1109-A
., Allegations: Identify LTCSP Areas: Care Areas:
Dental Services Add Initial Pool Care Areas Investigations:
Directly Add Mew Investigation Facility Tasks:
H Fagility T )
Link or 200 Pailiy Tasks Closed Record:  Ho

Add a Closed Record

Add relevant abuse,
weaiver and active
enforcement
information before
the survey

‘Was abuse cited on the prior standard survey or have there been any abuse allegations
or citations for complaints?

MNeote any active enforcement cases (residel
Other federal waivers/variances for ansite review: reason) that shouldn't be investigated:

Ombudsman Name: Ombudsman Area(s) of Concern:

Ombudsman Contact

Date: | Mg vy (8] |
Ombudsman Phone

MWumber:

Add

Team unit assignments: Ombudsman info

[ Add Team area assignments }

66%

Figure 40: Offsite Preparation - Part 2

2

In the Review Prior to Visit section, enter patterns of repeat deficiencies,
results from the last Standard survey, complaint/FRI history, and active
complaint/FRI information (e.g., specific allegations).

If a combined complaint survey, review and make assignments in the Active
Complaints and FRIs section.

Review the CASPER PBJ Staffing Data Report and enter staffing concerns
and staffing waivers/variances, as applicable. When failure to submit PBJ
data is selected, a note automatically appears as: F851 (CE1) cite at
severity/scope of F.

Answer the abuse question below the Active Complaints section.

As applicable, add non-staffing federal waivers/variances, active
enforcement cases, and Ombudsman information.
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7 Scroll to the bottom of the screen to the Team unit assignments section
and enter team assignments.

8 Open the Facility Tasks screen to assign mandatory facility tasks.

\\ n

9 From Reports (see “"Generate Reports” on page 33), print the Facility Matrix
with instructions, the Entrance Conference Instructions, and the Beneficiary
Notice worksheet.

10 Share offsite prep data with the team.

Staffing Concerns

Staffing concerns entered on the Offsite Preparation screen are accessible via
a PBJ Staffing link from the Interview and Observations screen, the staffing
concerns sections on the team meeting screens, and in facility tasks, for CE11
on the Resident Council pathway, and at the top (beside the Pathway link) of
Sufficient and Competent Nurse Staffing.

T Lang-Term Care Survey Process — O X

Interview and Observations RE]
) FRADLEY, JOAN (10) e S . 1 Rehosp @
Room: 51-1135-A um

= . (]

Acmit Date:  09-18-20 Include in sample due to: (] Harm () U Depression .—;:}
Offsite: Selected Subgroup: Offsite Selected = PBI Staffing | (=
BIMS: 99 e et -

Weight Calculator omplete /
& Activities &
Resident Observation @

* Did you observe the resident in activities? - (Cl
* |s the resident actively participating or engaged in activities? [_] No Issues/NA

+ Do staff encourage the resident to participate? -

* Is a younger resident engaged in age appropriate activities? |_| Further Investigation

s _Are there a variety of actiwities available for all residents?

Figure 41: PBJ Staffing link
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Fail to submit PBJ data

If Failed to submit PBJ data is selected in Offsite Preparation, CE1 of Sufficient
Staffing is automatically marked No, not in compliance, and severity level 2 is
automatically selected. The warning reminds surveyors that F851 should be
cited at an F. Additionally, if the surveyor considers not citing F851, email
NHStaffing@cms.hhs.gov.

Sufficient and Competent Nurse Staffing

|

PBJ Staffing <> Path

Question In Compliance Tag Severity 6
Mandatory Submission of Staffing Information (Only completed by TC):

3 During offsite preparation, the TC reviews the information in the CASPER Payroll-Based Journal (PBJ)
Staffing Data Report to determine if the facility submitted the required staffing information.

)/ Fa51 should be cited since the facility failed to submit PBJ data. Cite at Severity/Scope of F.

1. Did the facility submit the required staffing

infermation based on payroll data?

(CE1) Cite at Sevenity/Scope of F if No. If considering . _ P .
not citing F851, email NHStaffing@cms.hhs.gov [ ves ¥ No F851 12 3 U4

Figure 42: Sufficient and Competent Nurse Staffing, CE1
Tag F851 will automatically be cited in Potential Citations with a S/S of F.

The TC must select the Facility checkbox in order to obtain a green check. It
would be an extremely rare circumstance when a facility would not be cited if
the PBJ data report indicates they did not submit PBJ data for the quarter. If a
surveyor has questions or thinks the facility should not be cited, email
NHStaffing@cms.hhs.gov.

— Potential Citations

Show | all « |Refresh Potential Citation Detail for Tag F851
. W/ cite . Citation Categories
F851 : Payroll Based Journal =2 ] ©s/s | __ g
4 Max Severity: 2 () Don't Cite () I-Recertification
Status:.C.ITED ) A-Complaint Investig.
4 sufficient and Competent Nurse Staffin

¥ You must select at least one Citation Category.

() FACIUTY X - - 3 -
Surveyor: SWOOPES, SHERVL (¢ At least one resident or facility must be included in citation,
Severity: 2 Opening Statement

Figure 43: Tag F851 Cited in Potential Citations with S/S of F

Active Complaint and FRI data

When you have a combined complaint survey, the active complaint and FRI
information is pulled from ACTS when you export the survey from ACO and
appears on the Offsite Preparation screen. The TC can use this information to
add complaints/FRIs to the survey

For each complaint or FRI the TC can:

e Review intake information
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e Select complaints/FRIs to be included with the survey based on each
facility’s census information; you can add more to the survey later by
initiating an investigation)

e Match complaint/FRI residents to MDS residents or add a resident not in
the MDS resident list

e Match anonymous complaints/FRIs to the Facility
e Add applicable initial pool care areas, investigations, or facility tasks

e Assign selected complaints/FRIs to surveyors

UC Long-Terrm Care Survey Process

Offsite Preparation

Select

Intake 1D to
Active Complaings view Intake estigated during A_dd A @
TR E Motes resident = &
Intake Id Do nesident LTCSP Resident - Room Offsite In Pooi iniuai ool Surveyd
nvoozzos1z  COMP NATHY, ALISTAIR | ABERNATHY, ALISTAIR - 300 - (] 98988-SWOOPES =
Intake Notes: “:‘
® Alleg: - Identify LTCSP Areas: Care Areas:
W i The facility is dirty and ther the iti T
Dietar [ S mb;f;";“:;’“f‘m’:qte e amd Add Initial Pool Care Areas Investigations: Food V4
there iy nly 3 bers assigned to housek Directly Add MNew Investigation Facility Tasks:
chores. . ink or Add Facili K | Selectto add
Link or Add Facility Tasks Closed Record: e
Tha common areas zre probably the cleanest 23 the howsaksspng Add a Closed Record to initial p00|
11;1‘1'. bas been told 1o ‘.;e\u on area :Iu! kave :'.J::;M wvisibility - - rg l
¢ resicents, thetr fxmulies of clents i A touar -
NYOO: ot ARMAN, MARGARET - 51-1119-A - * "4 98988-SWOOPES
Alleg: Close Identify LTCSP Areas: Activities
®  Nursic Add Initial Pool Care Areas Falls
. Directly Add MNew Investigation Activities
Expandfcollapse Link or Add Facility Tasks
information Add a Closed Record
0022051 LIS AL METZ, BARBARA - S1-1108-A .
~. Allegations: Identify LTCSP Areas: - )
) Dental Services Selectto Add Initial Pool Care Areas hatch facility resident or
W Directly Add New Investigation assign "Facility" when no
allegation Link or Add Facility Tasks resident identified
notes Add a Closed Record
80%

Figure 44: Active Complaint and FRI section of the Offsite Preparation screen

After reviewing the complaints and FRIs, the TC determines which should be
added to the initial pool. Those complaints and FRIs added need to be assigned
appropriate LTCSP areas and then assigned to a surveyor. All this can be done
from the Offsite Prep screen.

To add a complaint/FRI resident to the initial pool:

1 On the Offsite Preparation screen, click the Expand/Collapse arrow to
view the Complaint/FRI information.

2 Click the Intake number or the Allegation name to view the notes (usually
one of the two has been filled out). Click Close to close the notes box.
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3 Identify the complaint resident and select from the LTCSP Resident
Roster.

In the LTCSP Resident Roster, scroll to match the reported Complaint
Resident to the MDS name and select.

If the resident is not in the list, click the Add New Resident icon to add
the resident to the survey and then use the roster to add the new
resident to the complaint or FRI.

If no resident has been identified, select Facility, Facility from the list.
The system then adds this to all anonymous complaints and FRIs.

4 Based on the allegations, select the appropriate LTCSP area(s) for the
complaint or FRI resident. These links become active when you assign the
LTCSP Resident.

Add Initial Pool Care Area: Associates the complaint resident with a
care area on the Interview/Observation/Record Review screens. A
Complaint link appears next to the assigned care area.

Directly Add New Investigation: Use the Initiate One or More
Investigations dialog to select investigative area and assign a surveyor.

Link or Add Facility Task: Select one or more tasks to add to the
survey for the complaint.

Add a Closed Record Review: Select the Reason and provide a
description.

LTCSP areas added are listed on the screen.

5 When you decide to add a complaint resident (or Facility) to the initial pool:

Note: You can add an investigation to any complaint/FRI resident without
adding them to the initial pool.

Select the checkbox in the In Pool column—this also activates the
surveyor drop-down list and updates the Initial Pool status to Yes in
Resident Manager.

In the Initial Pool Surveyor column, select a surveyor—this
assignment also appears in Resident Manager.

Note: The maximum number of complaint and FRI residents is based on the
facility census information. For detailed instructions on complaints, refer to the
Long Term Care Survey Process (LTCSP) Procedure Guide (In LTCSP:
Navigation menu | Resources | Procedures Guide).
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Complaints and FRIs Information during the Survey

The Complaint or Facility Reported Incident subgroups are added to the
selected residents. A Complaint link appears on any relevant screens—click to
bring up a list of Complaints/FRIs with intakes relevant to that area. Use the
expand/collapse arrows to view the same information that is on the Offsite Prep
screen.

Initial Pool Care Areas: A Complaint link appears on the Interview,
Observations, and Record Review screens beneath the MDS indicators and
next to any Care Areas linked to a complaint/FRI for that resident.
Anonymous complaints/FRIs links appear for every resident.

¢ Long-Temn Care Survey Process o [B=
Interview and Observations
2 pussYCAT, Flu?:mlﬂﬂ Interview Status: .I.n'r_ervwmble_ = Subgroup mpmnwn Activitie
Admit Date:  04-16-15 include in sample due to: () Harm () U plaln |Digoity.
Offsite: Not Selected Subgroup: Complaint Abuse
BIMS: o = Res-to-F
Weight Calcuiator | SR X
e " = EIVRCY,
Complaint links Accomn
. . . P £
~ Resident-to-Resident Interaction Compion e
Persona
Suffcer
* Have you had am i == el Fla
+ Have you reporte{ Complaint Details =5 ES] —
Complaint Resident Phe
v NYOO166268 COMP PUSSYCAT, PENNY COMPLANER, MARTHA (607) 272 [
et
. atic
Complaint/FRI =
information o
~ Privacy ——
—_—— De
. -. i ihe resident hag Jetes
visitor if your roo it
* Does staff providg KCatl
+ Do you have privd H
+ Bedrooms are nol =
&/ show probe text (] d =

Figure 45: Interview and Observations screen with Complaint information

Facility Tasks: COMP appears on main screen and a Complaint link
appears next to the Pathway link in the Function toolbar. For any resident
added to a facility task, a Complaint link appears next to their name in the
resident list.

| v (LTI TR WAL L (e LR LA ITL= 1Y

a

Dining Observation (COMP) mmell Facility Task
” y main screen

B Y T

Environment

DOO, SCO0BY  (Complaint) 00645 28 01/31/2010 » f

1
DUCKE, DAFFY R [Complaint) 00520 20 03/09/2015 » ;

= L Y R e

L

Figure 46: Complaint notation and links in facility task screens
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Investigations: Comp is noted in the Inv. Reason column and a Complaint
link appears next to the investigation title.

Main Investigations screen: Inv. Reason
Inv. Reason column " Accident Hazards (COMP) f@

A Bt el s el gl

Investigation by Resident - My Investigations '

A 3
BOND, JAMES (52) Complaint link |
Room: 00623 Investigation Reason: Accident Hazards (COMP) 1
Admit Date: 08-30-17 Ltd RC!
BIMS: 03 |Transfer Investigation Answers to Other Resident| }

L Bt o s o L T e et e P g b =t S .-—.......'J

Figure 47: Complaint notation and links in investigations screens

Sample Screens: COMP/FRI is noted beside the resident’s name and care
area name on Finalize Sample and Assignments. For facility task related
complaints, the complaint label is in bold for the resident named in the
complaint.

UC Long-Terrm Care Survey Process

Finalize Sample

Filter by group: Sort residents: &
; A 9 — Activities
: gl o art ampl Fnalzatr]
Current Sample Candi Surveyor —_ IStart Sample Finalizatio (COMP)
Facility Census: 31 TargetSample Size: 12 Current Sample Size: 0 2of3
i = m; = \Accidents
nnec  Sys nitial P
Sa # COM
mplh Name Room CAs Meds Sel Harm e E} p 1F’J
ABERMATHY, ALISTAIR (82) (COMP) 300 1 No SWOOPES- Falls
® (COMP)
Included in Investigation Care Areas Dofl
¥ Food {COMP) Care Planning
FITZGERALD, IRENE (24 51-1101- 1 No SWOOPES- 10of1
Discharge
" Included in Investigation Care Areas ||| 1of1
Y Infection Control (Task) Food
Madify Care Areas (COMP)
10f1
HARMNAMN, MARGARET (19) (COMP) 51-1119- 3 No SWOOPES- 04
Hospitalizations
Included in | Care A Lofl
- nclu in Investigation are Areas |
© ¥ Activities (COMP) ?r;':"m Ulcers
b4 Activities (COMP) rrE———
Y Falls (COMP) Infection Control
Modify Care Areas (Task)
10f1
Naath
80%
Figure 48: Complaint links on Finalize Sample screen
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Potential Citations: When a tag that came from a complaint is cited, the
A-Complaint Investigation citation category is automatically selected.

Note: For specific instructions on adding complaints to an LTCSP survey already
in progress, refer to the LTCSP Complaints Guide posted at
https://gtso.cms.gov/software/ltcsp/reference-manuals, then expand the
LTCSP Reference Materials section.

Anonymous Complaints and FRIs

Since no one resident can be linked to an anonymous complaint or FRI, a
Complaint link appears on relevant screens. If a complaint or FRI has been
linked to an Initial Pool Care Area, Complaint links appear for every resident on
the Interview, Observations, and Record Review screens.

More ...
“Assign Facility Tasks” on page 125
“Generate Reports” on page 33
“Data Sharing” on page 39

Entrance Conference

Upon entering the facility, the team gives a copy of the Entrance Conference
form to the facility for them to complete. The Entrance Conference screen
provides a place to enter notes and to check off items on the form as they are
completed.

Multiple documents of various formats can be attached and are transferred as
part of the data sharing process. The information helps guide the survey team
while on the survey.

Note: Only the team coordinator can enter notes for the entrance conference;
however, all surveyors can view the information after data share.
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To enter data on the Entrance Conference screen:

1 F

rom the Navigation menu, select Entrance Conference.

1€ Long-Term Care Survey Process - O *

Entrance Conference

Entrance Conference Date and Time: 05/27/21 02:35 AM Set m
INFORMATION NEEDED FROM THE FACILITY IMMEDIATELY UPON ENTRANCE éﬁ}
¥ Census number E
¥ Complete matrix for new admissions in the last 30 days who are still residing in the facility. dé;
¥ An alphabetical list of all residents (note any resident out of the facility). @

2

(] Alist of residents who smoke, designated smoking times, and locations.
i A list of residents who are confirmed or suspected cases of COVID-19.
[_] Name of facility staff responsible for Infection Prevention and Control Program.

¥ Name of facility staff respansible for overseeing the COVID-19 vaccination effort.

ENTRANCE CONFERENCE

L | | =) L]
Has the facility asked a resident or his/her representative to enter into a binding arbitration agreement? yee -

Motes:
05/28/21 07:34 AM arbitration agreement

Figure 49: Entrance Conference screen

2 Review the screen:

Entrance Conference Date and Time—automatically records when the
entrance conference screen is opened for the first time (at the top of the
screen), but if this is not the actual start time you can reset the time and
date. Click Set to update the current Date and Time.

Entrance Conference form checklist—the TC can check off items as the
facility provides information.

Notes—area for TC to enter entrance conference notes.
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3

e Arbitration question in Notes area. If answered Yes, Arbitration facility
task triggers immediately.

e Expander bar—adjusts the size of the form and notes areas.

Enter notes about the entrance conference at the bottom of the screen.

To print the Entrance Conference Instructions for the facility:

1
2

3
4
5

Click the Reports icon in the Quick Access menu, or press Alt + P.

On the Reports screen, select the box for Entrance Conference
Instructions, which is listed in the first section of the Reports window when
you are on the Entrance Conference screen.

Click the Run Reports button to generate a PDF of the report.
Print the PDF.
Click X to close the PDF window and Done to close the Reports screen.

More ...

“LTCSP Notes” on page 25

Procedure: “Adjust Facility Census” on page 108

Resident Manager

The residents listed in the Resident Manager screens are generated by the
system based on Minimum Data Set (MDS) data. When the survey shell is
exported from ACO/ARO into ASE-Q, the MDS data is used to:

Identify all residents still in the facility with an assessment within the last
180 days.

Calculate MDS indicators for each resident, and then determine facility rates
for each indicator.

Flag residents as offsite selected based on:

- Number of assessments/residents included with the exported survey
shell

- Residents with the highest number of indicators that reflect the facility
rates.

A resident qualifies for the offsite selected group only if they've had an
assessment in the last 180 days.
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The Resident Manager screens in LTCSP are used by the survey team to:

Add newly admitted residents who did not have MDS data from the last 120
days and therefore are not listed in Resident Manager.

Identify residents for the initial pool process.
Identify the appropriate subgroup(s).
Update a resident's information such as room number.

Provide access to Interviews, Observations, and Record Review screens for
any resident included in the initial pool.

Provide status of resident interview process to help manage work.

Search for a resident by name or room number.

Open the Resident Manager

The Resident Manager is opened from the Navigation menu. There are two
different views, List and Card. Surveyors can choose the view they prefer and
can switch between the views.

To open the Resident Manager:

1

From the Navigation menu, select Resident Manager.
This opens the Residents screen in List view.

To switch between views, click the Card View or List View icon at the
upper right of the screen.
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Resident Manager views

There are two different views that can be used to manage residents:
= List view

The default Residents list view displays residents alphabetically by last
name. Use the Sort function to change the sort as desired and Filter to see
specific residents.

Fl.lter S.Dl"t Switch to — T
Residents Residents eside Card View
T T Update .Selected Click x
All Residents - @l Name - ‘ b RESIdEﬂt Search Qx* to clear
Do = - D 0 B Roo d D pstig bgroup O "a
& m antatome) Add New Ji 06 11 01-05-1 » |Pasteur-50241 - Search
Resident : Residents
E  BEAR YOGI (36) ) 12 29 05-02-18 Offsite Selected = |Nighting-50239 -
/ L ! B
BIRD, n . n 05 09 01-03-18 - - - X
- " | Offsite indicator (Rtghting: 50239 2 FoY
~
'@ ) Bonp, JAM ) & 9 34 04144 Offsite Selected +  [Pasteur-50241 = -
. - Assigned
Initial Pool m | BROWN, CHARLIE W (12) 0 08 20 06-08-17 « [Mallon-30129 - Surveyor
. - h B v
indicator
m JBULDOG, SPIKE P (18) 0 13 25 01-26-17 »  [Nighting-50239 =
[ J BUNNY, BUGS (21) O 15 33 09-23-16
Subgroup § °
v~ Kl CAT TOM (54) 0 00 20 03-20-12 . |Mabon-30129 -
@ oAy ,N[ Further Investigation indicator h@ e T
l K3 COLUMBO, LIEUTENANTI (57) 0 15 27 052218 Identified Concem | | Nighting-50239 «
Discharge
Int/Obs/Rec Rev [ OINKLEY, VELMAR (2 harg
complete resident
r @ DOO, 5CO0BY (28) 0 ¢ 03 30 051414 Offsite Selected v |salk-50240 - A
62 Residents, Initial pool Residents: Current Surveyor-6, All Surveyors-20 , Complaint/FRI-5
L ]
& 80

[ Resident and Complaint info "

Figure 50: Navigation features in Residents screen—List view
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= Card view

Individual cards display resident information. The screen title displays
Incomplete Residents and changes to Residents when all are completed.

Filter
=] Residents

ke
Initial Pool
indicator

Unnassign
Surveyor

Add New =

Filter by group: Resident fat

| My Residents Search Qx - &

Showing 12 of 14 WEETY (24) B BULDOG, SPIKE P (18] \ 2

@ S o Search =

/__:i R s Residents
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Show indicator % =

Completed Update Selected |

Residents gy (D unTsTONE Wita (1s) efp— Resident &
— JE—
wbgrous:

?nuell?gal:ut: — Assigned
T === 4] Surveyor

Switch to
Card View e

Incomplete Residents

O pea SWEET (40
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2 etgrous
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Discharge
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e Rooen: 03
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B Sirveyor Nightingaie- 80219

Surveyor Nightingale 50239

Figure 51: Residents—Card view

Most functionality is available in both views; however, some functions are easier
to perform in one view versus the other. Surveyors can use their preferred view
or switch between views depending on the task they are performing.

Resident Manager Filter and Sort

The Filter and Sort functions let you display only the residents you need to see.
You can filter residents in both List and Card views by group, and sort residents

in List view by category.

Filter by group: Sort
All Residents < Nam

All Residents

My Residents l"\’

All Current Sample Residents jy
Offsite Selected

MNew Admissions E
FRI

Vulnerable

Complaint

Identified Concern

Figure 52: Filter and Sort options

Residents
Sort residents: "
B o)

Name

’ DAC Offsite BIMS Room Admit Dat
Room

7| Surveyor M & 99 1-155-D 09-09-19
Offsite Selected

New Admissions
FRI

7 Vulnerable
Complaint

5| Identified Concern

Pt

) 05 1-128-P  04-22-20

) 03 1-153-D 04-22-19

B 03 1-141-W  11-03-20
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Filter by group

The Filter by group drop-down menu, located on the left side of the function
bar, allows you to view the following groups of residents:

e All Residents: All residents from MDS data plus any added by surveyors

My Residents: All residents assighed to you

All Current Sample Residents: All system-selected residents included as
sample candidates:

- Offsite selected residents with at least one area marked for Further
Investigation (FI)

- Any initial pool resident with FI marked for abuse
- Any initial pool resident the surveyor marked Harm or IJ

Offsite Selected: All residents preselected by system from MDS data

New Admissions: All residents noted by surveyors as being admitted
within the last 30 days

FRI: Residents associated with an official facility reported incident that the
survey team is investigating with the survey

Vulnerable: Residents marked as vulnerable by surveyors

Complaint: Residents associated with an official complaint made to the
state that the survey team is investigating with the survey

Identified Concern: Residents who are not in any of the above subgroups.
but are noted by surveyors as having a specific concern

To filter residents by group:

1 In either List view or Card view, click the arrow in the Filter by group box
to see the list of filter choices.

2 Select the desired group.

The screen refreshes to display only those residents belonging to that
group.

More ...
“Resident Manager Tips” on page 217

Sort residents

The Sort residents drop-down menu, located to the right of the Filter by group
menu in List view, allows you to sort the residents according to the following
categories:

e Name: Lists residents alphabetically by last hame.

e Room: Lists residents by room number in ascending order. Residents
without a room number are listed alphabetically by last name at the top of
the list.
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Surveyor: Lists residents assigned to surveyors by surveyor number.
Residents not assigned to a surveyor are listed alphabetically by last name
at the bottom of the list.

Offsite Selected: Lists residents preselected by the system at the top of
the list.

New Admissions: Lists residents with the subgroup New Admissions at the
top of the list.

FRI: Lists residents with the subgroup FRI at the top of the list.

Vulnerable: Lists residents with the subgroup Vulnerable at the top of the
list.

Complaint: Lists residents with the subgroup Complaint at the top of the
list.

Identified Concern: Lists residents marked with the subgroup Identified
Concern at the top of the list.

Although the Sort residents menu is not available in Card view, the sort option
selected in List view is applied to Card view.

TiP: You can apply a sort to any group you filter by, not only the full resident

list.

To sort residents by category:

1

2

In List view, click the arrow in the Sort residents box to see the list of
categories.

Select the desired category.
The screen refreshes to display residents in the specified order.

More ...

“Resident Manager Tips” on page 217

68

10/11/23 LTCSP 12.4.4.0



Initial Pool

Search Residents

The Search field lets you locate residents by name or room number in List and
Card views. A history of searches is kept so you can conveniently repeat
searches.

Note: Partial name or number searches do not work.

Enter first/last name
or room humber

) ,ear Search

Search

Mz
E“

Figure 53: Search field in Card view

Results

To search for a resident:

1 In the Search box, type full first name, last name, or room number and
press Enter or click the magnifying glass.

2 To repeat a search, click the down arrowhead and select the desired search
text.

3 Click the x in the Search box to clear the search results.

Note: Until you select X, the screen only shows the search results.

More ...
“Resident Manager Tips” on page 217

Initial Pool

There are many ways to organize the initial pool. One option is the team
coordinator assigns area(s) of the facility to each surveyor. Surveyors visit
room to room to screen all residents in their assigned area(s) in order to
identify residents for their initial pool. The goal of each surveyor is to conduct
an interview, observation, and limited record review with the residents in their
initial pool. It is from the initial pool (for all surveyors) that the survey team
pulls residents into the sample.

Surveyors set the Initial Pool (IP) Status to Yes to add a resident to the initial
pool. Only residents with an Initial Pool status of Yes appear on the Finalize
Sample screen. Offsite residents automatically have an IP status of Yes and
must be included unless they have been discharged.

Complaint and FRI residents, designated by the team coordinator on the Offsite
Prep screen and marked for inclusion in the initial pool, are automatically
included in the sample for the team with an IP status of Yes.
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Surveyors can include any other resident in their initial pool by setting the IP
status to Yes on the Resident Manager screens, the Interview, Observations,
and Record Review screens, and in the Add/Update resident dialogs.

During the screening process, surveyors can use all the IP statuses to help
organize their residents. LTCSP assigns the IP status Unknown to all non-offsite
residents. You can change this to Maybe during screening to identify possible
residents for your initial pool. Select No to remove a resident from the initial
pool (offsite residents require a discharge reason).

Only an IP indicator of Yes activates the interview, observation, and record
review screens. The RI, RO, and RR screens remain read-only for any other IP
indicator status (U, N, or M).

More ...

For detailed instructions on performing the initial pool process, refer to the Long Term
Care Survey Process (LTCSP) Procedure Guide (In LTCSP: Navigation menu | Resources
| Procedures Guide).

Offsite Selected Residents

When you export the survey shell from ACO/ARO, the system identifies the
residents in the facility and performs MDS indicator calculations. This
information is included with the survey shell imported into ASE-Q. From these
calculations, some residents are pre-selected to be included in the initial pool
during the survey and automatically have an IP status of Yes. They are referred
to as offsite selected residents and must be included in the initial pool unless
they no longer reside at the facility.

The number of offsite selected residents depends on the number of residents
included with the survey shell and the required sample size needed for
investigation. The offsite selected residents comprise 70% of the sample and
your team will fill in the remaining 30%. For example, if the facility MDS data
shows 100 residents currently at the facility, the Target Sample Size will be 20.
Of those 20, 14 are pre-selected by the system and added to the sample if
concerns are identified.

Once onsite, surveyors do not need to consider maintaining a 70/30 split
between offsite and onsite selected residents. The focus is on identifying
residents for the initial pool and sample based on concerns.

Note: Since each surveyor needs to cover a certain area of the facility, some
surveyors may have a higher number of offsite selected residents in their initial
pool than others.
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Include Resident in Initial Pool

Surveyors can manage their residents using the Initial Pool (IP) status available
in the Resident Manager, Interview, Observations, and Record Review screens.
Only those with an IP status of Yes are included in the initial pool and only these
residents appear in the Finalize Sample list.

Click an IP status icon to open the IP status dialog which provides basic resident
information and their MDS indicators.

Offsite selected residents have IP status values of:

e Yes—default; required to proceed with interview/observation and sampling
e No—removes from initial pool; requires a reason

For the remaining residents you can set an IP status of:

e Unknown—default

e Maybe—mark residents during initial screening as possibilities for IP or that
the resident is unavailable, for example, the resident isn't in the room

e Yes—required to proceed with interview/observation and sampling
e No—removes from initial pool; removes surveyor assignment

The system changes the IP status of complaint residents added to the initial
pool in Offsite Prep to Yes.

Surveyors can set the IP status on the following:

e Resident Manager List and Card view screens

e Interview & Observations screen

e Observations screen

e Record Review screen

e Add/Update Resident dialog

» Click the icon to open the IP selection dialog for that resident.
From the Resident Manager List View:

= Residents

d

Filter by group:  Sort residents: . .
|All Residents | |Name zl 5 b 4
Do l::;' Name D\C Offsite BIMS Room Admit []

M ANTA [ 06 11 m-ns-i
O BEAR IP status . e 12 2 c;s-:;z-;r
ao_ TWEETY (24) 0O 05 09 m-osf
= EOND, JAMES (52) [ o 9 3 04-14-'3
sl el B i S Al ly BB i) BBl ol B e B A ,._.___.-_...._A._/.

Figure 54: IP Status icon on Resident Manager List View
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From the Resident Manager Card View:

Filter by group: -
[ My Residents ]

Showing 15 of 15

s T s i T i it e il a2

Figure 55: IP Status icon on Resident Manager Card View

From Interview, Observations, or Record Review screens:

} Interview Status:
Date: 01-03-18 Click to change Binclude in sample due to:

Offsite: Not Selectd IP status Subgroup:
BIMS: 05

et et B il o it i, g i A P e g A Al i o S i il Bl B il B

Interview and Observations - Read ¢

e T

Figure 56: IP Status icon in Interview, Observations, or Record Review screens
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From the Add/Update Resident dialog:

= Add/Update Resident #7 s
Survey Resident Id: 7 * = Required

*First Name: JESSICA

Middle Initial: D

*Last Name: FLETCHER
Room #: 18

Admission Date: | 10/20/2017 Gs

Surveyor: =
Subgroup: -
Identified
Concern
Rationale:

Selectto change

Completed: O mt (O obs IP status

esident in Initial Pool?

(&

iTransfer Interview Ans

Unknown =

Mo
\ Yes

[save] |Concel

Figure 57: IP Status selection in the Add/Update Resident dialog

Note: Only residents with an IP of Yes appear on the Finalize Sample screen
regardless if any Further Investigations were marked during the interview
process.
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To include a resident in your initial pool:

1 Openthe Resident Manager List View or Card View screens, or open the
Interview, Observations, or Record Review screen for the resident.

2 Click the Initial Pool icon to open the selection box:

» For an Offsite resident, Yes is default; select No and provide a reason.

% Is Resident #36 in the [nthulm?‘ [==5e=]

BEAR, YOGI (36) Const Pain
Room: 29 AC
Admit Date: 05-02-18 1 Rehosp
Offsite: Selected Depression

BIMS: 12

Figure 58: IP Status selection dialog for an offsite resident

» For a non-offsite resident Unknown is default; select Maybe, Yes, or
No.

i 1s Resident 224 in the Initial Pml?‘ et e

BIRD, TWEETY (24) Ltd ROM
Room: 09

Admit Date: 01-03-18

Offsite: Not Selected

BIMS: 05

*Unknown |

Figure 59: IP Status selection dialog for an offsite resident

Tip: The button with an * and bolded text indicates the current IP status.
For example, if the status is Yes it appears on the button as *Yes.

3 Select applicable subgroups.

More ...
“Open the Resident Manager” on page 64
“Add a New Admission” on page 75
“Assign Surveyor to Resident” on page 78
“Assign Subgroup to Resident” on page 77
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Add/Update Residents

You can add a newly admitted resident or update information for a current
resident. If you duplicate a resident, you can delete the added resident as long
as no data has been added to that resident.

Add a New Admission

When surveyors begin the initial pool process, the facility should provide them
with a list of new admissions in their area. A new admission should be added
to the resident list only if the surveyor includes the newly admitted resident in
the initial pool (based on the screening) and the resident isn't already included
in the resident list. The system automatically assighs a unique ID to each new
admission added to the resident list. The process is the same in both List and

Card views.

To add a new admission:

1 Open the Resident Manager.
2 Click the Add New Resident icon to open the Add/Update Resident

dialog.
Add/Update Resident £0 [
Survey Resident Id: C " = Required
*First Name: ‘
Middle Initial: |
Enter New
*Last Name: I Resident info I
Room #:
Admission Date; MM/dd/yyyy 3
' I System assigns
Surveyor: | XX002-SURVEYOR2 -— ygu as surveg;for
Subgroup: | New Admissions ul
"
Identified ™.J System
Corcern selects New
Rationale: Admissions
Completed: () Int Obs (] RR subgroup

Resident in Initial Pool? | Unknow

Save necel

Figure 60: Add/Update Resident window

3 Enter resident information including Name, Room #, Admission Date.

When you add a new admission, the system automatically assigns you as

the surveyor.
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4  The system automatically assigns the subgroup New Admissions to the

resident to ensure high risk medications, diagnoses, and hospice are listed
in the Record Review. Select any other subgroup(s), if applicable, in the
Subgroup drop-down list.

When you add a new admission, the system assigns a unique ID for that
resident (in parentheses after the name). To avoid any conflict, each
surveyor is assigned a block of 50 numbers to use for the unique IDs.

5 Click Save.
To delete an added resident:

1 Openthe Add/Update Resident dialog for the duplicate resident (you can

only delete residents added by the team not those on the MDS resident list).

From the List view, select the resident’s name and click the Update
Selected Resident icon.

_or_
From the Card view, select the resident’'s name.
Click the Delete Resident button at the bottom of the dialog box.

If the resident has data associated to their ID or is found associated with a
task, you will receive a warning and the resident is not deleted. Remove or
transfer the data to the correct resident to delete.

Add/Update Resident 2283 [
Survey Resident Id: 283 | " = Required

*First Name: INEU |

Middle Initial:

*Last Name; O'RES

Room #: 1148 |

Admission Date: [07/02/2019 |3

Surveyor: | XX002-SURVEYOR2 - ]

Subgroup: New Admissions 'l

Identified
Concern
Rationale:

Completed: | Int Obs RR

Resident in Initial Pool? | Unknow

Transfer RI/RRI, RO, or RR Info to Another Resident

Delete Resident |Save_| Cancel

Figure 61: Add/Update Resident dialog—Delete Resident
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More ...
“Open the Resident Manager” on page 64
“Assign Subgroup to Resident” on page 77

Update Resident Information

Basic resident information such as room number or name can be changed by
surveyors. These changes do not affect the MDS data and are only used to help
surveyors in the field.

To update resident information:
1 Open the Resident Manager.

2 In List view, select the checkbox for the resident, then click the Update
Resident icon.

_Or_
In Card view, click the resident name on the card.

3 In the Add/Update Resident window, update resident information (e.g.,
First Name, Room #, IP status) as needed.

4 Click Save.

More ...
“"Open the Resident Manager” on page 64

Assign Subgroup to Resident

If you decide to include a resident in the initial pool who is not offsite selected,
or want to assign an additional subgroup to an offsite selected resident, you
can assign one or more of the following subgroups to indicate why you chose
to include the resident.

All applicable subgroups should be identified for each initial pool resident.
e Al

e New Admissions

e Facility Reported Incidents

e \Vulnerable Residents

e Complaint Residents (official complaints from ACTS)

If none of these reasons apply, but you feel the resident should be included in
the initial pool, select Identified Concern and enter a description of the concern.
Once Identified Concern is selected, all other subgroup options are grayed out.
If any other subgroup(s) are selected, Identified Concern is grayed out; you
must deselect any other subgroups in order to activate Identified Concern.

Subgroup(s) can also be assigned on the Resident Interview/Observation
screen. For example, if you determine from observation that a resident is very
dependent on the facility staff, you may want to mark that resident as
vulnerable.
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To add a subgroup to a resident:
1 Open the Resident Manager.
2 In List view, click the down arrow in the Subgroup field for the resident.

oo s s S - =

Residents

Filter by group: Sort residents: i
[t Residents -] [vame .| 5 b search =
Pone itisl Name D\C Offsite BIMS Room Admit Date Investigate Subgroup Surveyor

B CLOUSEAU, INSPECTOR P (56) e 00 09 040618 Offsite Selected =/ | Nighting-50239 =
7 ] =| Ypvighting-50239 ~ &

[ DINKLEY, VELMAR (2) 15 02 021318 d frighiing-50236 - =

o
O DOO,5C008Y (26) e 03 30 051414 (0 tew admissions  fsale-50240 b
FRI
[ DOORIGHT, DUDLEY W (30} 0 18 092617 O insabie Mallon-30125
[ DREAMS, SWEET B (41) 04 32 020618 et Salk-50240
() identified Concem
@ DUCK DAFFY P (20) 0 35 04-02-18 ' Pastewr-50241 =

Figure 62: Subgroup options
3 Select the applicable option.

If you select Identified Concern, all other options gray out and you are
required to enter a rationale for the concern.

Tip: Subgroup can also be assigned in the Add/Update Resident window, and
Interview and Observations (RI) or Observations (RO) screens, all of
which can be opened from List or Card view.

More ...
“Open the Resident Manager” on page 64
“Resident Manager Tips” on page 217

Surveyor Assignments

Team coordinators can assign survey team members to residents at any time
prior to team members starting their survey, even before arriving at the facility
(e.g., active complaints or offsite selected residents). Later, team member
assignments may need to be changed and team members must make their own
assignments.

More ...
“Assignments” on page 118

Assign Surveyor to Resident

Surveyor assignments can be made in the Surveyor field in the Residents list
or in the Add/Update Resident dialog for a selected resident.

Note: Team coordinators can assign any survey team member; team members
can assign only themselves.
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To assign a surveyor to a resident in List view:
1 Open the Resident Manager.
2 In List view, select the checkbox to the left of the resident.

3 From the Surveyor drop-down list, select the surveyor you want to assign
to the resident.

* Long-Term Care Survey Process NESSH
Residents

| ertygoun  sontsesivems: N G
|All Residents -| |Name -] g 5 Search i [
Done 'nital Name D\C Offsite BIMS Room Admit Date Investigate Subgroup Surveyor @

BEAR, YOG! (36) ( e 12 20 050218 Offsite Selected  +| | Nighting-50239

|
Z @ BIRD, TWEETY (24 &
K1 BOND, JAMES (52) i * 99 34 d-14-14 Offsite Selected «§ |Mallon-30129 I -
ghting A
[ EBROWN, CHARLIE W (12) ( 08 20  06-08-17 - [ [520-s0230
Pasteur-50241
- gnting-5023%
7

[ BULDOG, SPIKE P (18) | 13 25 01-26-17
S S -ty o - PRI S - B e i i - ool

Figure 63: Surveyor drop-down list

Tip: In List view only, to assign a surveyor to multiple residents at once, select
the checkbox for all applicable residents, then select the surveyor name
for one of the selected residents and the surveyor name will be applied to
all selected residents.

To assign a surveyor to a resident via Add/Update Resident:

1 In List view, select the checkbox for the resident, then click the Update
Selected Resident icon.

_Or_
In Card view, select the resident name on the card.

2 In the Add/Update Resident dialog, select the surveyor you want to
assign from the Surveyor drop-down list.
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1T Add/Updste Resident #43 [

Survey Resident Id; 43 * = Required

“First Name; KIM
Middle Initial:

*Last Name: BARR

Room #: Q2

Admission Date: | 10/19/2018 |
S

Surveyor: [XX002-SURVEYOR2 b |

Subgroup:

30129-MALLOM
XX001-SURVERYOR1

Rationale:
Completed: ) Int [ Obs [ RR

Resident in Initial Pool? |Unknown =

Transfer Interview Answers to Other Resident

Savel[ |cancel

Figure 64: Assign surveyor to resident via Add/Update Resident

3 Click Save.

More ...

“Open the Resident Manager” on page 64

Change Surveyor Assignments

Use this function to change surveyor assignments for the initial pool. In
Resident Manager anyone can change surveyor assignments—only one
surveyor can be assigned to a resident during the initial pool interviews,
observations, and record review. Once the sample is finalized, adjust surveyor
assignments on the Investigations screen.

To change an existing surveyor assignment:

1 Open the Resident Manager.

2 In List view or the Add/Update Resident window, select the new
surveyor you want to assign to the resident from the Surveyor drop-down

list.
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3 Click Yes in the reassignment confirmation message.

Note: Once the survey has been started, each surveyor will have to assign a
different resident to themselves—data share will not assign a resident to
another surveyor, so each surveyor maintains their own resident list after
starting the survey.

More ...
“Open the Resident Manager” on page 64
“Assign Investigations” on page 148

Unassign Surveyor

All team members can unassign or reassign any survey team member; it is a
good idea to communicate these changes to help with data conflicts during data
sharing.

To unassign a surveyor:
1 Open the Resident Manager.

2 In List or Card view, open the Add/Update Resident window and select
the blank option in the Surveyor drop-down.

_or_
In Card view, drag and drop the resident’s card to the Unassign icon.
_Or_

In List view, in the row for the resident, open the Surveyor drop-down and
select the blank line.

_Or_
Change the IP status to No or Unknown (non-offsite only) for the resident.
When you unassign a surveyor from an offsite selected resident, the LTCSP
application requires a reason be specified: Expired, Hospitalized, Unplanned
(facility initiated)/Planned (resident initiated) Discharge, or Assign to

another surveyor. Any offsite selected resident marked as Discharged is
automatically added as a Closed Record Review candidate.

Note: When you unassign a non-offsite resident, the system automatically
changes the IP status to No.

More ...
"Open the Resident Manager” on page 64
“Closed Record Review Sample” on page 101
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Manage Your Workload

You can manage your workload by either:

e Assigning yourself the offsite selected residents in your assigned area of the
facility, then adding other residents who should be in the initial pool as
determined through screening.

LEST B S

Search

Subgroup
[ HOLMES, SHERLOCK M (53) ( 10 39 03-12-18 Offsite Selected »  |Nighting-50239 = ¢
[ JONES, FRED W (8) C Offsite Selected * | Nighting-50239 = &
[ MOUSE MIGHTYE (11) { Dffsite Selected | Nighting-50239 = LA

4 . —— ——— 2 _—— - ——— o — b

Current
ignment totals

3 Residents, , Initial pool Residents: Current Surveyor-3, All Surveyors-12, Complaint/FRI-1

Figure 65: Manage workload by only assigning offsite residents
_Or_
e Assigning yourself all residents in your assigned area of the facility, then

unassigning residents who should not be in the initial pool as determined
through screening.

Incomplete Residents

Search

uéd.m_._’-’:’ff POg E uCEO..'\J'-‘SD_ UEUTENANT] el

= PRI C . o [P Coctages
i . g e e VR G g b it e i N D e et s ] P Rl e A B i A B it B ) o o g BT P

Figure 66: Manage workload by only assigning all residents

More ...
“Assign Surveyor to Resident” on page 78

v

"Unassign Surveyor” on page 81
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Initial Pool Resident Interviews, Observations, &
Record Reviews

After identifying residents for the initial pool, you are ready to interview,
observe, and perform a limited record review for those residents. You may find
issues related to care areas that will be investigated later in the LTCSP process.

For the residents in your initial pool, the Interview and Observations screen is
used to:

Conduct resident interviews (RI)

Conduct resident representative interviews for non-interviewable residents
(RRI)

Make observations of residents (RO)

Perform a limited record review of residents (RR)

During the initial pool process you will:

Conduct the Interview, Observations, and Record Reviews for all care areas
(CAs) and indicate the areas where you determine a need for further
investigation (FI) (it is best practice to respond to all areas to know they
have been addressed)

Indicate if there are any MDS discrepancies

Indicate if any issues found are at the Harm or 1J level

More ...

“Interview and Observations Tips” on page 220

Open Interview and Observations

Access the Interview and Observations (RI) screen from the Resident Manager
in either List or Card view.

To open the Interview and Observations screen:

1 In List or Card view, locate the resident.

2 In List view, double-click the resident’s name.

_or_
In Card view, click the RI1 icon on the resident’s card.

The Interview and Observations screen opens. The layout is the same,
whether opened from List or Card view.
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(= [ ]
Interview and Observations
= Interview Status: -
Room: 4 ) . J
Admit Date:  01-27-17 Include in sample due to: () Harm () 1 Care Area ity
Offsite: Mot Selected Subgroup: - lout Abuse
BIMS: o ullout menu
&0 P Privacy
. [Accomn
= Activities = |Environs
P P Dental
* Did you observe the resident in activities? ."“‘""‘_"
= Is the resident actively participating or engaged in activities? Ne Issues/NA Hydratic
* Do staff encourage the resident to participate? . Tube Fe
* Is a younger resident engaged in age appropriate activities? Further Investigation m ]
* Are there a variety of activities available for all residents? : K 1
5
Cathetes
L |UTCatl
| |Respirat
Care Area fectios
= Dignity pullout menu Falls
esident Observat Pain |
. my . . Pressure
= Observe to determine whether staff failed to: P L
* Knock/atk permission to enter room or we, Digrity Lll'\tl| PErmission given No Issues/NA Skin Coa
* Explain service or care to be provided Limited
| * Include resident in conversations while providing care or services Further Investigation ==
* Provide visual privacy of resident’s body while transporting through common areas, or uncovered in their ~ . L -
room but visible to athers Smoking
*+ Cower a urinary catheter bag/other body fluid collection device Hospice
* Respond to the resident's call for assistance in a timely manner 'commu'
\ * Clothing and face sodled after meals —
+ Poorly fitting dothing Mood/8
+ Staff did the following: - Ao
|Acciden
& show probe text () Collapse Completed Care Areas : -

Figure 67: Interview and Observations screen

The interview CAs are organized first by quality of life and resident rights,
followed by quality of care. Resident information displays on the upper left,
process information in the middle, and MDS indicators on the right. A weight
calculator is available to determine weight gain/loss.

Note: Interview and Observations appear together on this screen since
surveyors often conduct an observation while interviewing a resident. The
Observations (RO) screen shows only observation CAs.

More ...
“Interview and Observations Tips” on page 220
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Care Areas

The screen lists all care areas (aka initial pool or interview areas) specific to the
screen (Interview and Observations, Observations, or Record Review).

Tip: To jump to a specific care area (CA), click the tab on the right of the screen
to open the Care Area pullout menu and select the desired CA.

When conducting a resident interview, you must cover every care area (initial
pool/interview area), whether or not the area is an MDS indicator for a resident.
You will ask questions guided by the probes provided in the application, or your
own questions, as long as you adequately address the area with the resident.
You will then select the appropriate response option:

e No Issues/NA

Select if you have determined that there are either no issues (NI) for the CA
or the CA does not apply to the resident (e.g., catheter questions only apply
to residents needing a catheter).

Dialysis, smoking, hospice, ventilator, and transmission-based precautions
CAs have a separate NA option.

e Further Investigation

Select if something heard or observed requires further investigation (FI).
You should document the concern in the Notes field for the CA.

When you select a response, the CA is marked with a green checkmark (no
concern) or an orange exclamation point (further investigation required) to
indicate completion, both on the screen and pullout menu.

It is best practice to respond to all areas to know they have been addressed.
You may only mark those CAs that require further investigation with two
exceptions (see below). However, you must check the Complete option in the
Function toolbar for the system to recognize that you have completed the
resident Interview, Observations, and Record Review (you must mark all three
screens).

You do not have to mark No Issues/NA with two exceptions:

1 For the required areas of hospice, dialysis, ventilator, smoking,
transmission-based precaution, you must mark No Issues if the
area applies to the resident and there are no concerns to ensure
at least one resident is sampled for the area, and

2 For the medication-related record review areas of insulin,
antibiotic use, antipsychotic with new schizophrenia diagnosis,
antipsychotic, anticoagulant, high risk medications, diagnoses,
and hospice, you must document whether the resident is
currently receiving the medication or has one of the conditions
listed to ensure the Unnecessary Medication selection is based on
accurate and current information.
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Note: On the combined Interview and Observation screen, the completion
indicator (checkmark or orange exclamation) shows only when NI or FI is
marked for the Resident Interview portion of the care area. If you only mark NI
or FI for the Resident Observation portion, no completion indicator shows for
the Interview and Observation care area or on the pullout menu. The
completion indicator does show on the Observation screen and pullout menu
for that care area. If the RO portion is marked FI, and the RI portion is marked
NI, the orange exclamation shows on both screens.

However, if the care area is a Resident Observation only (no interview portion),
the completion indicator shows for the care area on both the Interview and
Observation and the Observation screens.

When all CAs for the interview, observation, and record review are complete
(i.e., marked either NI or FI), a green checkmark appears over the
corresponding icon.

e In Card view, a green checkmark appears on the RI/RO/RR icon to indicate
completion, and an orange exclamation point appears next to the resident’s
name if at least one CA was marked FI.

e In List view, a green checkmark appears next to the resident’s name when
all three screens (RI, RO, RR) are complete, and a blue circle in the
Investigate column indicates at least one CA is marked for Further
Investigation.

Tip: To free up screen space as you go along, select Collapse Completed
Care Areas at the bottom of the screen (RI, RO, RR).

Navigate Care Areas

You should conduct the interview in the order that the care areas appear on the
screen—starting with quality of life questions and moving on to quality of care
questions. If, however, you do need to go to a specific care area use the Care
Area pullout menu. You can also alphabetize the list of care areas on the menu
to make it easier to find a specific care area.

To use the Care Area pullout menu:

» Click the tab to open the Care Area pullout menu. Initially the view is the
same order as the care areas appear on the screen (quality of life to quality
of care).

e Click a care area name to jump to that care area on the screen.

Tip: The menu uses abbreviations for the care area names, hover over a
menu name to see the full care area name.
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» Click the Alphabetize Care Area button to sort the care areas listed on the
menu alphabetically.

e Click the Alphabetize Care Area button again to return the sort order
to the default.

Note: Whichever sort order you set the Care Area menu to remains the sort
order in LTCSP until you change the order again.

- O >
[Ri]RARR

l&

iz
Click to Activities

alphabetize Care Dignity

Area pull-out HElsa
menu ErE—

Figure 68: Care Area pullout menu Alphabetize Care Area menu button

Adding Care Areas on the Record Review screen

If you find issues during limited record reviews that are not covered by the
system-selected care areas, you can add any other care area to the Record
Review screen. Rather than selecting the Other Concerns care area, you can
select a more specific care area that will then trigger the appropriate
investigation.

To add a care area to the Record Review screen:

1 On the Record Review screen, click to open the Additional Care Areas
list.

2 Select one or more care areas you would like to add; click out of the
drop-down list or press Escape to close.

The added care areas appear on the screen and in the pullout menu.
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|3 JONES, WILLIE B (11)
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Figure 69: Select an additional care area

TiP: You can remove a care area that you add

ed as long as you remove your

answers (NI or FI) from the care area. Remove the selection from the

Additional Care Areas list and the CA will

be removed.

More ...
“Interview and Observations Tips” on page 220
“LTCSP Notes” on page 25

Probe Text

LTCSP provides a list of questions specifically tailored for each care area. These

questions are called probe text. They serve as

suggestions or guidance that

surveyors can reference for assistance when conducting interviews,

observations, and record review.

TiP: Select/deselect Show probe text at the
show/hide suggested questions.

bottom of the screen (RI) to

More ...
“Interview and Observations Tips” on page 220
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Assign Interview Status and Subgroup to Resident

After selecting residents to include in the initial pool, you determine and set the
interview status and subgroup for each resident on the Interview and
Observations screen.

Resident Interview (RI) or Observation (RO) may or may not be applicable and
required depending on the assigned interview status. If RI or RO is not
required, a green checkmark is placed on the corresponding icon (indicating
completion) as soon as a triggering interview status is selected. For example,
neither interview or observation is possible or required if a resident is out of the
facility, so both RI and RO are marked as complete.

Record Review (RR) is required for all initial pool residents regardless of interview
status. Different CAs are listed on the RR screen depending on interview status
and subgroup. For example, additional areas are listed for new admissions.

To set resident interview status and subgroup:

1 Open the Interview and Observations screen. Verify that the IP status is
Yes. If not, set to Yes to continue.

2 In the resident information section at the top of the screen, select the
appropriate Interview Status and Subgroup for the resident.

Interview and Observations

|
- 3
; f Interviewable
Mmﬂ Date: 01-03-18 i Non-Interviewable i
Offsite: Not Selected Subgroup: Refused ¢
sma 05 () Complete Unavailable for Interview
Out of Facility g

N S P A .\ A _J

Figure 70: Interview Status options

g
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) BIRD, TWEETY (24) Interview Status: [ . ]
Room: ] . 0O C ' 3
Admit Date:  01-03-18 Include in sample due to: Ham (D {
Offsite: Not Selected Subgroup: 1
BIMS: 05 = ¥

L |

et Coan Ocompee | —— :
Pl il o e e . e e g o it il e e 4--..!

| New Admissions
R
) Vulnerable

Complaint
Identified Concern

Figure 71: Subgroup options

More ...
“Open Interview and Observations” on page 83

v

‘Interview Status” on page 219
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Conduct Resident Interview (RI)

The resident interview screen (Interview and Observations) includes the
Resident Observation section since it is often possible to conduct an observation
while interviewing a resident. Care areas for both the resident interview and
observation are listed.

Offsite selected residents should always be interviewed unless they are Out of
Facility, refused, unavailable for interview, or non-interviewable. If they cannot
be interviewed, a limited record review must be completed. If the offsite
resident is discharged from the facility, they are listed in the closed record
sample as a closed record candidate.

To record results of a resident interview/Zobservation:

1 Open the Interview and Observations screen. Verify that the IP status is
Yes. If not, set to Yes to continue.

2 For Interview Status, select Interviewable.

3 Based on the interview/observation, select No Issues/NA or Further
Investigation for all CAs and enter notes as appropriate.

When you select an option, the CA is marked with a green checkmark (no
concern) or an orange exclamation point (further investigation required),
both on the screen and pullout menu.

Some CAs are observation-only. When you complete an observation-only
CA on the Interview and Observations screen, the green checkmark appears
even if you mark Further Investigation for the observation. The orange
exclamation appears only on the Observations screen.

When all Resident Interview CAs are complete for a resident, a green
checkmark appears over the RI icon to indicate the interview process is
complete.

More ...
“Open Interview and Observations” on page 83
“Interview and Observations Tips” on page 220
“LTCSP Notes” on page 25

Conduct Resident Representative Interview (RRI)

Not every resident is capable of being interviewed. The survey team should try
to conduct three resident representative interviews for non-interviewable
residents per survey. If a representative is not available, the surveyor still
conducts the observations and limited record review for the resident.

To record results of a resident representative interview:

1 Open the Interview and Observations screen. Verify that the IP status is
Yes. If not, click the IP status icon and set to Yes to continue.

2 For Interview Status, select Non-Interviewable.
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3 Select the Representative Interview checkbox. An RRI Contact
Information field appears. Enter representative contact information for easy
reference.

The RRI option is enabled only when Interview Status is Non-Interviewable.
When selected, the probes change and some additional probes specific to
the representative interview are available.

4 Based on the interview, select No Issues/NA or Further Investigation
and enter any notes for all care areas.

When you select an option, the CA is marked with a green checkmark (no
concern) or an orange exclamation point (further investigation required),
both on the screen and pullout menu.

Some CAs are observation-only. When you complete an observation-only
CA on the Interview and Observations screen, the green checkmark appears
even if you mark Further Investigation for the observation. The orange
exclamation appears only on the Observations screen.

When all Resident Representative Interview CAs are complete for a resident,
a green checkmark appears over the RI icon to indicate the interview
process is complete.

Add an RRI1 after sample finalization

Before sample finalization you may not have an opportunity to conduct a
resident representative interview. If an RRI/family interview is completed
during the investigative process, complete the RRI interview on the Resident
Manager screen.

If the resident was already included in the initial pool, go to the RI screen to
complete the RRI interview. If the resident was not part of the IP, you can add
them to the initial pool and conduct interview.

To conduct a resident representative interview after sample
finalization:

1 Open the Interview and Observations screen for the resident.

2 Click the Add to Initial Pool for Representative Interview button.

i Long-Term Care Survey Process.

Interview and Observations - Read Only

[0 TIME, SWEET E (43) Interview Statis

Room: 08 H

Admit Date:  05-07-18 Irickide i sunpse. e b
Offsite: Mot Selected Satoup:

1
!

4

BIMS; 03 ]
Weight Caleulstor Add to Initial Pool for Representative inteniew 4

| ;
-

- £i0 o
et BT R el pattn. s it ittt et . P e . U e - s Bt Rt

Figure 72: Add to Initial Pool for Representative Interview button
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3 Click Yes in the Confirm Status Change dialog to add the resident to the
initial pool. The system automatically:

e Changes the IP status to Yes

e Changes the Interview Status to Non-Interviewable

e Selects Representative Interview and activates RRI Contact field
e Activates questions for the representative interview

e Adds resident to the Finalize Sample screen, even though the sample
has been finalized

e Adds resident to all Initial Pool reports

Interview and Observations

%

F +
[ Interview Status: Mon-interviewabbe - :
i

: - :

L

¥ Representative Interview

Admit Date:  05-07-18
Offsite: Mot Selected
BIMS: 08

‘Weight Calculator

A GROIGES ot o e kg e e i

Figure 73: Screen updated after adding a representative interview

| Complete
RRI Contact Information:

4 Conduct the interview.

If you determine that a CA needs further investigation, you need to initiate
the investigation on the Investigations screen or add the resident to the
appropriate facility task.

More ...

“Open Interview and Observations” on page 83
“LTCSP Notes” on page 25

Conduct Resident Observation (RO)

The resident interview screen (Interview and Observations) includes the
Resident Observation section since it is often possible to conduct an observation
while interviewing a resident. If you complete observation-only care areas on
the Interview and Observations screen, the Complete and Further Investigation
indicators appear only on the Observations screen. You can, of course,
complete observation-only CAs directly on the Observations screen, the likely
option for residents you observe but do not interview.

To record resident observation results:

1 Open the Interview and Observations screen. Verify that the IP status is
Yes. If not, set to Yes to continue.

2 Select the RO icon to open the Observations screen.
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3 Based on your observations, select No Issues/NA or Further
Investigation and enter any notes for all CAs.

When you select a result, the CA is marked with a green checkmark or an
orange exclamation point to indicate completion, both on the screen and
pullout menu.

When all Resident Observation CAs are complete, a green checkmark
appears over the RO icon.

More ...
“Open Interview and Observations” on page 83
“Interview and Observations Tips” on page 220
“"LTCSP Notes” on page 25

Conduct a Limited Record Review (RR)

The system selects certain care areas for the limited record review based on
assigned MDS indicators for each resident.

A limited record review must be conducted for all initial pool residents including
those who refuse, are non-interviewable, or are out of the facility. Different CAs
appear for each resident based on MDS data, interview status, and subgroup.

Since no MDS data exists for new admissions, the limited record review lists all
available CAs. The record review is used to identify MDS indicators, for
example:

e Hospice
e High risk medications
e Diagnhoses

You can add additional care areas to the Record Review, if necessary (see
“Adding Care Areas on the Record Review screen”).

Complete a limited record review:

1 Open the Interview and Observations screen. Verify that the IP status is
Yes. If not, set to Yes to continue.

2 Click the RR icon to open the Record Review screen.
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3 Based on the record review, select your response and enter any notes for
all CAs.

When you select a result, the CA is marked with a green checkmark or an
orange exclamation point to indicate completion, both on the screen and
Care Area pullout menu.

When all Record Review CAs are complete, a green checkmark appears over
the RR icon.

More ...
“Open Interview and Observations” on page 83
“Adding Care Areas on the Record Review screen” on page 87
“Interview and Observations Tips” on page 220
“LTCSP Notes” on page 25

Determine Weight Loss/Gain

The weight calculator, available in RI, RO, RR as well as the Nutrition
investigation screens, provides a way to calculate weight loss/gain for a
resident. Once calculated, you can paste a statement into a notes field with the
weights, the date each weight was taken and the percent difference in weight
measurements. Once you enter both dates, the system determines the gain or
loss based on the earliest date entered whether it is first or second.

The system keeps the data in the weight calculator only for that resident—once
you switch to a different screen (e.g., the Resident Manager card or list view)
the data no longer appears in the weight calculator.

To calculate weight loss/gain for a resident:
1 Click the Weight Calculator button.

2 Enter the first weight and associated date.

3 Enter the second weight and associated date.
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To paste the weight loss/gain statement into a notes field:
1 Click the X to close the calculator.

2 Click in the notes field where you want the statement.

3 Click the Paste Weight Calculation icon, or press Alt + W.

Weight Caloulator =

Weight1: 154 | Date1: [01/24/2019 ]

—— % difference calculated
Weight 2: 144 | Date 2: [03/12/2019 |G | once data is entered I
% Difference: -5.19

Results copied to clipboard. |

DU T ESIUEIT S Py SIS rSe s, ST trre PUTENTIST o7 s s s o sawste-] 1€XE iNSerted when you click the
= Are supplements provided at times lhat don't interfere with meal intake and consumed (eg.supfl  Paste WEIth Calculation icon
before or during the meal and the resident doesn't eat)?
* Are snacks given and consumed?
M8 N7 X B UL OL segoeul r'.2pt“12>
03721719 02:33 PM On 0172472019, the resident weighed 154 lbs. On 33,-':2m the resident weighed 145 lbs which is 3 -5.19 % ;ossl

~ Hydration

e T T i S ——— = — P —— T ———

Figure 74: Weight calculator (top) and example of message inserted

Mark an MDS Discrepancy

If you discover an MDS discrepancy during interview/observation/record
review, mark it for the care area. For example, if Cath (Catheter) is included in
a resident’s MDS indicator list, but you discover during the interview that the
resident never had a catheter, you need to mark this as an MDS discrepancy.
The Resident Assessment facility task is triggered when an MDS discrepancy is
identified.

To mark an MDS discrepancy:

1 On the applicable screen (RI, RO, or RR), click the tab on the right to open
the Care Area pullout menu, if desired.

2 Select the applicable care area.
Click the MDS Discrepancy checkbox.
This checkbox is available only for CAs that are mapped to an MDS indicator.

More ...
“Interview and Observations Tips” on page 220
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Mark a Significant Concern

If issues are found indicating a potential Harm or IJ (Immediate Jeopardy)
situation, you can indicate this. The resident is automatically flagged for further
investigation and included in the current sample.

To mark a significant concern:

» OnanRI, RO, or RR screen, select a reason for Include in sample due to:
Harm or 1J.

In Card view, an orange exclamation point appears next to the resident’s
name. In List view, there is a blue circle in the Investigate column for the
resident.

Note: The Include in Sample due to reason also appears in the 1J/Harm
column on the Finalize Sample screen.

Transfer Resident Data

Surveyors on occasion may accidentally record interview/observations/record
review data under the wrong resident name.

All care area answers and notes transfer from the original (wrong) resident to
the receiving (correct) resident. If a subgroup was assigned to the resident, you
have to manually update that for the correct resident. You can transfer answers
for all screens or any combination of the resident interview, resident
observation, or record review screens, including resident representative
interview.

The notes transfer for care areas and appear on all screens—for example, if you
transfer only the Resident Interview screen, the care area notes for those care
areas that appear on the Observations or Record Review screens appear for all
screens as they normally do when you enter notes for a care area that appears
on more than one screen.

LTCSP provides an interview transfer option to move all the data to the correct
resident if that resident:

e has an IP indicator set to Yes
e is not assigned to a different surveyor
e has no data entered on any screen

If you are transferring only one (or two) screens, you can transfer data to the
correct resident’s screen, if that resident:

e has an IP indicator set to Yes
e is not assigned to a different surveyor
¢ has no responses entered on the screen being transferred
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has no MDS Discrepancies selected on any screen

has no care area notes in shared care area notes fields (see table below)

For the screens that you are not transferring you can have care area notes for
care areas specific to that screen and not a shared care area—you still must not
have any care area notes in the other care areas on any screen for the transfer
to work. The following table lists the care areas where you can have data if not
transferring to that screen.

OK to have a note in care area...

If NOT
transferring data
to this screen

Notification of Change RRI
Language/Communication RO
Mood/Behavior RO
Restraints RO
Accident Hazards RO
Call Devices in Reach, Call system Functioning RO
Edema RO
Psych/Opioid Med Side Effects RO
Oxygen RO
Positioning RO
Ventilator/Tracheostomy RO
Change of Condition RR
Antipsychotic with Alzheimer's or Dementia RR
PASSAR RR
High Risk Meds RR
Advance Directives RR
Diagnoses RR
Insulin RR
AC RR

User’s Guide
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To transfer interview data to another resident:

Open the Resident Manager.

Verify that the receiving resident has no information entered and the IP
status is set to Yes.

In Card or List view, locate the resident with the data you want to transfer.
In Card view, click the resident’s name.
_Or_

In List view, select the box next to the resident’s name and click the
Update Resident icon.

In the Add/Update Resident dialog, click the Transfer RI/RRI, RO, or
RR Info to Another Resident button at the bottom.

In the To list, select the receiving resident.

In the Types list, select All or RI, RO, RR, or any combination of these to
transfer.

Note: If you only transfer resident interview/resident representative
interview answers and not the resident observation answers, the completed
indicators appear on the RI/RRI screen for the correct resident only, even if
the care area included the answer for the observation section.
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Figure 75: Select resident and info to transfer

8 Click the Transfer button.

TiP: When you set the IP Status to Yes, the system automatically assignhs
you as surveyor, but you can change the surveyor assignment in the
Add/Update Resident dialog.

9 Click OK, then Save.

10 Verify that the information transferred correctly. Select an Interview Status
to complete any remaining care areas on any screen.

User’s Guide

10/11/23

99



LTCSP Procedures

Completion checkmarks or Further Investigation exclamations and all notes
transfer along with the answers. Notes for RI/RRI and RO combined care areas
appear for both residents if you only transfer one of the screens (e.g., transfer
answers for RI, not RO, that include notes for the Nutrition CA, notes stay in
the original resident’s notes field as well as appear in the receiving resident’s
notes).

Tir: If you used the resident unique ID in any of your notes, this humber does
not change, so you need to update your notes to the ID of the resident
you transferred the answers to.

More ...
"Open the Resident Manager” on page 64

Completed Screens

As you choose NI or FI for a care area, the system marks these CAs complete.
When all CAs for a screen (Interview and Observations, Observations, or
Record Review) are completed, the system automatically marks the screen as
complete with a green checkmark over the RI, RO, or RR icon in the upper right
corner or on the Resident card.

When you have completed all three screens for a resident, the system marks
the resident as complete. In List view a green checkmark displays beside the
resident name. In Card view, the resident’s card is automatically moved to the
Complete folder.

You always want to complete a full interview with a resident, but if for some
reason you cannot complete an interview/observation/record review for a
resident, you can manually mark any or all of them as complete. You might use
this option, for example, to manually mark RI as complete for a resident you
cannot complete an interview with.

To manually mark a screen as complete:

1 Go to the applicable screen: RI, RO, or RR.

2 Select the Complete checkbox (at the top in the Function toolbar).
A green checkmark is placed on the applicable icon.

To view residents marked as complete:

» 1In the List view, look for the green checkmark to the left of a resident’s
name.

» 1In the Card view, click the Complete folder.
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Closed Record Review Sample

The Closed Record Review (CRR) is considered a resident investigation and
must be finalized before you can start sample finalization. To begin the sample
selection process you need to finalize the CRR sample. The four status options
that identify residents as CRR candidates and reflect discharges that occurred
in the last 90 days (from date of survey shell export) are:

Expired: resident died unexpectedly, i.e., was not on hospice and not
terminal

Hospitalized: resident was discharged to a hospital and did not return to
the facility

Unplanned Discharge: Facility initiated
Planned Discharge: Resident Initiated

The candidates are listed on the Closed Record Sample screen and are either:

Preselected by the application

The LTCSP system uses MDS data to automatically select one resident for
each area as available.

Offsite selected residents identified as discharged during the initial pool
process

Complaint resident added for a closed record area on the Offsite Prep screen

Open the Closed Record Sample screen

To open the Closed Record Sample screen:

1 From the Navigation menu, select Finalize Closed Record Sample.

The Closed Record Sample screen opens and lists CRR candidates. The
System Selected column is marked for automatically selected residents.

The Instructions section is expanded by default; you can collapse it. The
instructions may be especially helpful if there are multiple residents
available for one of the closed record areas, or no residents for a care area.
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*

UC Long-Terrm Care Survey Process — O

— Closed Record Sample

Filter by group: () Instructions
Closed Record Candic | Conduct one closed record review for each discharge type that

occurred within the last 90 days:

1) Hospitalization

2) Discharge (Mot to Hospital): Select a facility-initiated discharge — if

none, select a resident-initiated discharge.

3) Death: A resident who died and was not on hospice and did not have

a terminal diagnosis.

Q@G B

The LTCSP system selects one resident for each area, as available. If
other discharged residents involved in the survey - whether offsite
selected, complaint/FRI, or another resident with a concern brought to
the team’s attention — fit any of the three areas, surveyors should
replace the system-selected residents with these residents. If the system
did not identify a resident for an area (e.g., no unexpected deaths in the
last 90 days) and there are no discharged offsite selected, complaint/
FRI, or other residents with a concern for the area (e.g., who died
unexpectedly), you do not need to find a resident that fits that area,

pe g

Once you have selected the residents for the closed record reviews,
click on the Finalize Closed Record Sample button. This will display
the closed records on the Sample and Investigation Assignment
SCreens.
iSelected Name Offsite tem Selected Area of Investigation

[ HILL, HAROLD (32) ® Planned (Resident Initiated) Discharge

"4 LEWIS, MARJORIE (33) [ ] Expired

[z METZ, BARBARA (18) (COMP) Hospita"zed

Figure 76: Closed Record Sample screen

2

Select the desired Filter by group option: All Residents or Closed
Record Candidates.

Adjust the Closed Record Review Sample

The team coordinator can add or remove residents to/from the CRR sample as
needed. For example, you might want to replace a system-selected resident if
you have an offsite selected resident who left the facility and is a more
appropriate candidate. If possible, ensure that your CRR sample includes one
with each status.

To add or remove a CRR sample candidate:

1

2

In the Closed Record Sample screen, select or clear the Selected
checkbox to add or remove a sample candidate.

To add a resident not listed as a CRR candidate, set Filter by group to All
Residents, mark Selected, and choose the applicable Area of
Investigation.

If you remove a system-selected resident, enter a rationale for your
decision.
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Finalize the Closed Record Review Sample

The team coordinator can finalize the CRR sample whenever the team has
decided on the residents for the sample.

To finalize the sample:

1

2

Before finalizing the sample, review the candidates and compare them to
the process recommendations.

In the Closed Record Sample screen, click the Finalize Closed Record
Sample button and click OK.

e The Finalize Closed Record Sample button title changes to Finalized in
the Function toolbar and the checkmarks in the Selected column are
disabled.

e All residents in the CRR sample are included on the Sample Finalize and
Investigation Assignments screens. The CRR candidates are not
assigned to a surveyor and should be assigned via the new Investigation
Assignments screen.

Once the CRR sample is finalized, surveyors can conduct closed record
reviews, using the relevant pathway, from the Investigations screen at any
time.

More ...

“Complete a Closed Record Review” on page 159

Finalize Sample

The sample selection process occurs after the initial pool and closed record
review processes are complete and data is shared with all team members.
During the sample selection process, the TC will:

Update the facility census number if necessary.
Determine the number of residents required to complete the sample.
Decide if any offsite selected residents should be replaced in the sample.

Record the selected sample residents in the LTCSP application, and verify
any areas of concern.

All the data gathered from the initial pool process (interviews, observations,
and record review) is available and provides the survey team with information
to help choose residents to include in the sample for investigation.

Tip: If you start sample finalization on the Finalize Sample screen too soon,

press Alt + U to reactivate the Start Sample Finalization button. This only
works for Start Sample Finalization; once the sample is finalized, it cannot
be reset.

User’s Guide
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Residents are selected for investigation, either by the system or the survey
team, through:

e Sample finalization

e Closed record review
There is a separate process for selecting residents with closed records for
the sample.

More ...
“Closed Record Review Sample” on page 101

“Reset Sample Finalization” on page 111

Open the Finalize Sample screen

Note: Do not start sample finalization until data has been shared with all team
members.

Only the team coordinator can actually select the sample. All surveyors have
read-only access to the information to help with the team discussion and
decision making. The Finalize Sample is read-only until the finalize sample
process is initialized.

To open the Finalize Sample screen:
1 From the Navigation menu, select Finalize Sample.

Home
~ Survey Preparation
Offsite Prep
Entrance Conference
~ Meetings
Team Meeting
~ Initial Pool
Resident Manager

~ Select Sample/Assignments
Finalize Closed Record Sample

Finalize Sample
Assignments

Figure 77: Finalize Sample option
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¢ Long-Term Care Survey Process

Filter by group: Sort residents:
Current Sample Cancli ~| | Surveyor

Facility Census: 31 Target Sample Size:

ANDEH Update Facility
Census

(¥ Included in Investigation
¥
Y

ANDERSON, MAGGIE (7]

© Included in Investigation

Click to
expand/collapse
resident information

| 4

EVERSON, WILBERT (19) (COMP)

Hommlen ol mah fon Bonsomodfo ot

Finalize Sample

gl

Ll o

12 Current Sample Size: 0

S1-1109-4 2 No

Care Areas
Choices

Privacy

Maodify Care Areas

S1-1113-A 1 No
Abuse

Resident care
area info
Maodify Care Areas

$1-1105-4 2 No

Care Areas

Care Areas

Discharge
Resident-to-Resident Interaction

Maodify Care Areas
S1-1119-4 5 Mo

tart Sample Finalizatio

Initial Pool

Surveyo
SWOOPES-98988

SWOOPES-98988

SWOOPES-98988

Slide-out
menu

SWOOPES-98988

|42
Accidents
(COMP)
0of 3
Falls
(COMP)
Oof2
Res-to-Res Interz
0of1

Discharge
3of3
Abuse

Oof2

Abuse

0of1

Res-to-Res Interg
0of1

Activities
(COMP)
1of2
Behavior
Oof2
Privacy
0of2
Death
2of 2

Care Planning

Pava Auana 1of1
80%
Figure 78: Finalize Sample screen
2 Information is expanded by default and can be collapsed once the team
discusses the resident.
Care areas can be viewed at any time, but cannot be modified until you
initiate sample finalization.
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3 Click a care area for a resident to display any notes that were recorded
during the interview, observation, or record review of initial pool residents.

UTC Long-Term Care Survey Process — O x

Finalize Sample

: 12
Filter by group: Sort residents: .
Current Sample Cand | | Surveyor - a\; ’ ) :g:::;‘u
Facility Census: 3! Target Sample Size: 12 Current Sample Size: 0 0of3
Falls
Unnec Sys 1)/ Initial Pool
3 # COMP!
mple Name Room CAs Meds Sel Harm Surveyor :] o )
LEGEND, FRAMK N (23 S1-1103-4 1 Mo Res-to-Res Interz
) 00of1
1 Included in Investigation Care Areas Discharge
Y Arbitration (Task) 2 0f 3
MCDANIELS, DEBRAH (10} $1-1135-A 1 No Abuse
| Oof2
© Included in Investigation Care Areas Abuse
Y Mood/Behavior 0of1
Modify Care Areas Res-to-Res Interz
Motes kq. ~ 0of1
[SWOOPES, SHERYL (98988) priaca i Ne Activities
03/15/21 02:33 PM depression - non- Areas (comMP)
communicative lation_(Task 10f2
$1-1104-A 1 No SEILET
Dof2
Areas Privacy
lation (Task) Dof2
51-1119-A 1 No @ 2“:';’
Close | Areas Care Planning
10f1
80%

Figure 79: Finalize Sample—Care Area notes

More ...

v

“Sample Finalization Tips” on page 221
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Finalize Sample

Current sample residents are listed according to the value in the Sort
residents field. The Finalize Sample screen displays basic resident
information, the number of care areas marked as Further Investigate for each
resident, and also provides the ability to select which residents to include in the

sample.

The slide-out menu on the right side of the screen is expanded by default, and
can be sorted alphabetically by area name by selecting the A to Z button. Select
0’s to filter the areas that are not yet represented in the sample. If there are
areas listed, select residents with concerns in these areas to add to the sample.
The menu displays each area of concern, the number of residents having the

concern, and the number of residents sampled for that concern.

UC Long-Terrm Care Survey Process

Finalize Sample

Initial Pool
Sel Harm Surveyor

SWOOPES-98988

SWOOPES-98988

SWOOPES-98988

SWOOPES-98988

< =< =< =< |

Pain

Filter by group: Sort residents:
Current Sample Candi | | Surveyor - é} :)
Facility Census: 31 Target Sample Size: 12 Current Sample Size: 0
Unnec Sys 1)/
2 #
mple Name Room CAs Meds
() ANDERS, STEVEN (18) 51-1109-, 2 No
() ANDERSON, MAGGIE (7) S$1-1113- 1 No
() DANIELS, DARMNELL J (6 5$1-1105-, 2 No
EVERSOMN, WILBERT (19) (COMP) $1-1119-, 5 No
Included in Investigation Care Areas
@ vi Activities (COMP)
g Anticoagulant
Falls (COMP)

Resident Assessment (Task)

Modify Care Areas

# of residents
sampled for concern

JENKINS, PETER (25)

51-1125~ 3

No

# of residents who
hawve the concern

Res-to-Res Interz
0aof1

Discharge

3aof3

Abuse

0aof 2

Abuse

0aof1

Res-to-Res Interz
0aof1

Figure 80: Finalize Sample with resident expanded to show care areas

More ...

v

“Sample Finalization Tips” on page 221
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Finalize Sample Filter and Sort
Filter and sort functions are available in Finalize Sample.

Filter by group: Sc
Current Sample Candi -l |S\L

All Residents
Current Samp Cawl_dilﬁ :
|Final Sample

Figure 81: Finalize Sample—Filter by group options

Sort residents:
Surveyar

Name
Room
Surveyaor
Care Area

Figure 82: Finalize Sample—Sort residents options

More ...
“Sample Finalization Tips” on page 221
For more information about the sample selection process, refer to Step 17 in the Long

Term Care Survey Process (LTCSP) Procedure Guide (In LTCSP: Navigation menu |
Resources | Procedures Guide).

Adjust Facility Census

The facility census number determines the target sample size. When you are
out in the field, you may discover that the census number is different than that
reported in MDS which may affect your target sample size.

If the census number is changed, the system automatically adjusts the Target
Sample Size. Target Sample Size is the minimum number of residents for
the sample. Current Sample Size indicates the number of residents currently
included in the sample. The Current Sample Size shows “0” until you click the
Start Sample Finalization button.

Note: The sample size can exceed the target sample number.

Filter by group: Sort residents:
Current Sample Candi ~| | Surveyor

.lu
- )

-

Facility Census: ' Target Sample Size: 12 Current Sample Size: 0
Figure 83: Finalize Sample—census and sample size
To update the facility census:
1 Open the Finalize Sample screen.

2 Enter the new number in Facility Census.
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3 Press Tab (this moves the focus to the Start Sample Finalization button,

don’t press Enter or you'll start the finalization) or click out of the box to
update.

The Facility Census and Target Sample Size update on the screen.

Note: Any team member can update the sample even though only the TC can
finalize the sample.

Start Sample Finalization

The team coordinator initiates the sample finalization process during which the
survey team determines which residents to include in the sample for
investigation. Keep the following guidelines in mind when selecting the sample:

Verify that all care areas marked for further investigation for any resident
are represented in the sample.

Include residents marked for Harm or Immediate Jeopardy (1J).

Include the complaints and Facility Reported Incidents (FRI) from the initial
pool (maximum number of complaints/FRIs are based on the facility
census). Any other complaints/FRIs (above the maximum in the initial pool)
that were brought onsite for investigation must be in addition to the sample,
i.e., “additional complaints/FRIs” per Step 17 in the Long Term Care Survey
Process (LTCSP) Procedure Guide.

Include residents with an abuse concern or if there is a history of abuse at
the facility.

Include hospice, dialysis, and ventilator residents even if none are marked
for further investigation.

When sample finalization is initiated, the following actions are triggered:

A snapshot of resident information is created.

Residents are system-selected for the sample if they are:

- Offsite selected with at least one care area marked Further Investigation
- Added by surveyor and marked for IJ or Harm

- Marked further investigation for the Abuse care area

- COMP/FRI included in the initial pool on the Offsite Prep screen
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e Five residents, if possible, are system-selected for an unnecessary
medication review. These residents may not have been a part of the initial
pool and may not be in the sample.

Note: The unnecessary medication review residents appear on the
Investigations screen and the review is to be completed even if they were
not selected to be included in the sample.

e The system populates three residents who had TBP marked as further
investigation (or No Issue, if needed under the infection control area).

More ...

For detailed information about the sample selection process, refer to Step 17 in the
Long Term Care Survey Process (LTCSP) Procedure Guide (In LTCSP: Navigation menu
| Resources | Procedures Guide)

To start sample finalization:

1 From the Navigation menu, select Finalize Sample.

2 Select the Start Sample Finalization button in the upper right.
The button appears only if you are the team coordinator.

|
Current Sample Size: 0

Figure 84: Finalize Sample-begin sample finalization

Tip: If you start sample finalization on the Finalize Sample screen too soon,
press Alt + U to reactivate the Start Sample Finalization button. This
only works for Start Sample Finalization; once the sample is finalized,
it cannot be reset.

3 Select OK on the popup listing the residents selected for Unnecessary Meds.
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4 Review the sample.
Note that:
e Current Sample Size has been updated
e Start Sample Finalization button title has changed to Finalize Sample
e System Selected and Unnecessary Meds columns are populated/updated

e Closed records have a CR label and facility tasks have a Task label in the
Sample column

e There is not a checkbox in the Sample column for initiated residents
(e.g., complaints that went directly to the investigation screen)

TC Long-Term Care Survey Process — O X

Finalize Sample

. : Os|1%2
Filter by group: Sort residents: . " : .
. . S Unnecessary Mec
Current Sample Cand Surveyor | Finalize Sample | 5of 5
Facility Census: 31 Target Sample Size: 12 Current Sample Size: 5 Accidents
U § 1/ nprl
nnec ys
5 # 2of3
mple Name Room CAs Meds Sel Harm Su "
] AMDERS, STEVEN (18) S1-1109-4 2 No SWOOP (COMP)
2of2
) Included in Investigation Care Areas Res-to-Res Inters
b Choices 0 of 1
Y Privacy Discharge
Madify Care Areas 3of 3
4 AMDERSONM, MAGGIE (7 51-1113-A 1 No [ ] SWOOFP Abuse
1aof2
I
© Included in Investigation Care Areas Abuse
Y Abuse 10f1
Modify Care Areas ‘ Res-to-Res Interz
00of1
] DANIELS, DARMELL J (6) 51-1105-A 4 Yes M SWOQP o
Iictwutues
(COMPY

Figure 85: Finalize Sample screen - sample finalization initiated

5 Make changes as necessary. Only the TC can update information.

Reset Sample Finalization

It is important to wait until all interviews, observations, and record reviews
have been completed by the team and all data has been transferred to the team
coordinator. This ensures that all the information is available to make sample
decisions, including any unnecessary meds candidates determined from the
limited record review.

If, however, you start the sample finalization process on the Finalize Sample
screen prematurely, you can reset the sample data.
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To reset sample finalization:

» Press Alt + U to return the data to the state it was before beginning sample
finalization. This function:

e Toggles button from Finalize Sample back to Start Sample Finalization.
e Resets sample selections—any selections you made are not retained.

e Recalculates the unnecessary meds residents when you start sample
finalization again ensuring that any unnecessary meds candidates
determined through the limited record review are included.

This function ONLY works to reset the begin sample finalization; once finalized,
the sample cannot be reset and finalized again.

More ...
“Sample Finalization Tips” on page 221

Modify Resident Care Areas

The team coordinator can add or remove care areas for residents as
appropriate. For example, if you discover a resident is susceptible to falls and
the Falls care area is not marked for Further Investigation, you might want to
add the Falls CA for that resident.

For hospice, dialysis, and ventilator, the sample screen displays the initial pool
response (Y = FI and NI = No Issue) for all residents associated with each of
these required areas. If a required area has both FIs and NIs listed on the
screen, you are only required to sample at least one resident with a Y, with the
priority given to FIs.

Follow the on-screen messages to change a response for hospice, dialysis, and
ventilator (e.g., changing an FI or No Issue to NA).

You can also change the response for TBP to N/A, if applicable, by clicking on
the Infection Control area and selecting the Change TBP to NA option in the
Notes pop-up. Only the TC can update information.
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Included in Investigation Care Areas
¥

Motes
TBP (FI)

()
SWOOPES, SHERYL (98988) - Infections (not as
UTI,PU,Resp) B
10/02/23 09:04 AM

O]

as

ary Meds, Psych
are Aregs

Copy notes to: . o A
3 ‘as
Change TPB to NA| Close | jary pveds, Psych
are Areas
] TENBETTER STEITA 175) R7A-A 1 Ve

Figure 86: Change TBP to NA option

Note: Triggered facility tasks, sufficient and competent nurse staffing, infection
control, and arbitration are listed on the Finalize Sample screen if residents
were marked with concerns before the sample meeting.

To modify care areas for a resident:
1 From the Navigation menu, select Finalize Sample.
2 Select Modify Care Areas.

The Care Areas drop down displays a check list of CAs for the selected
resident.

3 Select the checkbox for a CA to add it, clear the checkbox to remove it, click
Save to close the window.

-0r-

To remove a care area, select the Y under Included in Investigation. The Y
then changes to an N.

4 When removing a care area, enter a reason.
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Add Complaint/FRI1 Care Areas

If COMP/FRI residents were added on the Resident Manager screen or new
COMP/FRIs were received during the sample meeting, you can add the
complaint or FRI areas being investigated in the Complaint Care Areas drop

down.
7 Add/Update Care Areas for Resident #18 X
* = Required
Please modify the care areas for this resident as needed.
*Care Areas: Activities, Choices, Privacy -
Complaint Care Areas: 'I:.}
() Al
(J Choices
(J Activities
O Privacy

Figure 87: Complaint/FRI Care Areas drop down
To add Complaint/FRI care areas:
1 From the Navigation menu, select Finalize Sample.
2 Select Modify Care Areas.
The Complaint Care Areas drop down displays a list of assigned care areas.
3 Select the checkbox for a CA to add it and click Save to close the window.

Add Residents to Sample

The team coordinator may need to add residents to the sample:
e To reach the Target Sample Size

e To add any residents who should be included even if the sample size has
already met the target

e To replace system/offsite-selected residents with more appropriate
candidates

If the sample size is not met, consider the criteria below, listed in priority order,
to include more residents in the sample:

e Residents who were selected for the Unnecessary Medication review but are
not a part of the sample

e Residents with concerns related to QOL and resident rights
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e Initial pool residents who only had an FI (or complaint) in one or more of
the following facility tasks: infection control, sufficient staffing, personal
funds, and/or environment.

e Unrepresented area(s) of the building - determine whether residents in the
sample are representing all parts of the building.

To add a resident to the sample:
1 Open Finalize Sample.

2 To add the resident to the sample, click the Sample checkbox next to the
resident’s name.

The Current Sample Size number is increased by 1.

Remove Residents from Sample

The team coordinator may want to remove a system-selected resident from the
sample. For example, another resident with more concerns may be a more
appropriate candidate for the sample. A reason is required to remove a
system-selected resident.

To remove a resident from the sample:
1 Open Finalize Sample.

2 Clear the Sample checkbox (remove the checkmark) for the sample
candidate you want to remove.

3 For asystem-selected candidate, select a Reason and enter a Description
of the reason.

A description is required only if Other is selected as the reason.

The Current Sample Size number decreases by 1.

0 Select Resident Removal Reason @

Please indicate the reason why DE VIL, CRUELLA
M (17) is being replaced in the sample.

Reason: |Other 'J
|. Cancel |

Figure 88: Remove a system-selected resident from sample

Description:
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Transfer Care Area Notes

You can transfer initial pool notes for a resident between existing care areas or
triggered facility tasks on the Finalize Sample screen.

(] ANDERS, STEVEN (18)

® Included in Investigation Care Areas
. Y Activities
¥ Choires
Notes L
Copied from another care area: Care Areas

SWOOPES, SHERYL (98988)

€ Copy notes to: i Save

Choices

08/05/21 08:05 AM Not a good choice of activities.

Close

M113-A 2 Yes 3 @

ssary Meds, Psychotropic Meds, and Med Re

Care Areas

1130-A 1 No 2

eas

Privacy

=" MARINFIE PARRKIFLL 1 FEy

COMP)_

Modify Care Areas

o

AAAC A - (N

Figure 89: Copy notes to field in Initial Pool Notes window

To transfer initial pool notes from one care area to another:

1 On the Finalize Sample screen, select the care area where the notes are
recorded to open the Notes window.

2 In the Copy notes to field, the select the care area you want to copy the

notes to.

3 Select Save.

Complete Sample Finalization

The sample identifies residents that will be included in the investigation
process. When the team decides which residents to include in the sample, the

team coordinator finalizes the sample.

Sample finalization cannot be undone. However, you can add or remove
residents during investigations, so the team retains the flexibility to guarantee

the most appropriate residents are included.

To finalize the sample:

1 Open Finalize Sample, either view.

2 Set Filter by group to Final Sample.
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3 Before finalizing the sample, review the candidates and compare them to
the process recommendations.

4  Click the Finalize Sample button.

WARNING! This action cannot be undone, so be careful about pushing this
button.

5 Click Yes in the confirmation message to finalize; click No if you want to go
back and review the sample again.

If Yes, the sample is finalized if it is complete. A warning appears if the
sample is missing key care areas/residents.

6 The following warning message appears if the sample size is not met:

Please review the warnings below. If you would like to save anyway,
enter a rationale for overriding the warnings and click Save. Finalizing
the sample is a permanent action that cannot be reversed or redone.

Current sample size has not met the required size. Sample size should
be at least 18 residents.

In some cases, e.g., a selected resident does not have any defined care
areas, you cannot override the warning and continue without addressing the
issue.

7 When the sample finalization completes successfully, click OK to confirm.
When a sample is finalized:

e The Finalize Sample button title changes to Finalized and the
checkmarks in the Sample column are disabled.

e Facility tasks triggered by the finalization (e.g., Personal Funds) now
appear on the Facility Tasks screen.

e All residents—including system-selected and unnecessary meds—and
investigative areas determined in the sample are listed on the
Investigations screen. Surveyor assignments should have been made by
now. However, any residents not assigned to a surveyor for investigation
appear at the bottom of the list when the filter is set to All
Investigations.

More ...
“Facility Tasks” on page 120
“Sample Finalization Tips” on page 221
“Resident Investigations” on page 145
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Assignments

The Investigation Assignments screen provides a snapshot of how the work is

distributed among the team members. You can access it from:

e Navigation menu - Assignments

Home

~ Survey Preparation
Offsite Prep
Entrance Conference

~ Meetings
Team Meeting

* Initial Pool
Resident Manager

~ Select Sample/Assignments
Finalize Closed Record Sample
Finalize Sample
Assignments

v Investigation
Facility Tasks

Figure 90: Assignments option
e Facility Tasks - View Current Workload link
e Investigations - View Current Workload link

Note: Remember that team coordinators can assign any survey team member;

team members can only assign themselves.
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Balance the Survey Team’s Workload

The LTCSP application assigns the surveyors to the residents they added during
the initial pool process. Surveyors can be reassigned to better distribute the
workload before or after finalizing the sample or conducting investigations from
the Investigation Assignments screen.

To view workload:

1 Click the View Current Workload link on the Facility Tasks or
Investigations screen, or select Assignments from the Navigation menu.

The left side of the screen displays areas Not Assigned (e.qg., triggered tasks
and closed records) and each surveyor’s investigation workload. The right
side of the screen is where assignments are made or adjusted.

Ensure a surveyor is assigned to all areas listed under Not Assigned. Select
a surveyor from the drop down in the right pane under the Assigned column
while considering each surveyor’s workload listed in the left pane.

€ Lang-Terrn Care Survey Process - [m} X

Investigation Assignments

Sort residents: m
surveyor {‘3}
| « Not Assigned - 14 Name Invest Area Pri =
v Fallity - ( Facility Beneficiary Protection .
I BROWN, CHARLIE {12) - 1 Notification 5
I EVERETT, CHRIS (17) - 1
! FLACK, WILMA (14) -1 Dining Observation - (é}
I JACKSS0M, ELROY (32) -1
WILLS, HANK (23) -1 ) @
» SWOOPES, SHERYL - 9 Kitchen -
Medication -
Administration
Medication Storage -
and Labeling

Figure 91: Investigation Assignments screen
For each surveyor, the default view shows the number of assigned:
e Facility tasks
e Residents
e Investigations

2 Expand the Surveyor node to see assignments, and expand a resident's
name to see the associated investigation areas. Or click on the surveyor or
resident name to see the details on the right side of the screen.

Mandatory and triggered facility tasks are listed under Facility.
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€ Lang-Term Care Survey Process - O X

Investigation Assignments

Sort residents: Tﬁ
Surveyar %
[+ Not Assigned - 14 nvest Area 3
¢ Facility - 9 ili itrati
Faacili Arbitratio - .
I BROWN, CHARLIE {12) Y n SHSEE-SWOOPES 3
I EVERETT, CHRIS (17) - =
I FLACK, WILMA (14) -1 Infection
- p -
I JACKSSON, ELROY (32 Control SESETEWOOPES 4
UOWILLS, HANK (23) -1
) R Resident 98988-SWOOPES *
I Facility - 2 Council ’Q'
I DAMIELS, DARMELL J (€
I DICKSOM, VELMA M (2 DAMIELS, Discharge 98988-SWOOPES ~
U FLACK, WILMA (14) - = DARMNELL
I MCCOURT, FRANK (82 1(6)
DICKSON, Dental 98988-SWOOPES

VELMAM  (COMP)

M

Figure 92: Workload details for a surveyor

3 Review the information to determine if adjustments are needed to balance
the workload.

4 Reassign surveyors if needed.

5 A surveyor can be assigned primary investigation responsibilities for
Infection Control, Dining Observation, and Sufficient and Competent Nurse
Staffing.

More ...
“Assign Investigations” on page 148

v

“Assign Facility Tasks” on page 125

Facility Tasks

There are two types of facility tasks:
e Mandatory

e Triggered

All facility tasks have:

A pathway to guide the investigation, i.e., Use, Instructions, Probes/CE

Critical element (CE) questions answered by surveyors to identify whether
the facility is in compliance or not

A Notes fields for documenting the investigation

Ability to display combined compliance decisions and documentation for a
task being investigated by multiple surveyors
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e Ability to add a new resident directly from a facility task screen
Other options available in certain facility tasks:

e Dining Observation and Kitchen provide a place to enter handwritten notes

e Beneficiary Notification, Dining Observation, Environment, Infection
Control, Medication Administration, Personal Funds, Resident Assessment,
Resident Council, and Sufficient and Competent Nurse Staffing tasks also
have a Resident Initial Pool Notes field where surveyor care area notes for
residents listed in the facility task appear for all surveyors

1 Long-Term Care Sursey Process

Dining Observation

= Use

Dining Observation - Each survey team member will be assigned 3 dining area. If there are fewer surveyors than dining ar
the most dependent residents. The team is responsible for obsenving the first meal upon entrance into the facility. AdditionalPODSETVaTION

if the team identifies concerns. The surveyor assigned primary responsibility wall answer all CEs. Any other surveyor assigned a dining Ior.mon will commplet
the observations and answer CEs of concern. While it is not mandatory, the team member responsible for the Kitchen task should also consider completing
the Dining task. Potential nutrition or hydration concerns should be investigated under the resident.

« Instructions ' : ]
~ Probes/CE o

1. Does staff distribute and serve food under sanitary conditions? -] @

Meal Services

O Determine whether staff are using proper handling techniques, such as:

| =
Name Room Resident Number Admission Date Remove

BOND, JAMES 2] 52 03/24/2018 X

DICKSOM, VELMA az 2 02/09/2018 o

RREVOOAL ANMGIE Tal 18 ﬂ‘.(‘dr?ﬂ]-_‘ 4k
Notes:

Facility Task Notes @ Resident Initial Pool Notes

LINUS VANDERBELT

02/11/19 1259 Resident # 5 says that the food is often served cold and the dining area is
prior residents and even pricr meal services, The snacks are the same almost every day--no

Show Answers for: [ Current Survevor =

Figure 93: Dining Observation facility task

Facility tasks can be:

e Removed with justification rationale

e Initiated before they are triggered or if previously removed

More ...
“Facility Tasks Tips” on page 222
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Mandatory Facility Tasks

Mandatory facility tasks are available any time during the survey.

Beneficiary Notification
Dining Observation
Infection Control

If Further Investigation was marked for TBP or Infections (not UTI, pressure
ulcers, or respiratory) during the initial pool, those residents appear for this
facility task.

Kitchen
Medication Administration
Medication Storage and Labeling

Quality Assurance Performance Improvement and Quality Assessment and
Assurance (QAPI and FQAA)

Resident Council
Sufficient and Competent Nurse Staffing

If Further Investigation was marked for Sufficient Staffing during the
resident interview, those residents appear for this facility task after the
sample is finalized.

Three mandatory facility tasks have unique features:

Medication Administration
Medication Storage and Labeling
Resident Council

More ...

“Medication Administration” on page 136
“Medication Storage and Labeling” on page 141
“Resident Council” on page 142

122

10/11/23 LTCSP 12.4.4.0



Facility Tasks

Triggered Facility Tasks

There are five triggered facility tasks:

e Arbitration

e Environment

e Personal Funds

e Resident Assessment

e Extended Survey (triggered from Potential Citations)

There are two ways to trigger the Arbitration facility task. It is triggered
immediately if Resident Council question #24 is answered Yes, or if the
arbitration question above Notes in Entrance Conference is answered Yes.

The Environment and Personal Funds tasks are triggered when certain care
areas are marked for further investigation during an interview or observation.
Resident Assessment is triggered when the MDS Discrepancy checkbox is
selected for a CA and no concern is specified, or if there was a delay with the
completion and/or submission of MDS assessment data.

When the TC finalizes the sample, triggered tasks automatically appear on the
Facility Tasks screen. The resident(s) who were marked FI for the associated
care area are listed for the facility task along with any notes.

Triggered facility tasks appear on the TC’s Facility Task screen when the sample
is finalized, and on team members’ Facility Task screens after data is shared
following sample finalization. If a triggered task does not appear on the screen
after the sample is finalized, that task does not require an investigation.

Surveyors can initiate triggered tasks anytime during a survey. When initiated
by a surveyor, a triggered task is immediately available.

More ...
“Non-mandatory Facility Task Triggers” on page 223
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Open the Facility Tasks screen

From the Facility Tasks screen, you can:
e View the facility task list

e Assign tasks

e Initiate tasks

e Remove tasks

To open the Facility Tasks screen:

1 From the Navigation menu select Facility Tasks.

U Long-Terrm Care Survey Process

Filter by group:
All Tasks L]

Arbitration 98988-SWOOPES

98988-SWOOPES

98988-SWOOPES

Kitchen

Medication Admini ion

Medication Storage and Labeling

ran Complaint

indicator

Resident Council 98988-SWOOPES

Sufficient and Competent Nurse Staffing (COMP) | 9g988-SWOOPES

Assign View Current Workload
suneyor @l Remove Potential C
x

v| | SWOOPES, SHERYL ~

x

x

x

N

Remove

- task (TC) x
x

x

Tag marked
for potential
citation

oS QS B

F874

80%

Figure 94: Facility Tasks screen

2 Select desired Filter by group option.

More ...
“Facility Tasks Tips” on page 222
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Assign Facility Tasks

A surveyor must be assigned to a facility task to answer the Critical Element
(CE) questions and enter notes. The team coordinator can assign facility tasks
to any surveyor on the team. Team members can assign facility tasks only to
themselves. Multiple surveyors can be assigned to a task. All surveyors can
view those tasks they are not assigned to as read-only.

To assign a facility task:

1 Open Facility Tasks.

2 From the Assigned To drop-down list:
e If you are the TC, select one or more surveyors or All.
e If you are a team member, select yourself.

3 Click out of the drop-down list to close.

Tip: If a field that you need to edit is read-only, this means you are not
assigned to the facility task. Click the Back button to return to the Facility
Tasks screen and assign yourself to the task.

To remove a surveyor from a facility task:
1 Open Facility Tasks.
2 From the Assigned To drop-down list:
e If you are the TC, remove the checkmark from one or more surveyors
e If you are a team member, remove the checkmark from your name.
3 Click out of the drop-down list or press Escape to close.

Note: The system prevents you from unassigning any surveyor (including
yourself) who has entered any facility task data.

More ...
“Open the Facility Tasks screen” on page 124
“Facility Tasks Tips” on page 222
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Initiate a Facility Task

Although Arbitration, Environment, Personal Funds, Resident Assessment,
Extended Survey facility tasks are triggered tasks, any surveyor can initiate
(add) them at any time during the survey.

To initiate a facility task:

1 Open the Facility Tasks screen and select the Add New Task icon.

U Long-Term Care Survey Process

Facility Tasks

98988-SWOQPES

Figure 95: Add New Task icon

The Task field in the Select One or More Tasks window lists currently inactive
tasks such as triggered tasks that have not triggered and tasks removed by
the TC.

* = Required
Please select any tasks you would like to initiate.

(] Environment

*Task:

(C) Extended Survey

(") Resident Assessment

Figure 96: Select One or More Tasks window
2 Select the desired task(s) and click Save.
The new task(s) are added to the Facility Tasks list and are unassigned.

More ...
“Open the Facility Tasks screen” on page 124

v

“Facility Tasks Tips” on page 222
“Remove Facility Tasks” (below)
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Remove Facility Tasks

The team coordinator can remove any facility task as necessary, but must
provide a rationale. For some tasks, you can select from available rationale
options; for others an explanation is needed.

Note: If you decide that you should complete a facility task that has been
removed, you can re-add the removed task using directions above for initiating
a facility task.

To remove a facility task:

1 Open Facility Tasks.
Click the red X in the Remove column for the applicable task.

3 Click Rationale.

4 Select a reason, or select Other and enter an explanation.

5 Click Save.
The task is removed from Facility Tasks. It appears in the Add New Task list
in case you want to re-add the task.

More ...

“Initiate a Facility Task” on page 126
“Open the Facility Tasks screen” on page 124
“Facility Tasks Tips” on page 222

Open a Facility Task

On the screen for a specific facility task, you can:

View task details
Complete the task
Add resident(s) to the task, if applicable

To open a facility task:

1

2
3

On the Facility Tasks screen, click a task name to open it.

By default, individual facility task screens open with the Use section
expanded, the Instructions section collapsed, and the critical element
questions expanded under the header Probes/CE.

The Probes/CE section shows the CE questions followed by the relevant
probes below each CE. Some probes may apply to more than one CE. For
example, the probes listed under CE1 on the Kitchen task screen also apply
to CE2.

Expand and collapse sections as desired.
Resize sections using the blue Expander bars.

User’s Guide
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4 Use the Pathway link to open a PDF of the entire pathway.

You can resize the PDF and LTCSP windows as needed to view the PDF along
side the facility task screen.

5 Click the button to the left of the Pathway link to toggle expansion of the
top section in the facility task.

UC Long-Term Care Survey Process

* Use

Kitchen/Food Service Observation: Complete the initial brief kitchen tour upon arrival at the facili
practices that might indicate potential for foodborne illness. Make additional observations throughoi
all information needed. Refer to the current FDA Food Code as needed.

Expand/Collapse
CE section

) Instructions
(® Probes/CE pa;,g';ay

Initial Brief Tour of the Kitchen: Review the first two CEs to ensure practices prevent foodborne iliness.

O Potentially hazardous foods, such as beef, chicken, pork, etc., have not been left to thaw at room temperature.
O Food items in the refrigerator(s) are labeled or dated.

O Potentially hazardous foods such as uncooked meat, poultry, fish, and eggs are stored separately from other foods
(e.g., meat is thawing so that juices are not dripping on other foods).

Hand washing facilities with soap and water are separate from those used for food preparation.

staff are practicing appropriate hand hygiene and glove use when necessary during food preparation activities, such
as between handling raw meat and other foods, to prevent cross-contamination.

0 Cracked or unpasteurized eggs are not used in foods that are not fully cooked (per observation or interview).

Q Food is prepared, cooked, or stored under appropriate temperatures and with safe food handling technigues.

0 Staff are employing hygienic practices (e.g., not touching hair or face without hand washing) and then handling food.

=]
=]

(o)

=2

Motes:

‘@EB8 N~ XANBI UL L hx segoeul - 12pt v _
09/28/22 10:59 AM Temperatures not checked often enough; food gets cold betweaen seatmgs|

Show Answers for: | Current Surveyor *

80%

Figure 97: Kitchen—mandatory facility task

Note: Some facility tasks do not have instructions.

Facility tasks involving residents have a residents section, e.g., Dining
Observation. Residents with MDS indicators for Weight Loss and
Dehydration, and initial pool residents marked FI for Food, Nutrition, and
Hydration are automatically listed on the Dining Observation screen.
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Dining Observation

~ Instructions

1
=« Use %
1

Room Resident Number Admission Date Remove

' BOND, JAMES 0372472018
DICKSON, VELMA a2 2 02/09/2018 M *
GREYSON, ANGIE 30 38 05/14/2014 u r
NEUL M4  d j
POTTER, HARRY 14 51 127122018 = {
SHORT, STEWART 20 37 03/20/2012 x !
YANDERBELT, LINUS 22 5 03/13/2018 x / 1

Figure 98: Dining Observation—mandatory facility task with residents section

All triggered tasks include a residents section (showing Name, Room,
Resident Number, and Admission Date) with notes about the residents from
the initial pool. Individual notes can be viewed by clicking the resident name
in the list or all resident notes can be viewed at once by selecting Resident
Initial Pool Notes in the notes section.

u7C Long-Term Care Survey Process = |- & ]
=@ Personal Funds K st
< Pathway e

- Use 5 @
Personal Funds Review: Complete this review if a resident or representative had concerns with their personal funds account during the initial pool process. f?

Residents should be given the opportunity to manage their own personal funds. and the facility may not require residents to deposit their funds. If residents
choose to have the facility manage their funds, the facility may not refuse. If concems are identified, review additional resident accounts to determine the
frequency of identified problems and review the facility's policies, procedures and systems.
= Instructions =

~ Probes/CE

1. Do residents have ready access to their personal funds managed by the facility? ] ves mo ) NA  FSE7

Access to Funds: Review this CE if the resident or representative had concems sbout access to their funds.

Room Resident Number Admission Date Remove
BROWN, CHARLIE P 25 12 0172672017 »

FRAMNELIN, ELMER 2] 31 12/29/2015 L]

i
Motes: Facility Task Hnt*"'n Resident Initial Pool Notes ’
HARLIE BROWN i

Select to see list of
all resident IP notes

02/11/19 12155 PM  Resident # 12 must ahways ask for statements and they take a long time
week in advance.

for family visits must ask a o

ELMER FRAMNELIN

Show Answers for: |Curment Survever =

Figure 99: Personal Funds—triggered facility task with residents section
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If there is a residents section, you can click a resident name to view any notes.

|
»
EESS, DOUGLAS X, }
3 |
El 1
EUEHRER M\ hee 11/07/2016 |
SURVEYOR3, THREE (XX003) - Hydration - . 3
GATES. S¥iy 04/03/19 11:30 AM  they always bring water or tea 5022018 - j
to him when they visit. He loaks very thirsty--dry -
HARTELL.E lips, dry skin. Concerned he doesn't get enough Ll 3
fluids, = p—
Notes: I
04/03/19 1
Salad look pected.

Close

i - gy

L e S p— s i il il el R
Figure 100: Facility Task resident notes
_Or_

You can select Resident Initial Pool Notes above the notes field to see all the
resident notes listed.

Notes: Facility Task thz & Resident Initial Pool Notes ’

02711719 06:40 AM  Resident & 38 was expenencing weight loss according te MDS; still losing too much weight.

02/11/19 0106 PM  Resident # 37 says that he is often thirsty and has to go find someone to provide their special drinks. Just gets water out of the sink.

Show Answers for: |Current Survevor =

Figure 101: Facility Task Resident Initial Pool Notes listed

More ...

v

"Open the Facility Tasks screen” on page 124
“Expand/Collapse Sections” on page 22

“Resize Sections with Expander Bars” on page 23

Add/Remove Residents to/from Facility Tasks

If you discover during a task investigation that one or more residents has an
issue and their names are not in the resident list, you can add them, including
a new admission, to the task. Likewise, you can remove any resident from a
task (except residents marked FI for Dining Observation). Arbitration,
Beneficiary Notification, Dining Observation, Environment, Infection Control,
Personal Funds, Resident Council, and Sufficient and Competent Nurse Staffing
have resident lists.
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From the Quick Access menu, the Add Residents for Task icon allows surveyors
to add residents to any mandatory or currently triggered task using a pop-up
window. If the surveyor is not assigned to the task, saving your changes
assigns the surveyor to that task automatically.

An Add New Resident button allows the surveyor to add a resident not already
in the system to the resident list, but the resident is not added to the task by
default. Select the checkbox to assignh them to the task.

@
&

[o]® s

Figure 102: Add Residents for Task icon
To add resident(s) to a task:
1 Open the task and click the Add Residents icon in the upper right corner.

2 In the Choose Resident window, select the checkbox for the resident(s)
and click OK.

The resident is added to the residents section.
To add resident(s) to a task using the Quick Access menu:
1 From any screen, select the Add Residents for Task icon or press ALT+T.
2 In the Choose Resident window, select the facility task from the drop-list.
3 Select the checkbox for the residents you want to add to the task.
-or-

To add a new resident, select the Add New Resident button at the bottom of
the screen. Once added, select the checkbox to assign them to the task.

4 Select OK to save changes.

To add a new admission to a facility task:

1 Open the task and click the Add New Resident button in the upper right.
2 Enter resident information and click OK.

3 The system assigns a unique resident ID and this resident is now available
to add to the facility task from the resident list.

Follow the above instructions to add the resident to the facility task.
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To remove a resident from a task:

» In the resident section of the facility task, click the red X in the Remove
column, and click Yes to the confirmation message.

The resident is removed from the residents section.

More ...
“Open a Facility Task” on page 127

Complete a Facility Task

To complete a facility task, surveyors must go through all CEs and determine

compliance. Some facility task investigations will be done by more than one
surveyor. For example, more than one surveyor will conduct a dining

observation. In that case, CE decisions and notes from all the surveyors are
combined after sharing data; any non-compliance decision always overrides a
compliance decision.

To complete a facility task:

1 Open the task.
2 Determine compliance for each CE.

You can click a related tag number to review regulation text and interpretive
guidance for additional information to make a compliance decision.

3 For In Compliance, select Yes, No, or NA, if available.

Marking In Compliance as No activates the Severity levels. The tag related
to the CE is added to the Potential Citations column for the task on the
Facility Tasks screen and the tag is carried into Potential Citations.

If there are multiple surveyors, notes and CE responses of No

(non-compliance) from all surveyors are included for consideration in
Potential Citations, but the highest severity for the task appears in the tag
tree.

4 If the CE response is No, select a Severity level.

If a CE is not in compliance and there are multiple related tags (e.g.,
Medication Storage and Labeling CE 2), click Select, select the

checkbox(es) of the relevant tag(s) for potential citation, choose Severity
level, and click Save.

The selected tags are added to the Potential Citations column for the task
on the Facility Tasks screen and carried into the Potential Citations screen.

Tip: To search a list of tags, enter applicable text in the Search box and click
the magnifying glass to search; do not press Enter.
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5 Add/remove resident(s) and enter notes with supporting details as needed.

6 When finished, click the Back button to return to Facility Tasks.

Tags marked for potential citation are listed in the Potential Citations
column; those you marked appear in bold.

When a facility task is complete, a green checkmark appears in the Done
column.

More ...

“Open a Facility Task” on page 127

“Add/Remove Residents to/from Facility Tasks” on page 130
“Potential Citations” on page 164

“LTCSP Notes” on page 25

Arbitration

For any resident listed or added to the Arbitration facility task screen, use the
drop down in the Reason field to identify the reason each resident was selected.

U7C Lang-Term Care Survey Process — O X
Arbitration , ob
—
® Use
Binding Arbitration Agreement: Complete the review of the facility's binding arbitration agreement, including a E’
review of residents who have entered into a binding arbitration agreement and/or resclved a dispute. X
£
() Instructions P
(=) Probes/CE
Question In Compliance Tag Severity O
1. The facility must net require any resident I ves (JNo () NA F347
or his/her representative to sign a binding
=]
Name Room  Resident Number Admission Date Reason
BRUMMER, RUSSELL N $1-1103-A 23 11/13/2018  Signed binding arbitration ac
DOAN, MARION 51-1104-A 29 01/11/2021 Signed binding arbitration ac
GUNDERSEN, MARION 51-1123-A 27 07/05/2018  Resolved dispute
£x
Motes: @ Facility Task Notes ' Resident Initial Pool Notes

Show Answers for: | Current Surveyor -

80%

Figure 103: Arbitration facility task
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Environment

The Environment facility task offers the option to select which areas of the task
you will answer. Those areas not selected are marked NA automatically so you
only need to answer the CEs you are investigating.

Any surveyor assigned to the task can select the areas they are investigating.

After the TC finalizes the sample and the Environment task has been triggered
(or when the task is initiated), the TC can open the Environment task without
the Select Investigation Areas dialog opening to review the Resident IP Notes
as long as no one is assigned to the task. Once surveyor assignments have
been made, the Select Investigation Areas dialog appears the first time you
open the Environment task.

To select Environment areas to investigate:

1 Make sure you are assigned to the Environment facility task; click
Environment. The Select Investigation Areas dialog opens.

2 Select one or more areas that you will be investigating. Click OK.

Select Investigation Areas &

Mark the areas you want to investigate in the table below.

Investigation Areas

& | Accommodation of Need ysical) - RL RRL T Select Environment I
) call Light Functioning - RI, RRL, RO Investigation Areas

Temperature Levels - RI, RRI, RO
] Lighting Levels - RI, RRL, RO
Clean Building - RI, RRI, RO
Building and Equipment Good Condition - RO

Homelike - RO

t E ancel

Figure 104: Select Investigation Areas dialog for the Environment Facility Task

3 The Environment facility task screen opens and all answers are NA except
for those areas that you selected.
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Environment

1. Do residents receive services with reasonable accommodation of resident needs
and preferences except when to do so would endanger the health or safety of the
resident or other residents?

Accommodation of Needs: Review this CE if there are concerns reg
representative. of through obsenvations.

4
* Interview staff regarding the identified concem to :

3
of the sink, or acce

i JNA automatically

* Roomn selected for f
other areas B Epeied X
* Enou
+ Adapti 4
2. Are call systems in all areas functioning properly? IYes [CINe ¥ NA F919 ;
Call Light Functioning: Review this CE if there are conc the call ights not functioning by the resident, ltp(e;!‘
- observations. ;
* Interview staff if the resident or representative complained about | lights not functioning or obsenratlons*
functioning to determine how the facility has addressed the concem. r
3. Are comfortable sound levels maintained in all areas? (O ves CIne O NA 84 i
I Y S s S CP O A . . . _;
[ g g e e P . =g

Figure 105: Environment screen with auto-filled NAs and blanks

If you want to change your selections, you can change the answers for any
CE as you normally would, or you can access the Select Investigation
Areas dialog from the Environment screen.

To change your selections in the Select Investigation Areas dialog
1 Click the Task Matrix icon in the upper right.

2 The Select Investigation Areas dialog opens; remove a selection or add
new selections.

3 Click OK. As long as you did not answer any of the CEs for the areas you
modified, the system removes the NA answer from added areas and
replaces the blank answers with NA for the removed areas.

Environment

Task Matrix icon opens Select
Investigation Areas dialog

:.gkimnmental CONCems were idd
iipahat g " Py g v e v e ey

Figure 106: Task Matrix icon on the Environment screen
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Infection Control

The system displays any initial pool resident who had an FI marked for
Infections (not UTI, Pressure Ulcers, or Respiratory) and the three
Transmission-Based Precautions that require an investigation. Under the
Originating Initial Pool Area column, the initial pool response (FI or No Issue)
is displayed for TBP.

For any resident listed or added to the Infection Control facility task screen, use
the drop down to identify the reason each resident was selected unless the
resident only had an FI for an infection (not UTI, PU, Resp).

¢ Long-Term Care Survey Process - m}

Infection Control

A
L%

Pathway
® Use

Infection Control: This facility task must be used to investigate compliance at F880, F881, F882, F883, and F887. For the
purpose of this task, "staff” includes all facility employees (regardless of clinical responsibilities or resident contact), licensed
practitioners, adult students, trainees, and volunteers, and individuals who provide care, treatment or other services for the
facility and/or its residents, under contract or by other arrangement. The infection prevention and contral program (IPCP)
must be facility-wide and include all departments and contracted services. If a specific care area concern is identified, it
should be evaluated under the specific care area, such as for pressure ulcers, respiratory care, catheter care, and medication
pass observations which include central lines, peripheral 1vs, and oral/IM/respiratory medications.

PES S D s kY™

Focused Infection Control (FIC) Survey (not associated with a recertification):
|3
Room Resident Number Admission Date

BEACH, TAMARA B 31-A 4 02/20/2023  |TBP not COVID-19 N TEP (FI)
Al
) Immunizations

] covip-19

— ¥ TEP not COVID-19
MNotes: ® Facility itial Pool Notes

Show Answers for: | Current Surveyor

Figure 107: Infection Control screen

Medication Administration

The Medication Administration facility task consists of two main parts: CEs and
medication administration observations. LTCSP has several features to support
completing the task.

e Calculates the observed individual error rate (My Error Rate) when Total
Number of Errors and Opportunities for Errors are entered.

e Displays individual observed error rate.
e Supports typed or handwritten Med Admin notes.
e After data share, LTCSP calculates the Team Error Rate.

136 10/11/23 LTCSP 12.4.4.0



Facility Tasks

Determine Error Rate

You can enter Total Number of Errors and Opportunities for Errors in the
Function toolbar on the Medication Administration screen or in the Med Admin
notes screen.

To generate and view your observed error rate:

1 Open the Medication Administration task. You can generate or view the
error rate here, as well as on the Med Admin screen (Medication
Administration Error Rate).

2 Enter Total Number of Errors and Opportunities for Errors and click
anywhere or press Tab to generate the error rate.

Your observed error rate is calculated and shown in the My Error Rate field
on the Medication Administration screen, and in the Medication
Administration Error Rate field on the Med Admin screen.

To determine overall (team) observed error rate:

The error rate calculation on the Medication Administration and Med Admin
screens reflects the individual surveyor’s observed error rate.

If more than one surveyor completes this task, the combined error rate can
be seen after sharing data and then viewing answers for All Surveyors. A
combined team error rate information statement can also be pasted into the
Medication Administration Notes field.

To generate the combined error rate if more than one surveyor
completes the Medication Administration observations:

» All surveyors who completed medication administration observations
should enter their error rate information.

» The team (or at least these surveyors and TC) share data.
» View the team totals:

e Open the Medication Administration facility task.

e Change the Show Answers for to All Surveyors.

The combined observed error rate appears in the Team Error Rate
field.

e To view the combined error rate in the Facility Tasks report:

» After sharing data, run the Facility Tasks report to see the combined
(team) observed error rate, as well as a breakdown by each surveyor
in the Medical Administration section.
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To paste combined team error rate statement:

1 Once you share data and have the team error rate, click in the Medication
Administration Notes field.

Tip: If you paste in the error rate before you’ve done a data share with the
others who completed the error rate, the system uses your error rate

numbers in the statement. Once the team has shared data, the system
always uses the team error rate for the statement.

2 Click the Paste Med Admin Rate icon (or Alt + M). The system inserts a

statement with the total number of errors, total number of opportunities for
error, and the error rate percentage.

Medication Administration

Total Number of Errors 1| Oppartunities for Errors 28 | My Error Rate 357 [%

g T Py T G g S

—— . B e P S ;-A_.—---‘.'""" Dl
A Click to add Med Error
Rate statement
Notex: ® Facility Task Notes © Resident Initial Pool Notes
@B N” XA BJUL OLhx segoeut -1p"1.-., §

04/04/19 08:37 AM 58 oppertunities of medication administration were cbserved and 3 of the 58 medications were not administered in accordance with
physician’s orders, resulting in a medication error rate of 5.17%

Show Answers for: | Cument Surveyor =

Figure 108: Team error rate statement inserted into Med Admin Notes

More ...
“Open a Facility Task” on page 127

“Generate Reports” on page 33
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Enter Med Admin Notes

You can type medication administration observations in the text editor or use a
stylus to enter your notes in the handwriting panel.

To open Med Admin notes:
1 Open the Medication Administration facility task.

2 Click the Med Admin Observations icon in the upper right corner.

B i el A il gt
Figure 109: Med Admin Observations icon

By default, the Med Admin notes screen opens with the text editor and
handwriting panel both displayed.

3 At the bottom of the screen, select Show text editor and/or Show
handwriting panel to display and use the text editor and/or handwriting
panel. Select another surveyor from the Staff ID dropdown to view their
Med Admin notes (after data share).

=Q Med Admin
~
Total Number of Errors ¢ Opportunities for Errors o Medication Administration Error Rate % {uck
B8N X BIU2Zz 8 . . Previous| Page: 2 | Next Copy Text to Clipboard @ Write O Erase {0f
Enter observation notes using the keyboard 4
Resident: 'Jn'mj}l m Room:
Nurse: 1
Fou)
Date/Time: &
=
Dm/Doage/Rote T W

Staff ID: |MALLOM, MARY -' W Show text editor W Show handwriting panel'

Figure 110: Text editor and handwriting panel options for Med Admin

Note: Notes entered here do not carry forward to the Potential Citations
screen. If non-compliance is determined, you should document the applicable
information in the Notes section on the Medication Administration screen.
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To edit text in the handwriting panel:

» Use the Write/Erase radio buttons in the upper right.

RateJ% | @

)board| @ Write © Erase {C}}

Figure 111: Write/Erase buttons for handwriting panel

To copy text from the handwriting panel to the text editor:

Page:J [Next[(:opy Text to Clipboard|°' Write © Erase

Resident: Room:

Nurse:

Date/Time:

Drug/Dosage/Route Notes Error
(o0 Us e

t\bem A Y =

Figure 112: Handwriting panel with notes entered

1 If you have multiple pages of handwritten notes, click Next or Previous to
navigate through the pages.

Previous P305 7 Next Copy Text to Clipboard

Figure 113: Next and Previous buttons in handwriting panel
2 To copy all handwritten text, select Copy Text to Clipboard.
3 Click in the text editor window.
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4 Select the Paste icon, or press CTRL + V to paste the text.

Total Number of F_rmr&f"
AEEY

Ee N~ X

Figure 114: Paste icon in text editor

The text should now be pasted into the text editor. You can also paste this
text into other notes fields, e.g., Surveyor Notes.

Total Number of Errors o oy
EO8 N L@t BJUZ2 ©8 segoeul §
To use copy Text to clipboard 4
Pl i e . it | i gy g = el ._.,_._"’x

e i

Figure 115: Text editor after copying and pasting text from clipboard

More ...
“Medication Administration” on page 30

Medication Storage and Labeling

Medication Storage and Labeling has the following task-specific features:
e Fields for entering the number of med storage rooms and carts at the facility

¢ Once the numbers are entered, automatic calculation of how many med
storage rooms and carts need to be reviewed by the survey team

To automatically determine how many rooms and carts to evaluate:
1 Open the Medication Storage and Labeling facility task.

2 Enter the Number of med storage rooms the facility has.

3 Enter the Number of med carts the facility has.
4

Click anywhere on the screen or press Tab. The system performs the
calculation and displays the result next to the numbers fields: You should
review <number> med storage rooms and <number> med carts.

If you entered an incorrect room or cart number, simply change the number
and recalculate.

More ...
“Open a Facility Task” on page 127
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Resident Council

The Resident Council facility task is similar to other facility tasks where you can
track residents, but includes several unique features.

¢ In the Resident Council column, you select Yes or No for each CE based
on what residents say during the meeting.

If you select No for Resident Council, the In Compliance column is
activated. Once you conduct an investigation of the residents’ concern(s),
you mark In Compliance as Yes or No. If the CE is not in compliance,
select a Severity level.

Resident Council

| = Use

Resident Council Interview- Complete an interview with active members of the Resident Council early enough in the survey to afford the team endugh
time to investigate any concemns. If there is not a resident council, determine whether residents have attemptad to form one and have been unsuccessful,
and if so, why.

&) 5

~ Instructions &
* Probes/CE

Council ves ¢ No Yes & Mo JEses 12 3 4

1. Does the Resident Council meet on a regular basis?

e e e e B g Sl O il s e i i, P

Figure 116: Resident Council CE

CE 26 works uniquely. There are two parts to this CE. Selecting Yes for
Other activates the In Compliance options. If In Compliance is No, click
Select to open the Select Non-Compliant Tags window, which lists other
F-tags. Select the applicable tag(s) for potential citation, select Severity,
and Save.

The screen does not display the tag numbers selected or their severity, but
the tag numbers are listed in the Potential Citations column for the task on
the Facility Tasks screen. You must open Select Non-Compliant Tags to view
the selected tags. If you select No for Resident Council, or Yes for Resident
Council and No for In Compliance, you can still view the list of tags by
clicking Select, but you will not be able to cite them.
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..,-I.,.;,.,, ¥ ves ] No () Yes & No  spieer
Select Non-Compliant Tags n
e search: | axp
JENKINS, PETER F540 Definitions Select? (] Severity: 1
e 050 Resident Rights/Exerc Select? O Severity: 1
Hotes: F551 Rights Exercised by R Select? (] Severity: 1

F552 Right to be Informed, Select? (] Severity: 1

(I S T . N S R
W oW W W W
R

F553 Right to Participate ir Select? (] Severity: 1

Show Answers for: | Current Surveyor

Savel |Cancell 80%
Figure 117: Resident Council CE 26, Other, Non-compliance tags

e CE-specific notes function like other notes fields in the application. Your first
entry is automatically time stamped.

Note: information entered in CE-specific notes does not carry forward to
the Potential Citations screen.

" _or when you request them?

=
Notes: 04/05/18 11:38 AM =1
[P PAEES B aae B Ba o s — = P Tl L —

Figure 118: Resident Council: CE-specific note
e Other column in the residents section

Indicate if the resident is the President of the resident council, or whether
or not the resident attends Resident Council meetings regularly.

Resident Council

~ Use

Resident Councll Interview- Complete an interview with active members of the Resident Coundil early enough in the survey td
time to investigate any concerns. If there is not a resident council, determine whether residents have attempted to form ane a
and if s, why,

10/19/2018

BARR. KIM

I
|President

|Attends meetings regularly
Doesn't attend meetings regularty

MND, JAMES 28 52 03/2472018

FLACK FRED E 05 13 06/21/2016
ELETCHER, JESSICA D 18 7 w2207 | -
TITTLE. SAM £} 35 1172002008 | - M

PR N T W g A U A o ) AP e e R P ] e G S .

Figure 119: Resident Council: Other field in residents section
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QAPI/QAA

A unique feature of the Quality Assessment and Assurance facility task is that
it lists any resident, if during the Abuse and/or Neglect investigation, a surveyor
answered No, not in compliance, to critical element 1.

In the resident list section, the Name field links to any investigation notes
entered and the Tag field links to regulation text and interpretive guidance.

U< Long-Term Care Survey Process

= B

QAPI and QAA
< Pathway e
® Use &
QAA Review - This review should occur at the end of the survey, after completion of investigation into all other requirements. ?
However, identification of systemic concerns to be reviewed during the QAPI and QAA review should begin with Offsite N
Preparation and occur throughout the survey. &
() Instructions V4
® Probes/CE
QAPI Policies and Procedures: a
Review the written policies and procedures (P & P) for feedback, data collection systems, and monitoring, including
adverse event monitoring.
3 Does the facility have written P & P for feedback, data collection systems, and monitoring (including
adverse events)?
- - - - - - = . s - -
Team identified actual incidents of abuse, neglect, exploitation, or misappropriation of resident property for these residents:
Name Room Resident Number Admission Date  Investigation Tag '
ANT, ATOM AN 3 06/28/2008 Abuse F500 4 SWOOPES,
=]
Motes: ) Facility Task Notes ' Resident Initial Pool Notes
Show Answers for: | Current Surveyor ~
80%

Figure 120: QAPI/QAA screen
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Resident Investigations

After the sample is finalized and closed record residents are selected, you are
ready to conduct the investigations and determine compliance. Initial pool
notes about residents included in the sample are carried forward to
investigations.

The Investigations screen provides information on all residents and care areas
being investigated. The “Investigation by ...” screen, which is opened from
Investigations, provides information about an individual investigation by

resident or investigative area (including care areas with or without CE pathways
and tags).

Open the Investigations screen

On the Investigations screen, you can:
e View investigative areas by resident
e Add or remove investigative areas

e Open the Investigations by Care Area or by Residents screen for a
resident or investigative (care) area

e Adjust surveyor workload
To open the Investigations screen:
1 From the Navigation menu, select Investigations.

2 To see completed investigations as in the screen below, deselect Hide
Completed Investigations. It is selected by default.
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UC Long-Term Care

Survey Process - O *

Investigations
Filter by group: Sort residents: m
My Investigations - || Name - 5 [ Hide Completed Investigations View Current Workload 55
i igative Area Admit Date Room BIMS Assi 2
ANDEF Choices 04-21-20 31-1 15 88088-SWOOPE Choices
STEVEN (18) x /5
Privacy 04-21-20 S1-1° 15 08988-SWOOPE »|  Privacy x ﬁ
ANDERSON Abuse 07-04-19 51-1 08 98988-SWOOPE *
MAGGIE (7 Remove ks Q
BROWN v Hospitalization 12-15-20  S1-1° 15 | ggogs-SWOOPE »  Selected For Closed F623,
CHARLIE (12) Record Review F655
Mutritio 12-15-20 S1-1° 15 98088-SWOOPE v  Mutrition
Complete
DANIELS, use 11-06-19 51-1 07 08988-SWOOPE »  Res-to-Res Interaction
DARMNELL J (6}
\/ Accidents 11-06-19 s1-1° 07 98088-SWOOPE v  Res-to-Res Interagiion F636
. ; Tags marked as /
Discharge 11-06-19 §1-1" 07 98988-SWOO| potential citations | »
Unnecessary 11-06-19 51-1 07 98088-SWOOPE v Selected for
Meds, Unnecessary
Psychotropic Medications Review X
80%

Figure 121: Investigations screen

The Investigations screen filter is set to My Investigations by default. It
displays residents assigned to you on the Finalize Sample screen and may
include your initial pool residents added to the final sample, unnecessary
meds candidates, or Closed Record Review candidates. Any residents that
you initiated an investigation for also appear on this list.

If you change the filter to All Investigations, the screen displays all residents
with an investigation even if they are not assigned to a surveyor. The list
includes all residents added to the final sample, initiated investigations, the
five unnecessary meds candidates and the Closed Record Review
candidates once that sample is finalized.

Both views also list any tags marked for potential citations for each
investigation.

TiP: Be sure to finalize the Closed Record Review sample to ensure CRR
candidates are included on the Investigations screen. Select All
Investigations to assign CRR investigations to surveyors.
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Information on the Investigations screen includes resident’s name;
investigative area (care area or initiated tag); resident’s admission date,
room number, BIMS score; surveyor assigned to the investigation; and
reason for the investigation, which is the care area that triggered the
investigation, or that it was initiated or calculated, like unnecessary meds.

3 Select the desired Filter by group and Sort residents options.

My Investigations and Name are the respective default settings.

Tip: To see CRRs or Unnecessary Meds investigations not assigned to you,
set Filter by group to All Investigations.

More ...
“Finalize the Closed Record Review Sample” on page 103
“Initiate a Tag” on page 160

Investigations Filter and Sort

The filter and sort functions for the Investigations screen are similar to those
in the Resident Manager. You can filter the list to display the information you

need. Hide Completed Investigations is selected by default so you will only see
open investigations unless you deselect it.

The Filter by group options are:

e My Investigations: Displays only investigative areas/residents assigned
to you. Selected by default.

e All Investigations: Displays all investigative area/residents including
those that are unassigned. This view may help the team coordinator
manage the survey. For example, residents selected for Closed Record
Review may need to be assigned to surveyors.

The Sort residents options are:

e Name: Sorts residents alphabetically by last name with all associated
investigative areas for each resident sorted alphabetically.

e Room: Sorts listed residents in ascending order by room number.
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e Surveyor: Groups residents by surveyor with surveyors listed
alphabetically by last name and all residents assigned to each surveyor
listed alphabetically. Unassigned residents are listed alphabetically at the
bottom.

e Investigative Area: Groups residents by Investigative Area (IA) with IAs
listed alphabetically and all associated residents for each IA listed
alphabetically by last name. This sort facilitates assigning surveyors by
area. For instance, use it to assign all nutrition investigations to the nutrition
expert on the team.

Assign Investigations

Like facility tasks, a surveyor must be assigned to an investigative
area/resident to answer CE questions and enter notes. LTCSP uses the surveyor
assignments from the Finalize Sample screen. Unless changed by the team
coordinator during the sample meeting, residents assigned to a surveyor in
their initial pool stay assigned to that surveyor. The TC can assign unnecessary
meds candidates on the Final Sample screen or on the Investigations screen.
Closed Record Review candidates, once the sample is finalized, must be
assigned to a surveyor on the Investigations screen.

The team coordinator can assign investigative areas/residents to any surveyor
on the team. Team members can assign investigative areas/residents only to
themselves. Multiple surveyors can be assigned to an investigative area unlike
an Interview, Observation, and Record Review. All surveyors can view
investigations they are not assigned to as read-only.

To assign an investigative area/resident to surveyor(s):
1 On the Investigations screen, find the investigative area/resident.
2 From the Assigned To drop-down list for the resident:
e If you are the TC, select one or more surveyors or All.
e If you are a team member, select yourself.
3 Click out of the list box or press Escape to close.

Tip: If you find an investigative area you need to complete is read-only, go the
Investigations screen and assign yourself to the investigation.
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To unassign surveyor(s) from an investigative area/resident:

1 On the Investigations screen, find the investigative area/resident.

2 From the Assigned To drop-down list for the resident:
e If you are the TC, remove the checkmark(s) for the surveyor(s) you

want to unassign.

e If you are a team member, remove the checkmark by your name.
Note: You are prevented from unassigning any surveyor (including
yourself) who has entered any investigation data.

3 Click out of the list box or press Escape to close.

More ...

“Open the Investigations screen” on page 145

Add Investigations

During the course of an investigation, a surveyor may want to add a new
investigative area for a resident even though the investigative area or resident
were not included in the sample.

To add an investigative area for a resident:

1

2

On the Investigations screen, click the Add New Investigation icon in
the Function toolbar.

In the Initiate One or More Investigations dialog, select the applicable
resident from the Resident drop-down list.

From the Investigation drop-down list, select the desired investigative
area(s).

Only investigative areas that have not been assigned to the resident appear
in the list.

Click Save.

The new investigative area(s) for the resident appear on the Investigations
screen. The investigation(s) are automatically assigned to you and the Inv.
Reason column shows that the investigation was initiated by you.

Repeat this procedure as needed to add other residents to the investigative
area.

More ...

“Open the Investigations screen” on page 145
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Remove Investigations

If you decide to remove a resident from an investigative area (e.g., because
another resident is a better candidate), you need to provide a reason for the
removal. To remove an investigative area, you would remove all associated
residents. Surveyors can only remove investigations they are assigned to. The
team coordinator can delete any investigation.

To delete an investigative area for a resident:

1

2

On the Investigations screen, find the resident/investigation and click the
red X at the end of the row.

Enter the Rationale, and click Save.

The investigative area for the resident is removed from the Investigations
screen.

More ...

“Open the Investigations screen” on page 145

Open an Investigation

Individual investigations are opened from the Investigations screen. There are
two different views:

Investigation by Resident

The pullout menu on the right shows all investigative areas for the resident
assigned to you.

Investigation by Care Area

The pullout menu on the right shows all residents for the investigative area
assigned to you.

Surveyors can choose the view they prefer and switch between views. On the
Investigation screens, you can:

Review investigation information and pathway
Mark each CE compliant or not

Assign severity

Enter notes
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To open an investigation:
1 From the Navigation menu, select Investigations.

2 Inthe Name column, click a resident’s name to open the Investigation by
Resident window.

-0or-

Click an Investigative Area to open the Investigation by Care Area
window.

You can expand and collapse sections as desired, and resize using the
Expander bars.

More ...
“Open the Investigations screen” on page 145

“Investigation screen layout” below
“Expand/Collapse Sections” on page 22

“Resize Sections with Expander Bars” on page 23

Investigation screen layout

Whether investigating by resident or investigative area, the screen layout is
the same.

Investigation by Resident - My Investigations

BOND, JAMES A (52) Rehab and Restorative Wt loss |Activities
Room: * Investigation Reason: Initiated by LIN, JEREMY Depression |Blacider and B
Admit Date: 05-26-17 |enpices
BIMS: |Transfer Investigation Answers to Other Resident| [Matification o
|Pain Managen
< Pathway | |Personsl Prop
~ Use * |Rehabandre

Use this pathway for a resident to ensure the facility obtains and provides necessary rehabilitative or restorative services.

As referenced in 42 CFR 5483.65 - Specialized rehabilitative services include but are not limited to physical therapy, speech-language pathology,
occupational therapy, respiratory therapy, and rehabilitative services for mental iliness and intellectual disability or services of a lesser intensity as set

frrth ok BADD 4HVA andd e oo i

L | S Ny SeP P

=2

~ CEs
Question In Compliance Tag ity @ =

1. Based on abservations, interviews, and record review, did the facility provideor () ves (I No [ NA  F825
chtain the renirad snerialized rehahilitatius senvices? |

Figure 122: Investigation by Resident screen
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Investigation by Care Area - My Investigations

|BRD

BOND, JAMES A (52) Rehab and Restorative Wit loss |eonp
Room; * Investigation Reason: [nitiated by LIN, JEREMY Depression
Admit Date: 05-26-17
BIMS: Transfer Investigation Answers to Other Resident
< Pathway
~ Use =

Use this pathway for a resident to ensure the facility obtains and provides necessary rehabilitative or restorative services.

As referenced in 42 CFR 5483.65 - Specialized rehabilitative services include but are not limited to physical therapy, speech-language pathology,
occupational therapy, respiratory therapy, and rehabilitative services for mental iliness and intellectual disability or services of a lesser intensity as set
T I o B ey R P

=

~) CEs
Question In Compliance Tag L] =

1. Based on observations, interviews, and record review, did the facility provide or (") ves (I No () N&A  Fe25
ohtzin tha required specislized rehahilit=tive sapdirpg?

Figure 123: Investigation by Care Area screen
= Care Area/Resident menu

Appears at the top on the far right. Provides easy navigation among care
areas/residents while conducting investigations. On the Investigation by
Resident window, lists all investigative areas for the selected resident. On
the Investigation by Care Area window, lists all residents assigned to the
investigative area.

= Resident information

Appears at the top on the left.
= MDS indicators

Resident MDS indicators appear at the top on the right.
= Pathway Link

Pathways (comprising Use, Instructions, Observations, Interviews, Record
Review, Other Considerations, CEs) guide investigations. If an investigative
area does not have a pathway (e.g., Care Plan), it is noted. In that case the
only guidance available is regulation text and interpretive guidelines for the
related tag(s).

» Click the Pathway link to display the full investigation pathway as a PDF.
= Investigation Pathway

Use, Instructions, Observations, Interviews, Record Review, and Other
Considerations are located in the top section, expanded by default. You can
collapse each section by clicking the arrow in front of the section label.
When they are expanded, use the scroll bar to see all of the content.
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Investigation by Care Area - My Investigations

BOND, JAMES M (52) Respiratory Care Freq Pain @

Room: B33-1 Investigation Reason: Initiated by LIN, JEREMY Ltd ROM @

Admit Date: 05-08-17 utt

BIMS: 15 Transfer Investigation Answers to Other Resident Maj Infection =
= A
< Pathway| </

®) Use ]

Use this pathway for a resident who requires or receives respiratory care services (i.e., oxygen therapy, breathing
exercises, sleep apnea, nebulizers/metered-dose inhalers, tracheostomy, or ventilator) to assure that the resident

receives proper treatment and care.

~! Instructions

@ S

-
0]

Review the Following in Advance to Guide Observations and Interviews:

O Most current comprehensive and most recent quarterly (if the comprehensive isn't the most recent) MDS/CAAs for
Sections C - Cognitive Patterns, G - Functional Status, J - Health Conditions, and O - Special Treatments, Procedures,

and Programs.

O Physician's orders (e.g. nebulizers, inhalers, tracheostomy or ventilator interventions, times of administration,

parameters for pulse oximetry).
O Pertinent diagnoses.

O Care plan (e.g. respiratory treatment and care, possible complications, communication, advance directives,
equipment functioning and cleaning, procedures for emergencies).

~ Observations

0O What is the resident’s respiratory status?

O Does the assessment reflect the resident's status that
may be impacted by the respiratory care needs, such as:

Figure 124:

O Is the care plan comprehensive? Does it address
identified respiratory care needs and other needs that
may be impacted by respiratory care requirements,

maacurazhla annls recidart inunliamant nrafarancan

Investigation pathway top sections expanded

Note: Some of these sections may not have information for some

investigations.
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e CEs

Critical Elements for the investigation follow Use, Instructions,
Observations, Interviews, Record Review, and Other Considerations. Click
the arrow to expand and collapse; use the Expand icon in the expander bar
to expand to full screen. Surveyors can indicate compliance, mark tag(s) for
potential citation and assign severity as necessary. Click a tag link (number)
to display regulation text and interpretive guidelines.

¢ Long-Term Care S‘;uwey Process EI

BOND, JAMES M (52) Respiratory Care Freq Pain {

Room: B33-1 Investigation Reason: Initizted by LIN, JEREMY Ltd ROM
Admit Date: 05-08-17 uTl

BIMS: 15 ITransfer Investigation Answers to Other Resident Maj Infection ﬁ

2 CEs V4

Question In Compliance Tag Severity O B

1. Did the facility provide specialized care needs for JYes () No () NA  F695 a

the provision of respiratory care including
tracheostomy care and tracheal suctioning. in
accordance with professional standards of practice,
and the resident's care plan, goals, and preferences?

If No, cite F695

2. Did the staff use appropriate hand hygiene

JYes (0 No () NA  F880
practices and implement appropriate standard “
precautions?
If No, cite F880
3. For newly admitted residents and if applicable “J¥es () No () NA  E&55

based on the concern under investigation, did the
facility develop and implement a baseline care plan

Figure 125: CE expanded
< Investigation/Resident Notes

Use the Notes field to enter Investigation and/or Resident Notes or to access
your Investigation Notes history.

Motes: I 8 Inveshigation Notes O Resident Notes
@Be 7 106 B U2 oFw fesceu - 12pt + T

04/03/19 0%:41 AM Resident # 2 cannot eat wheat/gluten. Bread is atways offered, he often does not get the GF bread (gone or not offered)
0403719 11:42 AM Noted breadcrumbs on casserole, not much for an alternat nvd

Show Answers for: |Current Surveyor =

Figure 126: Investigation Notes

More ...

“Resize Sections with Expander Bars” on page 23
“Investigation Notes” on page 30

v

"Notes History” on page 32
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= Drawing Tool
Use this tool to add visual supporting documentation.

» Click the Draw icon in the upper right to open the drawing tool, then
draw or write on the page.

In the Pressure Ulcers and Abuse investigative areas, the drawing tool icon
changes to a body. You can document locations of pressure ulcers or other
injuries on a body image.

» Click the Map Pressure Ulcers icon in the upper right to open the
body images, then use the pen to show locations and write any
additional notes.

e
=& Map Pressure Ulcers

Page: 1 @ Write © Erase L._,

\ I
Tﬂ
r\E'.U"I

Figure 127: Map Pressure Ulcers

Staff 1D: f."ilg_hunga.le, Flo =

Note: After data share, you can view another surveyor’s drawings. Select their
name from the Staff ID dropdown.

More ...
“View Body Map and Drawings for any Surveyor” on page 31
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= Weight Calculator

The weight calculator tool available in the Resident Interview, Observations,
and Record Review is also available in the Nutrition investigation to
determine weight gain/loss. Click the Weight Calculator button in the
Function toolbar to open.

Weight Calculator LX)

Weight1: 1188 | Date 1: |01/27/2019 |[E]

Weight 2: 180 | Date2: [03/31/2019 |(us]

% Difference: -4.26

Results copied to clipboard.

Figure 128: Weight Calculator

To calculate weight loss/gain for a resident:

1 Click the Weight Calculator button.

2 Enter the first weight and associated date.

3 Enter the second weight and associated date.

To paste the weight loss/gain statement into Investigation Notes:
1 Click the X to close the calculator.

2 Click in Investigation Notes where you want the statement to paste.

3 Click the Paste Weight Calculation icon, or press Alt + W.

Motes: @ [n\'@stlgm on Notes Recidant Motes
@ERe NS XENH BT UL OL M Segoeul . =_2|:1‘ ] !

/|
04/29/19 10:39 AM On 02/03,/2019, the resident weighed 188 Ibs. On [‘:-1.-’22.-’2Me resident weighed 180 pounds which is a -4.26 % Loss.

gl i 4, e

. e ——i
ey P S R L e B s s it —— g

Figure 129: Weight calculator (top) and example of message inserted

Complete an Investigation

To complete an investigation, you will:
e Determine compliance for all CEs

e Mark all CEs as compliant or not

e Assign severity

e Enter supporting notes

Some investigations may be done by more than one surveyor. In that case,
data and notes from all surveyors are combined after data share.
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To complete an investigation:

1

2

From the Investigations screen, open Investigation by Resident or
Investigation by Care Area.

Determine compliance for each CE.

Critical element questions includes details from the pathway (when there is
one) explaining all the factors that should be considered when making a
compliance decision. You can click a related tag number to review regulation
text and interpretive guidance for additional information to make a
compliance decision.

For In Compliance, select Yes, No, or NA.

Marking In Compliance as No activates the Severity levels and the related
tag is automatically carried into Potential Citations.

If there are multiple surveyors, notes and data from all surveyors are
included for consideration in Potential Citations, but the highest severity for
the investigation appears in the tag tree.

Enter notes with supporting details as needed.
When you are done, click the Back arrow to return to Investigations.

Completed investigations disappear from the screen since the Investigation
screen is defaulted to Hide Completed Investigations. If you prefer to see
completed investigations or need to update information for a completed
investigation, uncheck the box next to Hide Completed Investigations at the
top of the screen.

A green checkmark appears on the Investigations screen in the Inv. Done
column for completed investigations. When all investigations for a resident
are complete, a green checkmark appears in the Res. Done column for the
resident.
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UC Long-Terrm Care Survey Process - O X
— Investigations
Filter by group: Sort residents: @
My Investigations | Name N 5 () Hide Completed Investigations doad 57
Inv. Don_Investigative Area Admit Date Room s E
DANIELS Discharge 11-06-19  §1-1105- 07  |ogos
DARMELL J (6} :{‘J:
v  DICKSON, s  Dental 06-06-17 51-1134- 12 |ogosy 4
VELMA M (2) E
FLACK, WILMA Activities 04-28-20  51-1120- 14  |ggos
(14) 2
/ Care Planning 04-28-20 $1-1120- 14 9898
Pressure Ulcer/ 04-28-20 $1-1120- 14 9898
lojuiry
MCCOURT Food 02-01-21 300 9898
FRANK (82
80%

Figure 130: Completed investigative areas marked on Investigations screen

A green checkmark is also added to the care area/resident in the menu (far
upper right) in the Investigation by Resident and Investigation by
Care Area screens.

&

e
< Pathway l
B il e e e e — N il W s A

Figure 131: Resident marked complete in Investigation by Care Area window

More ...
“Open an Investigation” on page 150
“Resident Investigations Tips” on page 224
“Potential Citations” on page 164
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Transfer Investigation Answers to Another Resident

If you accidentally enter CE answers under the wrong resident, you can transfer
the answers to the proper resident. You can only transfer answers to a resident
who has the same investigative area assigned. CE answers are transferred, but
notes are not transferred.

To transfer CE answers to another resident:
1 Click Transfer Investigation Answers to Other Resident.
2 Select the correct resident from the list.

Only residents assigned to the same investigative area are listed. If any
relevant investigation notes were entered for the “wrong” resident, you
must copy and paste them into the notes for the “right” resident.

Complete a Closed Record Review

Once the CRR sample is finalized, surveyors can conduct closed record reviews
from the Investigations screen at any time. Be sure to conduct these reviews
early enough in the survey to give the team time to investigate any potential
concerns. A surveyor must be assigned to a CRR investigation to complete it.

To complete a closed record review:
1 Open the Investigations screen.

2 Locate a resident marked for CRR (Inv. Reason is Selected For Closed
Record Review).

3 If necessary, assign yourself as surveyor: for Assigned To, select yourself.
4 Click the resident’s name to open the CRR investigation.
5 Proceed as for a resident investigation, that is:
e Determine compliance for all CEs
e Mark all CEs as compliant or not
e Assign severity
e Enter supporting notes
6 When you are done, click the Back arrow to return to Investigations.

A green checkmark in the Done column indicates that this CRR Investigation
is complete (i.e., all CEs are complete whether in compliance or not).

More ...
“Open the Investigations screen” on page 145
“"Complete an Investigation” on page 156
“Resident Investigations Tips” on page 224
“Potential Citations” on page 164
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Initiate a Tag

If you need to cite an area not covered by an investigation, you can initiate a
tag. To do this, you add an F-tag Initiation investigation in order to directly cite
the relevant F-tags(s).

To add an F-tag Initiation investigation:

1 On the Investigations screen, click the Add New Investigation icon in
the Function toolbar.

2 Inthe Initiate One or More Investigations window, select the applicable
resident from the Resident drop-down list.

3 From the Investigation drop-down list, select FTag Initiation and click

Save.
)
] 5 (] Hide Completed Investigations View Current Workload. 5
Arca Admit Date Room BIMS Assigned To Inv. Reason Remove N
if ¢ Initiate One or More Investigatio ) R =
Please select a Resident and any Investigation Areas you &
B

would like to initiate. To directly cite a tag select the FTag
Initiation Investigation Area.

1
P |

*Resident: | BIRD, TWEETY J (24)

*Investigation:

[ P |
irectives |

o1 ) General ]

SR T m, FE Y TP S T i QT S S S S —— A |
Figure 132: Add FTag Initiation investigation
The FTag Initiation investigative area for the resident is added to the

Investigations screen. The Inv. Reason column shows that the investigation
was initiated by you.

4 Repeat this procedure as needed to add other residents to the FTag
Initiation investigation.
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To complete an F-tag Initiation investigation:

1

In the Investigative Area column, select FTag Initiation to open the
investigation.

Note: There is no pathway and no tags are listed for the investigation.

Below CEs, click Select Tags to choose tag(s) for direct citation.

U Long-Term Care Survey Process =

BIRD, TWEETY J (24) | Select tags to investigate for diect citations . [E]
Room: 00304 i T
Admit Date. 03-06-12 Search ES
BIMS: 04 F540 Definitions select? ()
E550 Resident Rights/Exercise of Rights select? () | khway

Thare is no pazway for this inves —

E551 Rights Exercised by Representative Select? )
E552 Right to be Informed/Make Treatment Decisio Select? (]
F553 Right to Participate in Planning Care Select? [
E554 Resident Self-Admin Meds-Clinically Approp  Select? &
= F555 Right to Choose/Be Informed Attendg Physiciz Select? &)

E sfp-| | F557 Respect, Dignity/Right to have Prsnl Property Select? () -

F558 Reasonable Accommodations Needs/Preferen: Select? ¥ |
Motes E559 Choose/Be Notified of Room/Roommate Char Select? | Bicres
|Save| |Cancel|
Show Answers for: [Current Surveyor = B0%

Figure 133: FTag Initiation investigation

3

4

From the Select tags to investigate window, choose applicable tag(s);
use the Search function if necessary. Click Save when done.

For each CE, determine compliance based on your observations.

Tip: If guidance is needed, click Tag number to view Regulation Text and
Interpretive Guidance.

For In Compliance, select Yes, No, or NA and select Severity if not
compliant, as for other investigations.

When the F-Tag Direct Cite investigation is complete (i.e., all CEs are
complete whether in compliance or not), it is marked with a green
checkmark.
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FTag Initiation
Room: 00304 Investigation Reason: Initiated by MALLON, MARY
Admit Date: 03-06-12
BIMS: 04 | Transfer Investigation Answers to Other Resident|

Is the facility in compliance with this
requirement?

Is the facility in compliance with this

requirement?
—_—

MNotes: @ Investigation Notes © Resident Notes

Show Answers for: | Current Surveyor =

Figure 134: FTag Initiation investigation completed

Note: You can conduct an RRI/family interview during the investigation process
using the resident Interview and Observations screen. See "Add an RRI after

sample finalization” on page 91 for instructions.

More ...

“Add an RRI after sample finalization” on page 91

v

"Open the Investigations screen” on page 145

Edit Potential Citation Documentation

You can begin editing your citation documentation before completing the
Potential Citations and in preparation for the CMS-2567 while in the field.

Open Edit Potential Citation Doc

Any facility task or investigation you are assigned to and have marked at least
one CE No for not in compliance appears in the left pane—you can only edit your
own facility task, investigation, or resident notes. Click a task or resident name
to see the CEs marked for potential citation and your investigation notes. On
this screen you can:

e Review the CE questions that you have marked for potential citation in a
facility task or investigation.

e View the tag regulation text and interpretive guidelines.
e Edit the investigation notes for formal documentation (CMS-2567).
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Copy and paste regulation text or interpretive guidelines into your citation
documentation.

Edit Potential Citation Doc

Your tasks and

Facility Task . tigati ~ CEsand Tags {er
Dining Observati Investigations 7. Did the facility develop and implement a comprehensive person-centered care plan that___ FG56 &
Facility Task = includes measureable objectives and timeframes to meet a resident’s medical, nursing, s
Erviranment mental, and psychosocial needs and includes the resident’s goals, desired outcome 2
racility Task Edited icon |  preferences? CEs and tags L
IQEI-'sonaI F_um.is. I No, cite F656 marked
investigation (2 ™% N, the comprehensive assessment was not completed. &
_BEARE_)' M_ARWI\ (14) Actrvities &, Did the facility reassess the effectiveness of the interventions and review and revise the EG37 -
Imvestigation resident's care plan (with input from the resident or resident representative, to the extent . 1=
BEARD, MARVIN (14) Nutrition el i v e aT— o
. ~  Resident Notes ¢
Investigation "
EPSTEIN, SAMUEL {53) Accidents 04/11/19 02:35 PM Recident = 2 has been here for almost a year; has 2 bit of trouble with the

= food service: | : -
GATES. SVLVAA.G) (before Investigation notes) |

~ Investigative Notes
04/03/19 09:41 AM Resident # 2 cannot eat wheat/gluten. Bread is always offered, he often does

not get the GF bread (gone or not gffered)
04/03/19 11:42 AM Noted breader Original notes for an alternative
S Pikh the button to edit your notes for the CMS-2567 if desired. Only your edited
. B bt Do ftes will pull forward to the potential citation screen.
Click to Y@ B I U2 © segoeut - 12pt * o
edit notes

04/11/19 02:35 PM  Resident # 2 has been here for almost a year; has a bit of trouble with the
food service; likes roommate “so tj

04/03/19 09:41 AM Resident 2 2I Edit notes here t i ahways offered, he often i

B0%

Figure 135: Edit Potential Citation Doc window

To edit potential citation documentation:

1
2

From the Navigation menu, select Edit Potential Docs.

Select a Facility Task investigation or an Resident Investigation in the left
pane.

Review the actual CE text and tag information for every CE that you marked
for potential citation in that task or investigation. Click the tag number to
view the Regulation Text and Interpretive Guidance.

Review your investigation notes.

You can edit the Resident Notes, but you must do so before clicking the Edit
Citation Doc button. Click in the Resident Notes box to edit.

Edit the potential citation documentation:
» Click the Edit Citation Doc button.

» Edit the note as needed. The original note appears in the above panel
for your reference.

TiP: You can copy and paste tag text from the Regulation
Text/Interpretive Guidance popup.
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» An edited icon (clipboard) appears next to the investigations once you
have edited the documentation.

The edited version of your notes carries forward into Potential Citations and
when you load cites into ASE-Q.

Note: Once you have begun editing a note, any changes you make on the
actual Investigation or Facility Task screens will not be reflected in potential
citations, only the edited version appears.

Potential Citations

When the survey team completes all investigations, they move on to review
potential citations. Once data has been shared, all tags from investigations and
facility tasks marked as not in compliance carry forward to the Potential
Citations screen. Here the team evaluates survey data and determines whether
or not to cite each tag. The team coordinator then enters all citation decisions.

Open Potential Citations

Information on the Potential Citations screen is read-only for survey team
members. Depending on your role (team member or coordinator) you can:

o View all potential citations marked by surveyors for resident investigations
and facility tasks

e View individual tag attributes

e View potential citation detail and documentation for individual tags
e Declare citations (TC only)

e Enter an opening statement (TC only)

e Add citation documentation (TC only)
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To open the Potential Citations screen:

1

From the Navigation menu, select Potential Citations.

The tree on the left lists all tags marked for potential citation from facility
task and resident investigations. By default, tags are expanded to display
all summary information.

Tag number and title are in bold. Under each tag are two tag attributes.

e Maximum Severity: Highest severity assigned among all potential
citations of the tag.

e Status: Cited, Not Cited, Undeclared, or Moved to Tag <number>

Under the tag attributes, the investigative areas and/or facility tasks
marked as non-compliant are listed with resident name for an investigative
area or “FACILITY” for a facility task plus surveyor and severity for each
potential citation of the tag.

'* Long-Term Care Survey Process =S Bl <=
— Potential Citations
show [all =] [Refresh d

F550 : Resident Rights/Exercise of Rights

# Max Sevenity: 2 -
Status: CITATION UNDECLARED <]
# Dining Observation

FACILITY -
Surveyor: CURIE, MARIE (30102) &
Severty: 2 &

F561: Self-Determination
« Max Severity: 2
Status: CITATION UNDECLARED
« Choices
BEAR, YOGI (36)
Surveyor: MALLON, MARY (30129)
Severity: 2
F578 : Request/Refuse/Dscntnue TrmntFor
« Max Severity: 2
Status: CITATION UNDECLARED
# Advance Diractives
BROWN, CHARLIE {12)
Surveyor: MALLON, MARY (30129)
Severity: 2
FG0O0 : Free from Abuse and Neglect
4 Max Severity: 2
Status: CITATION UNDECLARED
# Abuse
BROWN, CHARLIE (12)
Surveyor: MALLON, MARY (30129)
Severity: 2
F636 : Comprehensive Assessments & Timii
4 Max Severity: 3 -

m

80%

Figure 136: Potential Citations screen

2 Click the triangle next to a section in the tag tree to collapse or expand it.

Use scroll bars to see all tags and descriptions.

More ...

“Potential Citations Tips” on page 225
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Filter the Tag Tree
You can filter the tag tree by tag status.
To filter the tree:

1 On the Potential Citations screen, above the tag tree, select the desired
Show option:

e All
e (Cited
¢ Not Cited

e Undeclared

2 If you change the status of a tag, select Refresh to update the tag tree.

More ...
“Open Potential Citations” on page 164
“Citation Determination Tips” on page 226

View Potential Citation Information

You can view the citation decision information as well as surveyor notes on the
Potential Citations screen.

To view potential citation information for a tag:
» On the Potential Citations screen, select the tag in the tag tree on the left.

The Potential Citation Detail for Tag section on the top right side of the
screen displays the citation determination options: Cite or Don't Cite. Below
is an Opening Statement notepad.

The Potential Citation Documentation section on the bottom right side
displays surveyor notes (Resident and Investigation) for the resident or
facility task. If notes were edited in Edit Potential Citation Doc, the edited
version appears. Resident notes, listed under the resident name, are
general notes about the resident that may be helpful if the resident is in
more than one investigation. Investigation notes, listed under the facility
task name, are specific to an investigation involving the resident.
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17¢. Long-Term Care Survey Proc

Potential Citations

Potential Citation Detail for Tag F378

C o '_ *‘j Cite or Don't Cite l
|_J Don't Cite

i} The tag's atation must be declared.

Opening Statement

Urveyor: NIGHTINGALE, FLO' (XX0( £ .
@@ N’ x@n BIUS

Severity: 2
4 Dining Observation
(7] FACIITY
Surveyor: MALLON, MARY (30129)
Severity: 3
FACILITY
Surveyor: CURIE, MARIE (XXD01)
Severnty: 2
F565 : Resident/Family Group and Respons:
4 Max Severity: 2
Status: CITATION UNDECLARED
+ Resident Council
() FACIITY
Surveyor: NIGHTINGALE, FLO (XX00

F578: Request/Refuse/Dscntnue T o | Potential Citation Documentation
B Max Seventy: 1 JETSOMN, GEORGE
Status: CITATION UNDECLARED

4 Advance Directives Advance Directives - SALK, JONAS All surveyor
() JETSON, GEORGE (1)
Surveyor: SALK, JONAS (XX002) notes for tag

Severity: 1 03/21/18 11:57 AM missing hard copy in file

| JOMES, FRED (8)

Surveyor: SALK, JOMAS (XX002)

Severity: 1
F582 : Medicaid/Medi C ge/Liabili

“ Max Severity: 3 Advance Directives - SALK, JONAS
Status: CITATION UNDECLARED
4 Personal Funds
(1 FACILTY 03/21/18 09:02 AM Resident # 8 cannot find hard chart version

Survevor: MALLOM, MARY (30129) -
" f

JOMES, FRED

Figure 137: Potential citation information for selected tag

More ...
“Open Potential Citations” on page 164

“Citation Determination Tips” on page 226

Declare Citations

The survey team reviews all the tags marked for potential citation and

associated survey documentation to determine which tags to cite. To declare
citations once citation decisions are made, the team coordinator selects a cite
option (Cite or Don’t Cite) for each tag. All tags must be declared cited or not

cited.
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Cite a Tag
Once the decision to cite a tag has been made, the team coordinator:
e Indicates one or more residents or facility tasks to include in the citation
e Assigns scope/severity S/S level
e Selects at least one citation category

The TC can also add an Opening Statement and additional documentation
regarding the citation.

To cite a tag:
1 Open Potential Citations.
2 Select the tag in the tag tree.
3 Select Cite.
The following appear:
e The S/S field (grid is collapsed by default)

e Citation Categories options

e Instructions for completing the citation. As you complete each step, the
related instruction disappears.

Potential Citations

Show |all * |Refresh Potential Citation Detail for Tag F578 uf_
: ; ¥ cite Citation Categories py
BEAR, YOG (36) : »I5/S il 9 &

Surveyor: SALK, JONAS (XX002) || Don't Cite: () I-Recertification i
Severity: 3 =

[ A-Complaint Investig.

JETSON, ELROY
Sirig l:\lr'ﬂf:‘GOHT[I : ' ¥ Scope and seventy must be set.
SM,,’;.,, L erT Instructions } You must select at least ane Citation Category.

; foit : ¥ At least one resident or facility must be included in citatis Select one or é’)
«Pipiag chesnation more categories

(7] FACILTY l Opening Statement g L-b
N RIS s LT L AL S P, T S ELRSE U S S e s A g P

Figure 138: Potential Citations screen
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4 Specify S/S level. Enter it directly or select it in the grid. Click the arrow to
expand or collapse the grid.

To help with enforcements and civil money penalties, if the scope/severity
value is set to ], K, or L, IJ Start Date and IJ End Date fields are available.
Hover your cursor over the blue circle icon for information on the fields.

If the scope/severity value is set to J or G and the tag is from a federal
regulation set, the Singular Event checkbox is available.

These fields are transferred between the applications, from LTCSP to ASE-Q
using Load Cites and through the survey transfer process. They are also
copied forward to any revisit survey and enforcement case. These fields are
not required or uploaded to National.

Potential Citation Detail for Tag F622
W Cite @s/5 ) i L Start Date | M/dd/yyyy 52| citation Categ

(] Don't Cite ;' 1 End Date [y M/dd/yyyy [0 i/ I-Recertific

Field information

i () singular Event?
Figure 139: Potential Citation Detail with S/S set to J

5 Select one or more Citation Categories.

6 In the tag tree, select at least one resident or facility to include in the
citation.

If multiple residents are listed under a care area or multiple facility tasks
are listed for a tag, you may choose not to cite the tag for any of them based
on investigation evidence.

When these steps are complete, a green checkmark appears next to the tag
number in the tree. Status changes to Cited. You can still make changes if
needed.

7 Optionally enter an Opening Statement.
8 Repeat this procedure for all tags (potential citations) you are citing.

Citing an SQC Tag

If you cite an SQC (Substandard Quality of Care) tag at a scope/severity level
of F, H, I, ], K, or L, a warning appears on the screen. The Extended Survey
facility task is triggered and can be accessed from the Facility Task screen (if
you decide not to cite the SQC tag, the Extended Survey still remains listed on
the Facility Task screen, but you can delete it from the facility task list).
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You have no later than 14 calendar days after the completion of the standard
survey to conduct the extended survey. If the extended survey is completed
after the standard survey, documentation of non-compliance should be
completed in the same survey shell. Do not upload the survey into ACO until
the extended survey is complete (for instructions on uploading a survey, see
the “Data Transfer” section in the ASE-Q Procedures Guide posted at
https://gtso.cms.gov/software/aspen/reference-manuals).

Potential Citations

show |Cited +| [Refresh Potential Citation Detail for Tag F&24 _f

- W cite Citats

Surveyor: CURIE, MARIE (XX001) * : D5 | =

Severity: 2 (] Don't Cite W T )

™ -

I 1 Since this cited tag is SQC, an extended survey must be completed. i

L= L . (i o s I e L s . (i [ i Sl Rl L i Sl e i i i B ..r

Figure 140: Potential Citation Detail section for an SQC tag

More ...
“Open Potential Citations” on page 164
“Edit Potential Citation Documentation” on page 162

“Citation Determination Tips” on page 226

Don't Cite a Tag

The team may decide that there is not sufficient evidence to pursue a citation.
The team coordinator must mark the tag (potential citation) as not cited and
specify a reason.

To mark a tag as not cited:
1 Open Potential Citations.

2 Select the tag in the tag tree.
3 Select Don’t Cite.

The Reason Not Cited drop-down list and the instruction to choose a reason
are displayed.

Potential Citations Select a reason
for not citing
Show Al = Refresh Potential Citation Detail for Tag F550
: () cite Reason Mot Cited: -
F550: Resident Rights/Exercise of Rights A2,
« Max Severity: 2 ¥/ Don't Cite ove to another tag
Status: NOT CITED 