Oklahoma State Board of Examiners for
Long Term Care Administrators’

Administrators University

(Spring 2011)

Welcome to the OSBELTCA’s Administrators University (AU).  We look forward to helping you advance your dreams to being a valued contributor in the Long Term Care industry in Oklahoma as a Long Term Care Administrator.  

All classes start at 8:30 am and usually end at 4:00 pm with one 15 minute break scheduled in the morning, one 15 minute break in the afternoon and an hour for lunch, normally scheduled from 11:45am to 12:45pm. There are a few exceptions where the dismissal time might vary (if long, you will realize a shorter day another day) and where lunch, while still usually an hour, may start a few minutes later than the normal 11:45 time we normally plan.
Classes are scheduled predominantly on Thursdays and currently in the Construction Industry Board room (Suite 5) at Shepherd Mall, Oklahoma City.  There are some classes on other days, primarily due to room availability.  And some days are scheduled in Tulsa locations. 

Students are required to attend all sessions and attendance IS taken.  If you cannot attend for some reason, you will be expected to attend the session(s) you missed during the following term.  If you are going to be late, we do understand that as well, but please call (our number is (405)522-1616 in the office) and let us know but please don’t make it a habitual event or you may not be given credit for attendance of some of the sessions. It’s not only courteous to the instructors that you attend and be on time, it really is in your best interest to not miss anything being covered in the classroom.  
This course is designed with much more than two tests in mind, but don’t expect to be spoon-fed to pass either or both tests.  Most of the speakers are from various state agencies and will therefore naturally favor the state regulations which will help prepare you for the State Standards Exam at the conclusion of the course.  However, one of the largest hurdles to obtaining a license, historically, has been passing the NAB exam.  To that end, you have, therefore, been given reading assignments for each class day.  These are designed to help you prepare for the NAB exam by giving you that background but also to prepare you for the discussions in class.  When you bring up discussions with the instructors based on these readings, you will necessarily help broaden the scope of their instruction to include more “federal” aspects and better understand the issues that will be on the NAB (and perhaps the State Standards Exam as well).  As with any college level course, which this certainly is, you are expected to get the text book (in this case, “Nursing Home Administration, 5th edition” by James E. Allen) and to keep up with the assignments.  There are a number of avenues to get this text either online or perhaps by ordering it through a local bookstore.  

We look forward to this experience and also WANT to hear feedback from you… not only what you choose to write on the class evaluations (it’s the only “pay” most of these instructors get, to be told how they did…please take the time to give them an honest evaluation after each class, in constructive words as well as the numeric rating you provide…often the words are more helpful) - which we hope you will take as seriously as we do - but also what you just feel like saying to us about what would improve the quality of the instruction and total educational experience.  The course has undergone recent facelifts and we need to know where it is still falling short or could simply be improved. You can be part of that solution, and we thank you for your candor.
ADMINISTRATORS UNIVERSITY
SYLLABUS – Spring 2011
All Reading Assignments are from “Nursing Home Administration, 5th Edition” by James E. Allen, (referred to frequently as “the yellow book”) unless otherwise noted.  Some days will have heavier reading assignments and some lighter…therefore, please look ahead and pace yourself to stay up with these readings.  You may not always be able to read it all the night before.  The reading assignments are to help you study for the NAB more than to mirror the presentations on that day but will reflect some of the same topics and prepare you better for discussions in class.  The entire book has not been assigned but you will probably want to read beyond what has been assigned (as well as read other books).
Day
Time

Topic





Hours

Instructor
Day 1

Shepherd Mall

Thursday, January 27th 
Assigned Reading:  From “Nursing Home Administration” 

Foreword:  Pages xiii-xv; Introduction:  xix-xxi
Management Functions – page 3-11
Leadership; Power and Authority – pages 42-56   

Introduction to Admin University 

8:30
AM
Introduction to Admin U.

Course Requirements

Internet Resources & Study Guides

0.75

Gaylord “Z” Thomas
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9:15 
AM
Importance of Effective Leadership in
 

Long Term Care



0.75

Jeannie Gault
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10:00 
AM 
BREAK

10:15
AM
Professionalism and the Code of Ethics





OKAHSA & AAHSA



1.5

Mary Brinkley
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11:45 AM
LUNCH BREAK
Day 1 (continued)
   
Introduction to AIT*

12:45 
PM 
Preceptor requirements and selection 

Assessment of needs/Documentation

1.5

Stella Church
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2:15
PM
BREAK
2:30
PM
Understanding the Role of the Administrator

In the Domains of Practice


1.5

Jeannie Gault

Day 2

Shepherd Mall

Thursday, February 3rd  
Assigned Reading:  From “Nursing Home Administration”:


Management Functions – page 12-42

Communication Skills, Culture, etc. – page 57-87 AND,
Title 490, Oklahoma Administrative Code – read the Board’s “Rules & Regulations”


(be prepared to ASK questions on these “Rules and Regulations”)

Leadership & Professionalism 


8:30 
AM
Leadership (Roles & Styles)


1.5

Robert Lane
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10:00
AM
BREAK

10:15
AM
Communicating Across




Generations& Dimensions


1.5

Robert Lane


11:45 
AM
LUNCH

12:45
PM
Everything that You Ever Wanted to 

Know About the Legislative Process-

But were Afraid to Ask 

OAHCP & AHCA



1.5

Becky Moore
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2:15
PM
BREAK

2:30
PM
OSBELTCA Rules & Regulations




National Association of Administrators

Board





1.5

Nancy Atkinson
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Day 3

Shepherd Mall

Thursday, February 10th  
Assigned Reading:  From “Nursing Home Administration”:


Finance – page 225-307  

Nutrition – page 575-581


Finance


8:30
AM
Financial Management 


1.5

Chris Murphy


10:00
AM
BREAK

10:15
AM
Cost Reports




1.5

David Branson

11:45 
AM
LUNCH
12:45
PM
Trust Accounts & Audits 


.75

Micqueal Ware
1:30
PM
Social Security Issues



.75

Shannon Richey

2:15
PM
BREAK

2:30
PM
Food Safety & Sanitation


1.5

Leeta Harris

Day 4
(Tulsa) University Village Theatre, 8555 S. Lewis Ave.







Thursday, February 17th 
Assigned Reading:  From “Nursing Home Administration”:


OSHA, Life Safety Code, etc. – page 437-492



Life Safety Code


8:30
AM
Life Safety Code



2.0

Jim Jakubovitz 

10:30
AM
BREAK


10:45
AM
Physical Plant Regulations


1.0

Jim Jakubovitz

11:45
AM
LUNCH

12:45
PM
Emergency Preparedness


0.5

Vanessa Neal
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1:15
PM
Culture Change 



2.5

Vanessa Neal




(afternoon break per instructor)
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Day 5

Shepherd Mall

Thursday, February 24th  
Assigned Reading:  From “Nursing Home Administration”:



Dietary Department, Social Services, Activities, Housekeeping, Maintenance – 

pages 141-147
Operations 

8:30
AM
Nutrition & Food Service 


1.5

Karen Gray
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10:00
AM
BREAK

10:15
AM
Housekeeping/Laundry/Maintenance 
1.5

Karen Gray
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11:45
AM
LUNCH

12:45
PM
Activities/Social Services 


1.5

Karen Gray
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2:15
PM
BREAK
2:30
PM
Admissions, Transfers & Discharges

1.0

Michelle Raney
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Day 6

Shepherd Mall

Wednesday, March 2nd 

Assigned Reading:  From “Nursing Home Administration”:


 Organizational Patterning… - pages 119-138 and 


Nurses Aide “Ownership” – page 202 

Aging – pages 499-508; 532-620
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Resident Care Services I


8:30
AM
Purpose, Organization & Personnel




Understanding the Aging Process

1.5 

Lois Baer


10:00
AM
BREAK




10:15
AM
Diseases associated with Aging

1.5

Lois Baer


11:45
AM
LUNCH

12:45
PM
Nursing Policies & Procedures

1.5

Lois Baer




QA for resident care services


2:15 
PM
BREAK

2:30
PM
Creating the Ultimate partnership

1.5

Lois Baer

Day 7 (Tulsa)
St Simeon’s, 3701 N. Cincinnati Ave.  

 – Thursday, March 10th  


Expect to be directed to park at the gate and walk down to the main building for class.  Plan your arrival time accordingly to account for this short walk.
Assigned Reading:  From “Nursing Home Administration”:


Human Resources – page 148-221



Human Resources


8:30
AM
Helping Residents & Families Cope



with Transition



1.5

Karen Stanhope 

10:00
AM
BREAK 

10:15
AM
State Staffing Requirements 





Hiring Management Skills


1.0

Larry Lebold 


11:15
AM
Conflict Resolution



1.0

Larry Lebold


12:15 
PM
LUNCH
1:15
PM
Management skills



1.0

Larry Lebold
2:15
PM
BREAK

2:30
PM
Employment Rules



1.5

Larry Lebold

Day 8

Shepherd Mall

Thursday, March 17th  
Special topics – refer to and review applicable State statutes – read ahead/catch up
Specialized Services I - ICF/MR

8:30 
AM
Overview & Issues of the Developmental 

Disabilities System in Oklahoma 

1.5

Judy Goodwin
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10:00
AM
BREAK

10:15
AM
Client Protection 

Active Treatment



1.5

Mia Monroe-Smith


11:45
AM
LUNCH

12:45
PM
ICF/MR Survey Protocol 

Preventative & General Medical Care
1.5

Mia Monroe-Smith

2:15
PM
BREAK

2:30
PM
Individual Program Plans


1.5

Mia Monroe-Smith
Day 9

Shepherd Mall

Thursday, March 24th  
Assigned Reading:  From “Nursing Home Administration”:


Monitoring – page 225-226; Financial aspects – pages 227, 229; defined – page 89


Resident Care Services II


8:30
AM
Minimum Data Set (MDS) Process 

1.5

Marietta Lynch
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10:00
AM
BREAK

10:15
AM
MDS Review & Automation


1.5

Marietta Lynch

11:45
AM
LUNCH

12:45
PM
The Plan of Care



1.5

Marietta Lynch


2:15
PM
BREAK

2:30
PM
MDS & Medicare Reimbursement

1.5

Carol Smith 
                                                                                                         (or Robert Lane)
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Day 10 (Tulsa) Tulsa Jewish Retirement & Health Care Center, 2025 E. 71st (Zarrow Campus)



in the “Dan” room – receptionist will help direct.
 - Thursday, March 31st  

Assigned Reading:  From “Nursing Home Administration”:

Restraints – page 617-618

Medications - page 509-520


Risk Management

8:30
AM
Medication Management


1.5

Jim Jakubovitz 

10:00 
AM
BREAK

10:15
PM
Medication Management


1.5

Jim Jakubovitz
11:45
AM
LUNCH *

12:45
PM
Resident Falls: Risks and Prevention




Use of Restraints



1.5

Jim Jakubovitz
* Past classes have asked for some time when they might do a longer lunch together, as a class…

If this class desires the time, since this day is “shorter” than many others, this day might be an opportune day for such an activity and we could work with Mr. Jakubovitz to possibly coordinate a later class start time in the afternoon (longer lunch break) if the class desires this.  We would leave arranging the place for you to have the lunch up to you as a class but would need to coordinate in advance Mr. Jakubovitz’ availability to stretch the day out and agree on an afternoon class start time that matches his availability with your time for a class lunch.

Day 11

Shepherd Mall (Lunch will be 12:15-1:15) 








Thursday, April 7th  

Assigned Reading:

O.S. §63-1-1918 Rights and responsibilities-Violations-Penalties.

http://www.ok.gov/health/documents/HRDS_Chapt675-NHCAct.pdf 

OBRA 87 Federal Nursing Home Reform Law

http://www4.law.cornell.edu/uscode/html/uscode42/usc_sec_42_00001396---r000-.html  


Resident’s Right

8:30
AM
Resident’s Rights & the Ombudsman 

Program 




1.5

William Whited
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10:00
AM
BREAK

10:15
AM
Attorney General’s Fraud & Abuse Unit 
0.75

Marianne Hardcastle
11:00
AM
OSDH Incident Reporting 




Complaint Investigations


1.25

Laura Crowley
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12:15
PM
LUNCH (Be aware…short lunch today!!)
12:45
PM
Long Term Care Investigations Unit 

1.0

Janine McCullough


1:45
PM
Abuse Prevention, Identification, 

Reporting, Investigation 


0.50

Janine McCullough 

Rebekah McGowan


2:15
PM
BREAK


2:30
PM
Abuse Prevention, Identification, 

Reporting, Investigation 


1.50

Janine McCullough 

Rebekah McGowan
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Day 12

Shepherd Mall

Thursday, April 14th  

Assigned Reading:  From “Nursing Home Administration”:


Quality – page 74-89
 

Quality Assurance

8:30
AM
Quality Improvement Methodology 

Project Design 



1.5

Diane Henry












John Leon

10:00
AM
BREAK

10:15
AM
Quality Improvement Methodology 

Project Design 



1.5

Diane Henry









John Leon

[image: image21]

11:45
AM
LUNCH

12:45
PM
CMS Star rating system


1.5

Nancy Atkinson
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2:15
PM
BREAK

2:30
PM
My InnerView (OHCA)


1.0

Jennifer Wynn












Dena Marchbanks
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Day 13

Shepherd Mall

Thursday, April 21st   

Assigned Reading:  From “Nursing Home Administration”:


Aging – pages 499-508; 536-538  and 555 (review – previously assigned)


Specialized Services II 


8:30
AM
ICF/MR




2.0

Stacie Ware
10:30
AM
BREAK

10:45
AM
PASRR 




1.0

Linda Moffatt 

Portia Hughes


11:45 
AM
LUNCH

1:00
PM 
Dementia: The Role of the Caregiver 
1.5

Mich Magness

2:30
PM
BREAK

2:45
PM
Dementia: The Role of the Caregiver 
1.5

Mich Magness

Day 14

Shepherd Mall

Thursday, April 28th 

Assigned Reading:  From “Nursing Home Administration”:


Review applicable statutes
 

Over view State & Federal Rules & Statutes & Survey Process


   
8:30
AM 
Federal Registry 

Rules & Statutes (including the Nursing Home 

Care Act, SOM and Internet Resources)
1.5

Mary Fleming


10:00 
AM
BREAK


10:15
AM
Overview of LTC Survey Protocol

1.0

Mary Fleming

             11:15
AM  
Licenses & Certificates of Need

0.5

Darlene Simmons 


11:45
AM
LUNCH
  

12:45
PM
Scope & Severity 




Substantial compliance & Substandard 

Quality of Care




Overview of Immediate Jeopardy

1.5

Jerry Taylor



2:15
PM
BREAK

2:30
PM
Sanctions/Enforcement


Understanding & Writing a Plan of 

Correction




1.5

 Jerry Taylor

Day 15

Shepherd Mall

Friday, May 6th 
Assigned Reading:  From “Nursing Home Administration”:


Pharmacy Services – page 129-130


Medication Administration


8:30
AM
Pharmaceutical Issues and 

Drug Diversion



1.5

Melton Edminsten












Cindy Hamilton

10:00
AM
BREAK

10:15
AM
Consultant Pharmacist

Drug Regime Review 



1.25

Melton Edminsten












Cindy Hamilton

11:30
AM
LUNCH


12:30
PM
Certified Medication Aide Rules

1.0

Lisa McAlister, RN


1:30
PM
BREAK


1:45
PM
CMA Rules (cont) & LTC Registry

1.75

Lisa McAlister, RN 

Checks for Residents & Staff

Day 16

Shepherd Mall

Friday, May 13th  
Assigned Reading:  From “Nursing Home Administration”:


Institution-Based Care – page 380-388
8:30
AM
Assisted Living



1.5

Penny Ridenour

10:00
AM
BREAK


10:15 
AM
Comparing and Controlling Quality 

1.0

Robert Lane
11:15
AM
LUNCH


End of Life

12:15
PM
End of Life Issues



.75

Tammy Schafer









Cheryl Mettawatagge
1:00
PM
Hospice in LTC



.75

Tammy Schafer











Cheryl Mettawatagge
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1:45
AM
BREAK
2:00
PM
Advance Directives & DNRs


1.5

Tammy Schafer










Cheryl Mettawatagge
Day 17

Shepherd Mall

Friday, May 20th 


Assigned Reading:  From “Nursing Home Administration”:


8:30
AM
Infection Control 



1.0

Dr. O’Connor 


9:30
AM
Medical Director



0.5

Dr. O’Connor 


10:00
AM
BREAK


10:15
AM
Standards of Practice Review


1.5

Dr. O’Connor

11:45
AM
LUNCH
12:45
PM
State Standards Review


3.0

Gaylord “Z” Thomas


Day 18

Shepherd Mall

Monday, May 23rd  


8:30
AM
State Standards Exam (one hour limit) – results sent by email, usually same day
Objectives:  


Understand the overall objective of the course which is to help prepare them for the State Standards Examination and help to prepare them for the NAB exam


Understand what is expected of them regarding attendance, “reading assignments”  & basic classroom rules


Become familiar with additional sources of study to help them prepare for the NAB exam





Objectives:  


 - Understand the requirements of the Administrator-in-Training (AIT) Internship Program 


	[Chapter 10-Subchapter 8];


 - Understand the role of coaching and mentoring in the internship experience;


 - Understand the reporting requirements of the Preceptor and the AIT;


 - Review the Domains of Practice requirements for the 560 clock hours of training;


 - “Expectation Management”








Objectives:  


Students will gain a perspective on the importance of leadership in a long-term care facility


Students will discuss the differences between leadership and management





Objectives:  


- Participants will review Oklahoma Statutes related to board (OSBELTCA) functions &  �   responsibilities


- Participants will obtain a general understanding of the Oklahoma administrative rule making �   process


- Participants will briefly review OSBELTCA’s rules


- Participants will be introduced to the National Association of Long Term Care Administrator 


  Boards (NAB) and understand the relationship between NAB and OSBELTCA








Objectives:  


Understand the following concepts/skills applicable to NAB Administrator standards - Domain 50 (Leadership and Management):


Time Management Skills


Problem Solving


Cultivating Effective Relationships


Managing Organizational Behavior


Managing the Change Process 











Objectives:  


- Increase the participants’ knowledge of how Oklahoma State government functions


-  Identify how Oklahoma’s Political process works


- Engage the participants in involving themselves in their local communities.








Objective:  


To educate individuals on the importance of ethical standards in their work of long term care administration and how ethics in long term care directly impacts staff, residents, families and the greater community.









































Objectives:  


Participants will be able to:


Understand the purpose of the CMS 5-Star Quality Rating System


Identify the components of the 5-Star Rating System and understand how they are calculated to create the facility star rating


Navigate the system to review your facility’s performance








Objectives:  


At the conclusion of this presentation the participants will:


Comprehend the main points of the guidance concerning the Nutrition requirement, F325;


Describe and implement components of the Investigative Protocol for Nutrition, F325 to ensure compliance with the regulation;


Identify compliance with the regulation for Nutrition, F325;


Comprehend the main points of the guidance concerning the Kitchen Sanitation requirement, F371;


Describe and implement components of the Investigative Protocol for Kitchen Sanitation, F371 to ensure compliance with the regulation;


Identify compliance with the regulation for Kitchen Sanitation, F371; and 


Identify all Federal dietary related regulations for long term care and ICF/MR facilities.

















Objectives:  


 - Provide students with a short history of the developmental disabilities services.


 - Describe and discuss difference between community placements and ICFs/MR.


	a.	funding


	b.	eligibility (waivers)


	c.	objectives


  - Describe community programs available through DHS/DDSD.





























Objectives:  


Participants will acquire a general knowledge of RAI/MDS Process to include:


• Requirements and definitions for MDS/RAI process


• Difference between OBRA and PPS Assessments


• Assessment Reference Dates


• MDS forms and assessment types


• OBRA and PPS


• Timing requirements for completion and submission of assessments


• RAPS/CATS/CAA’s and Plans of Care


• Requirements for electronic submission of assessments


• Retrieving and interpreting validation reports


• CASPER reports with special focus on Quality Indicators/Quality Measures











Objectives:  


At the conclusion of this lesson the participant will be able to:


Describe three of the four factors that are required by CMS for a patient to use their skilled services in a Skilled Nursing Facility.


Identify at least one of the required admission forms that CMS requires for an admission to a Skilled Nursing Facility.


List the four Late Loss Activities of Daily Living that are used to help formulate a RUG score from the Minimum Data Set Assessment.




















Objectives:  


To learn the authority and role of the Long-Term Care Ombudsman Program.


To learn the rights that residents are entitled to. 


To learn where to find laws and regulations governing long-term care. 






























































Objectives:  


Participants will be able to:


- Identify key components of Quality Improvement Fundamentals.�- List the three questions defined in the Model for improvement.�- Discuss the concepts of the communication tool Team STEPPS  �     (Strategies and Tools to Enhance Performance and Patient Safety).�- Define root cause analysis and the “5 Whys” tool.�- Describe the Plan-Do-Study-Act Methodology.








Objectives:  


-Learn state and federal requirements for incident reporting.


-Understand the difference between “reportable” and “not reportable” incidents


-Be able to identify the required components for incident reports


-Learn how to access and use incident reporting forms available on OSDH website.


-Learn what to expect during complaint investigations








Objectives:  


Participants will:


learn basic adult abuse reporting requirements


be able to identify incidents and responsibilities for reporting


Learn the difference between community APS and Long term care investigations unit


Learn how to access and use the Community Service Registry to do a complete background check on potential employees.








Objectives:  


Describe basic concepts of Culture Change


Know the F-tags related to Culture Change OR Know the F-tags that support and affect culture change efforts


Discuss several models of Culture Change


Discuss the role of HR in resident-centered care


Encourage students to make changes now








Objectives:  


Discuss the contents of an emergency preparedness plan


Determine when to evacuate vs. sheltering in place


Understand how to deal with the media during a crisis


Know what resources exist to help with emergency preparedness








Objectives:  


At the conclusion of this presentation the participants will:


Comprehend the main points of the guidance concerning Activities, F248 and Activities Director, F249;


Identify compliance with F248 Activities and F249 Activities Director;


Describe and implement components of the Investigative Protocol for F248 to ensure compliance with the regulation.


Understand the regulations for Social Services








Objectives:  


At the conclusion of this presentation the participants will:


Identify all Federal regulations related to housekeeping, laundry and maintenance for long term care and ICF/MR facilities; and 


Comprehend how these regulations relate to the Quality of Life of residents/clients.








Objectives:  


At the conclusion of this presentation the participants will:


Understand transfer and discharge requirements


Know what documentation is required


Know when to give a notice before transferring a resident


Know when to give a notice of the facility’s Bed Hold Policy


Understand the readmission requirements 








Objectives:  


Participants will be able to:


- Define hospice and identify the scope of care


- State the general criteria in determination of hospice eligibility


- Differentiate between the responsibilities of the LTC facility and those of the hospice team when collaborating in caring for the terminally ill


- Know how to formulate a coordinated plan of care to be used by the skilled nursing facility and hospice








Objectives:  


- Understand the role of the administrator in resident care management (nursing services) 


- Describe the most common disease processes associated with aging 


- Know what tools will assist the administrator in evaluating the nursing department 


- Create a successful partnership with nursing director





Objectives:  


Participants will be able to:


- Understand the program history and timeline


- Identify the Structure of the program


- Identify the Processes of the program


- Identify the outcome and future goals of the program














