Trade Schedule

FOR

Senior Housing Manager (Long Term Care Administrator)
ONET-SOC CODE: 11-9111.00
1.  TERM OF APPRENTICESHIP 
The term of apprenticeship will be a hybrid-based program to be completed between 2000-2700 hours of reasonably continuous employment and training on the job supplemented by 144 hours of related instruc​tion.

Apprentices intending to work in Long Term Care Facilities must be licensed by the Montana Board of Nursing Home Administrators, and must meet their requirements, including education and experience and two examinations, the Jurisprudence Examination and the National Association of Boards of Examiners for Nursing Home Administrators Examination.  The apprenticeship is designed to allow a passing score of 1200 points on the Nursing Home Administrator Experience and Education Checklist to gain licensure. 

2.  APPRENTICE WAGE SCHEDULE 

Apprentices shall be paid a progressively increasing schedule of wages.
1st period:   Start of apprenticeship


$ ________ Per Hour or        % Wage rate 

2nd period: Completion of apprenticeship

$_____ ___ Per Hour or        % Wage rate 

The recognized wage rate for this occupation is $ ______________ per HOUR.  If the apprentice works in a setting which is subject to a higher wage rate either by contract or by law, the higher wage rate will be paid by the employer. 

3. APPRENTICESHIP CURRICULUM 
Total Curriculum hours will be at least 144 hours of Related Training Instruction. 

BEST ON BOARD (or equivalent):
1. The Essentials of Healthcare Governance Models (6 hours)
2. Quality Imperative Module (3 hours)
READING LIST: 

Mandatory. (65 hours)
1. State Regulations and Interpretive Guidelines. https://www.cms.gov/Regulations-and-Guidance/Guidance/Manuals/Internet-Only-Manuals-IOMs-Items/CMS1201984.html?DLPage=1&DLEntries=10&DLSort=0&DLSortDir=ascending 

2. Federal Regulations and Guidelines – Appendix P and PP. https://www.cms.gov/Regulations-and-Guidance/Guidance/Manuals/Downloads/som107Appendicestoc.pdf 
3. Information on Certification Website, http://dphhs.mt.gov/qad/Certification, particularly the Notices and Survey and POC Process. 
4. How to Write Policies, Procedures, & Task Outlines: Sending Clear Signals in Written Direction; Larry Peabody (or equivalent resource)

5. Long-Term Care Facilities; Information on Residents Who Are Registered Sex Offenders or Are Paroled for Other Crimes; GAO http://www.gao.gov/new.items/d06326.pdf 

6. MDS and PPS Manuals. https://www.cms.gov/Medicare/Quality-Initiatives-Patient-Assessment-Instruments/NursingHomeQualityInits/MDS30RAIManual.html and https://www.cms.gov/Medicare/Medicare-Fee-for-Service-Payment/PCPricer/LTCH.html 

7. NAB Study Guide – How to Prepare for the Nursing Home Administrator’s Examination 5th Ed. http://www.nabweb.org/pb-01-nab-study-guide-how-to-prepare-for-the-nursing-home-administrator-s-examination-fifth-ed.?page_id=854 

Select one book from the list below. (20 hours)
1. The Florence Prescription: From Accountability to Ownership, Joe Tye
2. Being Mortal, Atul Gawande 

3. Breaking Out of Bedlam; Leslie Larson

4. The 100-Year Old Man Who Climbed Out the Window and Disappeared; Jonas Jonasson

5. Tuesdays with Morrie; Mitch Alborn

6. Losing Mum and Pup; Christopher Buckley

MOVIE OR VIDEO LIST: 
Select from the list below. (2 hours)
1. The Best Exotic Marigold Hotel

2. The Second Best Exotic Marigold Hotel

3. Alive Inside

4. Away From Her

5. The Straight Story

6. Dotty https://vimeo.com/128544536 

7. Validation, Communication Through Empathy, Naomi Fell https://www.youtube.com/watch?v=ESqfW_kyZq8&feature=youtu.be 

8. Signature HealthCARE – Walk a Mile in CNA Shoes https://www.youtube.com/watch?v=oVVDPIvlsVg 

9. Jared Diamond: How societies can grow better https://www.ted.com/talks/jared_diamond_how_societies_can_grow_old_better 

10. Jane Fonda: Life’s Third Act https://www.ted.com/talks/jane_fonda_life_s_third_act#t-104110 

Other equivalent movies are acceptable.

OTHER EDUCATION LIST: 
1. Spend two days up to two weeks with two different administrators of Long Term Care Facilities in Montana.  Pick two facilities with different bed sizes. Try to do interviews or rotations with different departments. (16 hours)
2. Attend Montana Health Care Association (MHCA) and/or Montana Hospital Association (MHA) Convention (16-40 hours)
3. Do rotations with all departments in your facility. (16 hours)
4. APPRENTICESHIP COMPETENCIES
A. During the apprenticeship, the Senior Housing Manager apprentice shall receive such instruction and experience in all aspects as is necessary to develop a practical and skilled manager versed in the theory and practice of the trade.
	Work Experience
	Date Completed

	A. Administration, Budgeting And Regulations                                            400 – 600 hours
	

	1. Establish accurate budget for senior housing and maintain expenses within budgeted amounts.
	

	2. Incorporates knowledge of wage grid when budgeting and compensating employees.
	

	3. Demonstrate ability to recruit and screen (checking references, interviewing, etc.,) potential employees.
	

	4. Incorporates understanding of employment laws in all aspects of managing staff (from pre-employment to employment related to wage and hour and performance issues/corrective action).
	

	5. Demonstrates ability to manage staff performance by developing recognition and retention strategies, providing successful orientation that utilizes an employee handbook and other resources, taking corrective action, and providing ongoing training and monitoring.
	

	6. Complete timely performance evaluations.
	

	7. Demonstrate an understanding of Fair Housing regulations by ensuring there is no discrimination to residents or potential residents.
	

	8. Incorporate knowledge of state, federal and local regulations in providing a quality environment to residents that minimize legal exposure.
	

	9. Develop and implement strategic plan in alignment with objectives.
	

	10. Incorporate knowledge of compliance and related regulations to ensure accurate billing and prevent fraud.
	

	11. Review, use and implement contracts and/or seek legal counsel as indicated.
	

	12. Work closely with RN staff – identify and monitor quality of care
	

	13. Ensure knowledge of software and hardware needed to maintain appropriate recordkeeping, billings, etc…
	

	14. Demonstrate knowledge of working with Ombudsman, Adult Protective Services
	

	15. Demonstrate knowledge of Residents Rights, the Montana Residents Rights Act and the Montana Elder Abuse Act. 
	

	16. Understand abuse reporting requirements
	

	B. Services And Daily Operations                                                                   300-– 350 hours
	

	1. Differentiate between Long Term Care, Assisted Living, CAHs, hospitals, SNFs and NFS, swing beds, and bed types. 
	

	2. Identify support services available on senior housing campus and support resources available in the community.
	

	3. Provide pre-admission information and information on financial considerations to prospective residents and families utilizing appropriate handbooks and agreements.
	

	4. Provide leadership in coordination of occupancy management.
	

	5. Ensure timely, objective and accurate documentation of residents’ concerns, physician notifications, etc., according to policies and procedures.
	

	6. Annually review and update procedure manuals and communicate changes to staff and residents when applicable.
	

	7. Understand regulations regarding Admission, Discharge and Transfer procedures. Understand regulations regarding bed holds. 
	

	8. Utilize contracts and vendors for procurement when applicable. Demonstrate knowledge regarding requirements (HIPAA, etc…)
	

	9. Ensure in-service and training are provided to staff according to policies, procedures, regulations and identify need. 
	

	10. Ensure knowledge of physical plant procedures; boiler maintenance, aviary care, groundskeeping, security of residents, etc…
	

	11. Demonstrate and explain a knowledge of end of life care
	

	12. Demonstrate and explain knowledge of mental/behavioral health issues that may be faced in the facility
	

	13. Ensure knowledge of dietary issues in facility
	

	C. Finance And Reimbursement                                                                     300 – 350 hours
	

	1. Identify and differentiates between revenue sources (private pay, Medicaid, LTC insurance, etc.), overseeing the submission of appropriate documentation to ensure timely payment.
	

	2. Incorporates knowledge of financial terminology, understanding expense versus revenue to interpret financial statements and reports.
	

	3. Manage accounts receivable according to guidelines.
	

	4. Use financial applications to analyze and manage financials.
	

	5. Is aware of and know how to access revenue sources, including timeframes for receipt and required documentation or verification of services required by payer.
	

	6. Explains coverage criteria to clients according to pay source.
	

	7. Analyze monthly financial reports to ensure financial viability of agency.
	

	8. Knowledge of MDS and PPS
	

	9. Demonstrate basic knowledge of medical terminology
	

	10. Demonstrate basic knowledge of medical coding and billing
	

	D. Marketing And Customer Service                                                             300 – 350 hours
	

	1. Develop and implement marketing plan. Evaluate effectiveness at least monthly and adjusts as needed.
	

	2. Establish public relations through regular meetings with community, family and professional groups at the local and state level.
	

	3. Demonstrate effective communication of services provided with external customers such as physicians, hospitals and other community providers as evidenced by receipt of appropriate referrals.
	

	4. Incorporate principles of sales techniques in meeting, greeting, etc., clients and follow-up on leads and contacts.
	

	5. Utilize information gained from satisfaction surveys to improve interactions with clients.
	

	6. Demonstrate knowledge of demographics of market area and incorporate strategies to address market needs.
	

	7. Systematically track and monitor competition. 
	

	8. Attain or maintain targeted occupancy levels.
	

	9. Evaluate service and pricing by analyzing demographics and by comparison of services and costs of other providers.
	

	10. Demonstrate effective utilization of advisory board and/or tenant council.
	

	11. Utilize grievance and concern policies when indicated.
	

	12. Educate staff and communicate marketing plan and strategies and provide effective leadership to model customer-focused interactions with visitors, residents, families and other staff.
	

	13. Establish and implement advertising plan to effectively market services.
	

	14. Utilize conflict management skills to maintain staff and client satisfaction.
	

	15. Demonstrate ability to follow leads for potential admissions. Know and understand services the facility provides
	

	16. Incorporate mission and hallmark values to meet community/client/staff spiritual needs in the provision of services through devotions, prayers and respect for individual dignity.
	

	E. Infection Control And Safety                                                                      150 – 200 hours
	

	1. Incorporate infection control practices (i.e., standard precautions, BBP, etc.,) in provision of services.
	

	2. Ensure safety measures are communicated, addressed and precautions implemented.
	

	3. Manage resident records per policy/procedures in accordance with HIPAA and other regulations.
	

	4. Ensure necessary safety measures for building and external grounds are in place to prevent injury to staff, residents, families and visitors.
	

	5. Demonstrate ability to operate equipment (generator, phone, call system, boiler) and ability to locate appropriate contacts in case of emergency.
	

	
	

	F. Quality Management                                                                                   150 – 200 hours
	

	
	

	1. Promote QAPI process using appropriate measurements for quality improvement by advocating teamwork and communicating results with staff and residents.
	

	2. Respond to complaints about quality in a timely manner and implement and evaluate plans for improvement.
	

	3. Develop survey based on needs and satisfaction of residents and families
	

	4. Differentiates QAPI from QA.
	

	5. Analyze results of resident and staff exit interviews to improve operations.
	

	6. Perform a mock survey of facility
	

	G. Interpersonal Skills And Communication                                                200 – 250 hours
	

	1. Demonstrate problem solving and prioritization skills.
	

	2. Demonstrate empathy and concern for residents and potential residents by making them feel welcome and providing positive interactions and opportunities for socialization.
	

	3. Support and model teamwork for inter-departmental effectiveness through empowerment of staff.
	

	4. Is aware of issues affecting aging seniors and communicate available services and resources to residents and families and ensures staff, also provide this information of their interactions.
	

	5. Understand stress management, and demonstrate counseling staff on the same. 
	

	H. Human Resources                                                                                          200-400 hours
	

	1. Understand regulations under OSHA
	

	2. Understand Worker’s Compensation
	

	3. Understand regulations under Worker’s Compensation 
	

	4. Understand and be able to explain employee benefits in your facility
	

	5. Demonstrate skills for conflict resolution
	

	6. Promote correct employee conduct
	

	7. Have knowledge of statutes and regulations regarding harassment
	

	8. Understand and be able to explain employee safety
	

	9. Understand and be able to explain your facility’s timekeeping systems
	


