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Review Date: 10/25/2023 

Policy Statement:  

Prestige Home Care Agency is committed to providing quality care to our participants 
through the continuous professional development of our staff. This Annual In-Service 
Policy outlines the mandatory training requirements and procedures to ensure that our 
staff members are well-equipped with the knowledge and skills necessary for the 
provision of excellent care. 

1. Staff Training Requirements: 

(a) Prestige Home Care Agency acknowledges the importance of meeting training 
requirements for maintaining appropriate licensure or certification.  

(b) Staff members shall undergo the necessary training to meet both 
licensure/certification requirements and those specified in this chapter. 

(c) The agency shall maintain comprehensive documentation for each staff member, 
including: 

a. Staff member attendance records for all trainings. 
b. Detailed content of each training session. 
c. Post Training Questionnaires. 
d. Training Certification.  

2. Annual Training Components: 

(d) Prestige Home Care Agency shall conduct standard annual training for staff 
members providing services. This training shall include, but is not limited to, the 
following key components: 
 

a. Prevention of Abuse and Exploitation of Participants: 
- Recognition of signs of abuse and exploitation. 

- Strategies for preventing abuse and exploitation. 

- Reporting procedures for suspected abuse or exploitation. 

 
b.    Reporting Critical Incidents: 

- Definition and examples of critical incidents. 

- Procedures for immediate reporting of critical incidents. 



- Documentation requirements for reporting critical incidents. 

 
c.    Participant Complaint Resolution: 

- Understanding the participant complaint resolution process. 

- Effective communication strategies for resolving participant 

complaints. 

- Documentation of complaint resolution outcomes. 

 
d.    Department-Issued Policies and Procedures: 

- Familiarity with and adherence to department-issued policies. 

- Implementation of procedures in accordance with departmental 

guidelines. 

 
e.    Provider’s Quality Management Plan: 

- Overview of Prestige Home Care Agency's quality management 

plan. 

- Role of staff in maintaining and improving service quality. 

- Continuous improvement strategies. 

 
f.    Fraud and Financial Abuse Prevention: 

- Identification of potential signs of fraud and financial abuse. 

- Reporting procedures for suspected fraud or financial abuse. 

- Measures to prevent fraud and financial abuse. 

Training Documentation: 

Documentation for the annual in-service training shall include: 

(a) Training agenda and schedule. 
(b) Attendance records for each staff member. 
(c) Content summaries for each training module. 
(d) Post Training Questionnaires. 

Training Evaluation: 

Following the completion of the annual in-service training, staff members will be 
provided with Post Training Questionnaires and staff member should score at least 90% 
to pass the test.  



Review and Update: 

This policy and procedure shall be reviewed annually for relevance and effectiveness. 
Any necessary updates or revisions will be made to ensure compliance with regulatory 
requirements and the evolving needs of the agency. 

Implementation: 

This policy shall be communicated to all staff members, and compliance will be 
monitored to ensure that the agency consistently meets the training requirements 
outlined herein. 

Effective Date: 

This policy is effective as of 04/01/2022 and shall be reviewed and updated annually. 

 

 

Dambar Kafley, CEO/President 

Prestige Home Care Agency 



Post Training Test: Annual In-Service Training 

Instructions: Please answer the following questions based on the content covered 
during the Annual In-Service Training. Choose the best answer for each question. 

 

1. Prevention of Abuse and Exploitation of Participants:  

What are some signs of abuse and exploitation?  

(a) Increased communication  
(b) Improved mobility  
(c) Frequent laughter 
(d) Weight loss  

Correct Answer: D. Weight loss 

 

2. Reporting Critical Incidents: 

What is considered a critical incident? 

a) Routine medication administration 
b) A participant's fall resulting in injury 
c) Regular meal preparation 
d) Scheduled social activities 

Correct Answer: B. A participant's fall resulting in injury
 

3. Participant Complaint Resolution:  

What is an essential step in resolving participant complaints?  

a) Ignoring complaints  
b) Avoiding communication  
c) Effective communication  
d) Blaming the participant 

Correct Answer: C. Effective communication 

 

4. Department-Issued Policies and Procedures:  



Why is adherence to department-issued policies important?  

a) It is optional  
b) Enhances consistency and compliance  
c) Delays service delivery  
d) Complicates procedures 

Correct Answer: B. Enhances consistency and compliance 

 

5. Provider’s Quality Management Plan: 

What is the role of staff in maintaining service quality? 

a) Monitoring and improving service quality 
b) Minimizing communication 
c) Ignoring participant needs 
d) Avoiding quality improvement initiatives 

Correct Answer: A. Monitoring and improving service quality 

 

6. Fraud and Financial Abuse Prevention: 

What is an example of financial abuse? 

a) Regular financial transactions 
b) Transparent financial reporting 
c) Following financial regulations 
d) Unauthorized use of participant funds 

 

Correct Answer: D. Unauthorized use of participant funds
 

7. Prevention of Abuse and Exploitation of Participants: 

 How can staff prevent abuse and exploitation? 

a) Ignoring participant behavior 
b) Encouraging isolation 
c) Recognizing signs and taking preventive measures 
d) Discouraging participant communication 



 

Correct Answer: C. Recognizing signs and taking preventive measures
 

8. Reporting Critical Incidents: 

 Why is immediate reporting of critical incidents important? 

a) Allows for timely intervention and resolution 
b) It is not important 
c) Delays the resolution process 
d) Protects staff from accountability 

 

Correct Answer: A. Allows for timely intervention and resolution
 

9. Participant Complaint Resolution: 

 What is a key component of effective complaint resolution? 

a) Ignoring complaints 
b) Avoiding communication 
c) Timely and fair resolution 
d) Blaming the participant 

 

Correct Answer: C. Timely and fair resolution
 

10. Department-Issued Policies and Procedures: 

 Why should staff be familiar with department-issued policies? 

a) It is optional 
b) Enhances consistency and compliance 
c) Delays service delivery 
d) Complicates procedures 

 

Correct Answer: B. Enhances consistency and compliance
 



11. Provider’s Quality Management Plan: 

 How can staff contribute to continuous improvement? 

a) Avoiding any changes to existing processes 
b) Reporting only negative feedback 
c) Ignoring quality management initiatives 
d) Monitoring and suggesting improvements 

 

Correct Answer: D. Monitoring and suggesting improvements
 

12. Fraud and Financial Abuse Prevention: 

 What is a preventive measure for financial abuse? 

a) Encouraging unauthorized access to funds 
b) Regularly auditing financial transactions 
c) Discouraging transparency 
d) Avoiding adherence to financial regulations 

 

Correct Answer: B. Regularly auditing financial transactions
 

13. Prevention of Abuse and Exploitation of Participants: 

 What is an important strategy for preventing abuse? 

a) Encouraging isolation 
b) Ignoring participant behavior 
c) Discouraging communication 
d) Recognizing signs and taking preventive measures 

 

Correct Answer: D. Recognizing signs and taking preventive measures
 

14. Reporting Critical Incidents: 

 How should staff document critical incidents? 

a) Delaying documentation 



b) Documenting in a timely and thorough manner 
c) Providing incomplete information 
d) Ignoring documentation requirements 

 

Correct Answer: B. Documenting in a timely and thorough manner
 

15. Participant Complaint Resolution: 

 Why is effective communication crucial in complaint resolution? 

a) It is not important 
b) Delays the resolution process 
c) Facilitates understanding and resolution 
d) Escalates conflicts 

 

Correct Answer: C. Facilitates understanding and resolution
 

16. Department-Issued Policies and Procedures: 

 What is the purpose of department-issued policies? 

a) Enhancing consistency and compliance 
b) Creating confusion 
c) Ignoring regulations 
d) Discouraging adherence 

 

Correct Answer: A. Enhancing consistency and compliance
 

17. Provider’s Quality Management Plan: 

 How does staff involvement contribute to service quality? 

a) Avoiding any changes to existing processes 
b) Ignoring feedback 
c) Monitoring and suggesting improvements 
d) Disregarding quality management initiatives 



 

Correct Answer: C. Monitoring and suggesting improvements
 

18. Fraud and Financial Abuse Prevention: 

 What is a red flag for potential financial abuse? 

a) Transparent financial reporting 
b) Unauthorized use of participant funds 
c) Regular financial transactions 
d) Following financial regulations 

 

Correct Answer: B. Unauthorized use of participant funds
 

19. Prevention of Abuse and Exploitation of Participants: 

 Why is recognizing signs important in abuse prevention? 

a) Encouraging abuse 
b) Ignoring participant behavior 
c) Discouraging communication 
d) Facilitating timely intervention 

 

Correct Answer: D. Facilitating timely intervention
 

20. Reporting Critical Incidents: 

 Who should staff report critical incidents to? 

a) Anyone within the agency 
b) Ignoring reporting 
c) Only to supervisors 
d) Only to participants 

 

Correct Answer: A. Anyone within the agency 


