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 POLICY
It is the policy of THA Group to maintain written contractual agreements with all vendors, consultants, hospitals, skilled nursing facilities and other facilities providing services to or on behalf of our clients.  This policy outlines the procedures, inclusions, and maintenance of all contracts.  

PROCEDURE
Overview:

1. Written contractual agreements exist for any vendors providing services and/or supplies, including, but not limited to, medical supplies, medical equipment, infusion services, and pharmaceuticals.

2. Written contractual agreements exist for any hospital, skilled nursing facility or other facility with which we admit patients for respite or general inpatient care or with any facility for which a patient is being served under routine care. 
3. Contractual agreements with hospitals, skilled nursing facilities or other facilities clearly indicate that the facility maintains full responsibility for the patient’s care.

4. Contracts established for all facilities clearly delineate the staff and facility staff responsibilities.

5. Facility contracts also contain specification of who the contact person is for communication with the facility.
6. For Vendors and Contractors who will be allowed access to THA Group’s Client or Employee Private Health Information, a HIPAA Business Associate Contract must also be executed prior to any services performed.

7. Written service contracts with individuals and/or entities are signed and dated by authorized principals of each party and are reviewed annually.

Contract Inclusions:
1. Specific services to be provided.

2. Contractor is required to adhere to applicable THA Group policies and procedures.

3. THA Group has the exclusive authority to admit and discharge clients.

4.  Assurance by the contractor of the education, training and qualifications of personnel designated to provide care, services and protocols. (including criminal background checks for personnel with direct patient care responsibilities).
5. The manner in which care, service and products provided will be controlled, supervised, coordinated and evaluated by THA Group..

6. Mechanisms for orientation contracting parties to THA Group policies, procedures and function.

7. Mechanisms for contracting parties to participate in  the client  admission process, client assessment, development of client treatment planning and case coordination.

8. Mechanisms for the contractor parties to participate in Performance Improvement activities.

9. Procedures for scheduling visits, submission of progress notes, and periodic evaluation of patient progress and outcomes of care.

10. Procedures for the documentation and submission of clinical notes that verify the provision of services in accordance with the written service contract.

11. Procedures for the submission of bills and related information and reimbursement for care, services and products provided.

12. Timeframes for placement of contract staff/services with specific effective dates including terms of renewal and/or termination.

13. Contingency staffing plan.

14.  Responsibilities for participation in developing the plan of care.

15.  Confidentiality of patient identifiable information.

16. Evidence of current licensure or certification of personnel.

Maintenance and Storage of Contracts:

THA Group will maintain a copy and listing of all executed contracts and will have these executed copies centrally stored and on-hand for review upon request. 

Once a THA Group Contract has been executed by all parties, the original will be maintained at the corporate office as follows:


1. The Contract and,  if applicable, the Business Associate Agreement  will be forwarded to the Contract Manager or designee for filing.


2. The document (and Business Associate agreement if applicable)  will be scanned into the “CONTRACTS” directory and filed electronically in the appropriate file area as outlined under “CONTRACT ORGANIZATION”.   


3. The name and details of the document will be added to the spreadsheet called “CONTRACT MASTER LIST” in the CONTRACT directory of the G: Drive (G:\Contracts\CONTRACT MASTER LIST.xlsx). 


4. The original document and, if applicable, the Business Associate Agreement,  will be forwarded to Finance to be placed in the
1) “CONTRACTS –Active” notebook and the
2) “Business Associate Agreement” notebook.   

These two notebooks will then be securely filed in the Corporate office.    
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