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THERAPY PROS, LLP
Mission Statement

Our mission is to improve the quality of life for each child whom we serve by increasing his/her level of independence and improving functional ability in home, school and community settings. We seek to accomplish this by providing quality therapy services, delivered through individual, group, integrative and consultative models. Parent and teacher education is also stressed to enhance a child’s performance. To maintain a high level of innovative and quality therapy, Therapy Pros, LLP stresses professional development and demonstrating continuing competence for therapists by presenting seminars, interactive workshops and self-study courses.  
Employment-At-Will Policy


All consultants of Therapy Pros, LLP, at the time of hire, voluntarily enter into a consultant relationship with Therapy Pros, LLP.  

Equal Employment Opportunity and Americans with Disabilities Act (ADA) Compliance

It is the policy of Therapy Pros, LLP, that consultants for employment shall receive fair and equal treatment regardless of race, color, religion, sex, age, national origin, disability, sexual orientation, and/or veteran status.  This policy of non-discrimination includes, but it not limited to, consultation services, promotion, demotion, transfer, recruitment, advertising, lay-off or termination, rates of pay or other forms of compensation, and selection for training.
Any individual who believes that he or she has been subjected to, or has witnessed, unlawful discrimination should immediately report the matter to their Director.  However, nothing in this policy should be construed to require an individual who believes he or she has been subjected to unlawful discrimination to report such conduct to the person who is the source of the conduct.  Confidentiality will be provided to the greatest extent possible.  Violations of this policy will not be tolerated and may result in disciplinary action up to and including termination.

The ADA prohibits a contractor from discriminating against a qualified individual with a disability, because of that individual’s disability, with regard to the 
terms and conditions of consultation services.  These terms and conditions include job application procedures, hiring, advancement, discharge, compensation, or job training.  Qualified individuals with a disability may request accommodations through his or her Director.

Code of Ethics


All speech pathologist are expected to abide by the American Speech-Language-Hearing Association (ASHA) Code of Ethics, which is available in the ASHA Membership and Certification Manual or accessible online at www.asha.org or by calling 1-800-498-2071.

All physical therapists are expected to abide by the American Physical Therapy Association (APTA) Code of Ethics and Guide for Professional Conduct, which are accessible online at www.apta.org or by calling 1-800-999-APTA.


All occupational therapists are expected to abide by the American Occupational Therapy Association (AOTA) Code of Ethics, which is available online at www.aota.org/general.coe.asp or by calling 1-800-377-8555.

Confidentiality Policies


All Therapy Pros, LLP consultants must adhere to strict guidelines in regards to the confidential information that they obtain as a result of their association with Therapy Pros, LLP for any purpose other than its intended use.  Consultants who improperly use confidential information will be subject to disciplinary action, up to and including termination of services and legal action, even if they do not actually benefit from the disclosed information.


Confidential information means any information, in whatever form and from whatever source, pertaining to the business of Therapy Pros, LLP or client of Therapy Pros, LLP other than that which is available to the public through no fault of the employee.

RELATED SERVICE PROVIDER (SP, OT, PT & CO)
RESPONSIBILITES

· Adhere to regulations regarding start and end dates and permitted times of service provision in each case.

· Maintain weekly clinical notes for each student and submit in a timely manner either handwritten or using the SESIS system.

· Evaluate students on a quarterly basis.

· Submit progress reports for annual review with corresponding IEP pages.

· Utilize the SESIS program to enter billing and session notes when applicable to RSA and CSE cases.

Attendance and Punctuality Policies


To maintain a safe and productive work environment, the Therapy Pros, LLP expects consultants to be reliable and to be punctual in reporting for assignments.  Absenteeism and tardiness place a burden on other consultants and on the agency, and so should be kept to a minimum.


If you are going to be late or absent, you must contact the office as soon as you are able to do so. Also, as a consultant, you are responsible for contacting your clients’ parent/guardian informing them of your absence and rescheduling a make-up session.  A request for unscheduled time off should be requested directly from the Directors of the agency.  If an absence seems like it might extend beyond the time predicted or extend several days, you need to inform your Director of your situation and follow-up routinely on your status.  
Billing Sheets

The New York City Department of Education requires all consultants for Therapy Pros, LLP, to use the Billing Form for Preschool Related Service Providers and/or RSA-7a Billing Form (Appendix 2 & 3).  These billing forms must be completely filled out by each consultant.  Each consultant is responsible for calculating the total # of sessions and this must correspond with your Monthly Payment Chart (Appendix 4). 

Each consultant needs to submit their billing sheet by the 3rd of the following month.  If the 3rd of the month is on a weekend or holiday, you have a one day reprieve.  Any billing not received by the 3rd of the month will not be paid until the following month.  It is highly recommended that the consultant make a copy of their billing sheet for his or her own record.

* It is imperative that the following documents are submitted monthly.  Failure to do so, will delay payment of services rendered:
· Billing Form (Appendix 2 & 3)
· Copy of your Monthly Schedule (Appendix 5)
· Monthly Payment Chart (Appendix 4)
· Progress notes for each student on caseload.  If entering on SESIS, this can be printed.  If submitting manually, then use the Daily Clinical Progress notes (Appendix 6).
· Invoice on Therapist’s letterhead for hours of service provision for month.

Work Schedule

All consultants must complete and submit a Therapy Schedule (Appendix 5 ) on a monthly basis, denoting any changes to their schedule.  Please state whether or not there is a change in your schedule.  It is the responsibility of the consultant to make the agency aware of any new changes in the schedule.  Changes in your schedule, such as a need to arrive late or leave early, should be arranged in advance. 
Performance Appraisal Policy


Performance is an important part of the success of Therapy Pros, LLP.  A performance appraisal provides an opportunity for ongoing communication between you and the agency owners.  A formal performance appraisal will be conducted annually.  You will be measured on the performance of your responsibilities of your position and the policies of Therapy Pros, LLP.  

Cell Phone Policy


During a therapy session, cell phones should be turned off or put on silent mode.  Therapy sessions should not be interrupted except during an emergency.  Should an emergency arise, consultants should provide the Therapy Pros main office number for contact which is 718-982-5944.
Dress Code


We are proud of the professional caliber of our consultants and want your appearance to be a reflection of your abilities.  Your personal appearance can create favorable or unfavorable impressions.  Attire should be neat, professional and clean.  Consultants should be aware of specific dress codes at the facilities they service and dress accordingly.    Also, when working in the gym (i.e. floor mat), it is imperative that therapist and client take off their shoes.  
Health and Safety Policies
Infection Control/Blood-Borne Pathogens/Universal Precautions

All accidents will be documented on the Incident/Accident Report Form (Appendix 8). Consultants who respond to a medical emergency take a risk of being exposed to blood or other bodily fluids, which may or may not contain blood-borne pathogens.  ALL CONSULTANTS WILL TREAT ALL BODILY FLUIDS AS IF INFECTED WITH SOME TYPE OF BLOOD-BORNE PATHOGEN.  ALL CONSULTANTS MUST TAKE THE NECESSARY PROTECTIVE MEASURES.


Consultants will take the following steps toward prevention/protection:

· If gloves need to be worn, consultant will wash his/her hands before and after care.  If nothing is available to wash his or her hands, the employee will use antiseptic towelettes, then wash his or her hands with soap and water as soon as possible.
· Consultants will use rubber gloves any time where there is any type of bodily fluid, especially blood.

· All items used in the first aid and care of a person will be disposed by:

a. Placing items in hand that is covered by the rubber glove.

b. Taking the glove off carefully, enveloping the used items.

c. Putting the “inside out” glove into the other gloved hand.

d. Taking the remaining glove off carefully, enveloping the used items again.

· If the items are too big to be disposed of by using the above “glove” method, then the consultant is to place the items in a plastic bag, sealing it before being disposed of.

Fire


All of the exits and exit routes for use in the case of an emergency or fire are marked with signs and arrows.  In the case of a fire, flood, or other emergency, all occupants will evacuate in a calm and safe manner.  

Medicaid Compliance


It is required that New York State provide annual compliance training to all relevant consultants of school districts, counties and 4201schools that access federal funding through the School and Preschool Supportive Health Services Program (SSHSP).  The training included a discussion of the contents of the NYS Compliance Agreement, written compliance policies and a briefing on changes in federal and/or sate laws, regulations, policies and procedures.
This compliance training is available online at:

http://www.oms.nysed.gov/medicaid/online_training3.html
Please print and send certificate of completion immediately as no cases will be assigned to you without the successful completion of this course.  Compliance training will be ongoing and must be completed as the state requires it.
Special Education Student Information System (SESIS)

In compliance with the New York City Department of Education, SESIS is a requirement for all consultants for school age children receiving any related service at Therapy Pros, LLP (Appendix 7).  Each consultant has been assigned a User ID and temporary password.  Please log onto the following website for access:  
https://sesis.nyecet.edu/userlogin.aspx
· If you are able to access and enter your student data into SESIS, then you do not need to submit handwritten session notes.*
National Provider Identifier Number

As part of the Health Insurance Portability and Accountability Act, the Federal Government has established a National Provider Identifier (NPI) number for all health care providers as of July 1, 2010.

Obtaining an NPI number is straightforward and can be completed online at:

https://nppes.cms.hhs.gov

The process takes a just a few minutes.  10 digit NPI # should be assigned to you in about 3 days to a week.  Please note that for providers who work through an agency, the NPI number refers to the individual clinician actually provided the service, not the agency itself.  Each individual clinician must have his or her own NPI number.

Once you have been notified and assigned NPI #, please forward to us immediately a copy of the official email from this website showing your NPI #.  If you already have NPI #, please send us a copy of your official notification.  No cases will be assigned to you if we do not receive a copy of your official NPI email from this website.

*Attached you will find a copy of the school calendar and templates of all required forms.
APPENDICES (See attached)
1. MEMO on completing Billing Forms

2. RSA-7a Billing Form

3. Billing Form for Preschool Related Services Providers

4. Monthly Payment Chart

5. Weekly Therapy Schedule

6. Daily Clinical Progress notes (only needed if you are unable to enter student data into SESIS)

7. SESIS Log-in Directions

8. Therapy Pros Accident Form

9. School Year Calendar

A. CONSULTANT MANUAL ACKNOWELDEMENT OF RECEIPT

I have read and reviewed the Consultant Manual for Therapy Pros, LLP, and understand and agree to comply with the contents therein.  I understand that I should consult the Director regarding any questions that I might have concerning this Manual.  I understand that this form will be retained in my personnel file.


I understand that there is no specific length of employment, and either Therapy Pros, LLP or I can terminate the employment relationship at will, at any time, with or without cause, and with or without advance notice.


I understand that the contents contained in the Manual are for informational purposes only and are not to be construed as a contract of employment.  

Furthermore, I acknowledge that the provisions and policies contained in this Manual are subject to change at any time.  I understand that any revisions may supersede, modify, or eliminate existing policies of this Manual and of Therapy Pros, LLP.


I agree to comply with the above terms and the contents of this Manual.  By my signature below, I acknowledge, understand, and accept the information contained in the Consultant Manual contained in the Consultant Guidebook provided to me by 
therapy Pros, LLP.  I understand that this handbook is not intended to cover every situation which may arise during my employment, but is simply a general guide to the goals, policies, practices and expectations of Therapy Pros, LLP.  

____________________________________
(Consultant Signature)

____________________________________

(Date)
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