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COOPERATIVE AGREEMENT

AN AGREEMENT by and between Jackson County, Missouri, a Constitutional
Home Rule County, hereinafter referred to as "the County" and the Kansas City Free
Health Clinic, 3515 Broadway, Kansas City, MO 64111, hereinafter referred to as
"Clinic." |

WHEREAS, the County recognizes its statutory obligations to the indigent under
Sections 205.210 et seq., and 205.580, RSMo; and |

WHEREAS, the County recognizes the difficulty of accessing health care and
dental services for certain indigent citizens of Jackson County; and,

WHEREAS, Clinic can provide for such needs; and,

NOW THEREFORE, the County and the Clinic agree, in consideration of the
following mutual promises and valuable consideration, as follows:

1. Services. The Clinic shall provide health care and dental services without
charge to indigent residents of Jackson County, as is more fully set out in the proposal
attached hereto as Exhibit A. As used in this Agreement, the term "indigent person”
means a person who is eligible for free care or care at a reduced rate on the basis of
income at Truman Medical Center - Lakewood and West.

2. Terms of Payment. The County agrees to pay to Clinic the amount of
$128,963.00 in quarterly installments of $32,240.75 each, with the first payment for the
first quarter to be made upon execution of this Agreement. The remaining payments
shali be made upon the County's receipt of the reports as set forth in paragraph 3

hereof.
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3. Reports. Within 30 days after the conclusion of each calendar quarter
under this Agreement, the Clinic shall submit a quarterly financial report, including a
statement of budgeted and actual expenditures, and any other documents requested by
the Director of Finance and Purchasing, to establish that the funds provided pursuant to
this Agreement were used for the purposes set forth herein. The last quarter's report
shall include an annual report which shall summarize all of the Clinic's activities
pursuant to this Agreement. The Clinic's failure to submit qua.rterly reports on a timely
basis shall be grounds for the County to withhold any payments due subsequently
under this agreemént and a failure to submit the annual report shall disqualify the Clinic
from future funding by the County.

4.  Submission of Documents. No payment shall be made under this

contract unless the contracting agency shall have submitted to the County’s Director of
Finance and Purchasing (1) a written proposal setting out in detail the intended use of
the County’s funding, includinlg the target population to be served; (2) the agency's IRS
Form 990, from the previous fiscal or calendar year; (3) a statement of the agency’s
total budget for its most recent fis.cal year; and, (4) a detailed explanation of actual
expenditures of County funds (pertains to final payments and payments on contracts for
future years.) If an agency has previously received County funding, to be eligible for
future payments, an agency must submit either an audited financial statement for the
agency's most recent fiscal or calendar year, by March 31 of the following year, or a
certified public accountant’s program audit of County funds, by January 31 of the

following year. Any document described herein which was submitted to the Director of



Finance and Purchasing as a part of an application for funding need not be resubmitted
to qu.alify for payment. No payment shall be made if the contract agency is out of
compliance on any other County contract.

5. Equal Opportunity. The Clinic agrees and assures that no person

eligible for services shalt on the ground of race, color, religion, national origin, sex,
handicap, veteran status, or age be excluded from participation in, be denied the
benefits of, or be otherwise subjected to discrimination for any service funded by this
Agreement. Furthermore, the Clinic agrees and assures that it will provide equal |
employment opportunities fo applicants and employees and will not discriminate against
them on the basis of race, cb!or, religion, national origin, sex, handicap, veteran status,
or age.

6. Audit. The County further reserves the right to examine and audit, during
reasonable office‘hours, the books and records of the Clinic pertaining to the finances
and operations of the Clinic. |

7. Appropriation of funds. Clinic and the County recognize that the County

intends to satisfy its financial obligation to Clinic hereunder out of funds annuaily
appropriated for that purpose by the County. County promises and covenants to make
its pest efforts to appropriate funds in accordance with this Agreement. In the event no
funds or insufficient funds are appropriated and budgeted, or are otherwise unavailable
by any means whatsoever for payment due hereunder, County shall immediately notify
Clinic of this occurrence and this Agreement shall terminate on the last day for which

appropriations were received, without penalty or expense to the County of any kind



whatsoever, except as to the portions of the payment amounts herein agreed upon for
which funds shall have been appropriated and budgeted or are otherwise available, or
at any time after the last date that County has paid for the Services, if earlier.
County further agrees:

a. That any funds authorized or appropriated for services rendered under this

Agreement shall be applied to the payments hereunder until all such funds are

exhausted.

b. That County will use its best efforts to obtain authorization and appropriation

of such fu_nds including, without limitation, the inclusion in its annual budget, a

rquést for adequate funds to meet its obligation under this Agreement in full.

8. Default. If the Clinic shall default in the performance or observation of
any term or condition of this Agreement, the County shall give the Clinic written notice
setting forth the default and the correction to be made. Thereafter, Ef said defauit shall
continue and not be corrected within 10 days of the receipt of the notice by the Clinic,
the County may, at its election, terminate the Agreement and withhold any paym'ents
not yet made to the Clinic. Said election shall not in any way limif the County's rights to
seek legal redress. |

Q. Confidentiality. The Clinic agrees to maintain strict confidentiality of all
patient information or records that are developed pursuant to this Agreement. The
contents of such records shall be disclosed only in accordance with the Clinic's
established policy and procedure, in accordance with Missouri State law, and Jackson

County, Missouri written policy.



10. Conflict of Interest. The Clinic warrants that no officer or employee of

the County, whether elected or appointed, shall in any manner whatsoever be
interested in or receive any benefit from the profits or emoluments of this Agreement.

11.  Term. This Agreement shall be effective January 1, 2610, and shall
terminate on December 31, 2010. This Agreement may be terminated prior to that date
by either party upon written notice, delivered thirty days prior to the effective date of
termination. If this Agreement is terminated by either party, the County shall pay only
for those services actually performed by the Clinic as verified by the County's audit.

12. Liébilii_&y and Indemnification. No party to this Agreement shall assume
any liability for the acts of any other party to this Agreement, its officers, employees or

| agents and Clinic shall indemnify, defend and hold the County harmless from any and

all claims, liabilities, damages, costs (including reasonable attorney’s fees directly
related thereto) including but not limited to violation of civil rights and/or bodily injury to
or death of any person and for damage to or destruction of property if and to the extent
caused by the negligence, willful misconduct or omissions of Clinic during the
performance of this Agreement.

13. Incorporation. This Agreement incorporates the e_ntire understanding
and agreement of the parties. |

IN WITNEEEVHEREOF, the County and the Clinic have executed this

Agreement this day of , 2010,

APPROVED AS TO FORM: JACKSON COUNTY, MISSOURI



By
Michael D..Sanders
County Executive

KANSAS CITY FREE HEALTH CLINIC

By /d&m.a( O g&fjﬂ&(

Mary Jo Spind Executive Directe?’

Clerk of the County Legislature Y30 G753
: : Federal I.D. or S.S. #

REVENUE CERTIFICATE

| hereby certify that there is a balance otherwise unencumbered to the credit of the
appropriation to which this agreement is chargeable, and a cash balance otherwise
unencumbered in the treasury from which payment is to be made, each sufficient to meet
the obligation of $128,963.00 which is hereby authorized,

;. O 200

Dat Director of Finande and Purchasing

Account Number w2 ~ 74605~ 42787
1005200 0 00/



B <@ OUTSIDE AGENCY FUNDING REQUEST FORM
4 2010 BUDGET

s . : .
” 415 E 12th Strest, 2nd Floor s
Kansas Clty, MO 64106 QE‘,‘Q‘:F' SIER T
Email: auditor@jacksongov.org 1 },]"LJ.‘: ] {f ")UUQ
. ) SAUH SO '
KA!?S%DSHU}JS‘&;’%V €
Section A: Organization or Agency Information . . . 77T GOy, Misscum phge 1
Section B: Agency's 2009 and 2010 Revenue informanon ........ page 2
- Section C: Individual ProgramBudget . .......... ... vinnn page 3
Section D: Program information ... ...... ... oo oo pages 4 -8

Section A: O_fg.anization or Agenc lnformat!on |

Name: ansas City Free Health Clinic

Address: 3516 Broadway, Kansas Cily, MO 64111-2537 '

Phone No; 816-753-5144 Féx: 816-753-0804
Website Address: _www.ikgfree.omg

Federal Tax ID No: 43-0887292 Fiscal Year Cycla: 4/1/09 to 3/31/10
Name and Title of Contact Person: Sheridan’Y. {Sherd) Wood, Executive Director
Phone No: 818-777-2763 Email Address: swa;od@kcfree.org

Pragram Name

(please prioritize with number 1 being most important) Amount
1. General Medicing Program $ 267,000
2. AIDS Service Organization Coliaboration $ 65,000
3. 3 -
Total Jackson County Funding Request for All Programs § 332,000

Section A
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Section B: Agency's 2009 and 2010 Reyéni;é !nformation .

.

peHnsRiatonE Bl

Agency's 2010 Total Projected Revenue Projected % of
|Funding Entity Source You Will Reguest 2010 Funding From Amount Tolal Revenue
{Federal Department of Health & Human Services $ 4,324,058 58
Jackson County Legistature and Mental Health Levy 3 541,000 7
Cily City of Kansas City, MO Heallh Levy s 503.600 7
ggf;g;‘:g‘i Restricted program funding TBD $ 1,232,687 17
United Way Progrem Allocetions & 88,840 1
Fundraisers Corporate Sponsorships & Individuat attendees $ 270,029 4
Charity/Donations . {Clinic Unrestricted Donations $ 393,260 8
Qther Misc income (e, interest/Medicel Rocords Fees) | § 44,184 1

2010 Total Projecled Revenus § 7.397,538

2t i o L
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EE2000 Réven e niormation Ll B R
Agency's 2009 Tolal Revenue % of
Funding Entity Source You Received Funding From Amount Total Revenuea
Federal Department of Health & Human Services $ 4,362,698 61
Jackson County Leglstature and Mental Health Levy 3 416,500 3]
City City of Kansas City, MO Health Levy $ 508.808 7
Foundallons/ Restricted program funding (fisting avallable upoh | ¢ 108713 15
Corporatians request) R
United Way Program Allocations $ 88,840 1
Fundralsers Corporate Sponsorships & individual attendees $ 283,340 4
Charity/Donations  |Clinfc Unrestricled Donations $ 383,720 5
Other {please list)  |Misc Income {i.e, Interest/Medical Records Fees} [ § 25,011 ¢]
— 2009 Total Revenue $
e T e
ek e SRR MR £yt R L Mg S 1L
el T rleasRldentin Rk prdraniy

Jackson County Leglsiature
Jackson County Legislature

Jackson County Funding Source Yes No Amount Program Name
COMBAT 0 8 .

Mental Health Levy 1 & 200,000 Behavioral Health
Board of Services for Developmentally Disabled 0 % .

Domestic Violence Board 58] $ -

Housing Resources Commission £ 5 .

Quiside Agency Program [} 5 -

]

5 142,500 Gen Medicine/Dental
% 65,000 ASQ Collaboration

2009 Total Jackson County Funding

5 416,500

Section B



Section C: REVISED Individual Program Budget

Complete a separate program budget for each program your agency is applying for funding. Pmmam

Name, Friority, and Total Program Requiest Amount from this sheet must march mformatao 1 enfered

KANSAS CITY, MISSOUR

under Page 1, Section A.
. F) -
Agency Name:  Kansas City Free Health Clinlc i gg z¢
: [_3 tot
N |-
Program Name: General Medicine and Dental Program Priority;lll} 14, z=z
O, 38
. E5
]
. g L
No. of Hours A"d”i Fours
Position Per Week or Annually  FTE Rate Rate
'Registered Nurses . 40 2080 0.601$4738184) 3 28,428
Medical Assistants 40 2080 0.50) $2698368) % 13,492
Dental Assistant 40| 2080 0.50 1329928001 % 14,964
Volunteer Coordinator 32| 1664 0.501$44042.20 | $ 22,021
. $ -
. $ -
Total Salaries 3 78,908
Total Benefits (18.5%) $ 14,588
Other (occupancy, equipment maintenance, professional insurance, etc) 3 8,094
Total Personal Services $_ 101, 598

Enserve Biohazard Removal Service/MO-KAN Courier Lab Services
Total Contractuai Services $ 600
Medical and Dental Supplies and Pharmaceuticals $ 5,860
Equipment (instrument and co_mputer replacemsant) 3 3,600
Printing 5 893
Postage 3 60_0
Office/Copying Supplies $ 707
Total Supplies - $ 11,660
Indirect Cost Allocation (13.4/13.8%) $ 15,105
Total Program Request $ 128,963

Section C




" ‘Section C: REVISED Individual Program Budget e

Complete a separale prograin hudge! for each program your agency 1S appiying for funding. Program

RECEwén

DEC 29 2009

JACKSON COUNEY

AUDITOR'S OFFICE
KANSAS CITY, MISSOUR:

Name, Priorily. and Tolal Prog.vam RequestAmount from this sheel rmust malch mformanon entered
‘Pefepnal Serviges: & E . Gl e
No. of Hours X
Position Par Week FTE Rate Rate
Kansas City Free Health Ciinie
HIV Prevention and Counseling Staff ' r BI 0.20| $33,000{ $ 6,600
{as needed)

Fringe Benefits/payroll taxes {18.5%}) . $ 1,221

Other (occupangy, equip malntenace, professional (nsurance, ete.) 1% 738

Good Samaritan Profect

Prevention Coordinator [ iee] 009 sazso0]s 2708

Fringe Benafits/payroll taxes {18%} $ 518

SAVE Home

Residential Care Staff [ 1082l 052 $30200] 5 15,671

Fringe Benefits/payroll taxes {23.5%) $ 3,804

' Total Personal Services $ 31,057
Good Samaritan Project
Pest Support Leader ($200/mo incentive) 3 2,400
Total Contractual Services] § 2,400

Kansas Clty Free Hea!th Cllmc

Program suppllies {risk reductionftest kits/esting incentives) k3 6,974

Printing (referral cards/education brochures) $ 1,264

Officefcopying supplies $ 156

Good Samaritan Projact

Safer sex kits {condoms, lubricant, etc.) $ 1,000

Printing $ 500

Mileage for testers and Pear Support ieader $ 00

Office supplies--general $ 300

Occupancy and communication for dedicated room and testing phone line $ 1,600

Emergency assistance (renteleckric/transporiation) for HV/AIDs+ dients $ 7,807

Total Supplies $ 20,501

Kansas Clty Free Health Clitlc

Indirect cost rate agreament {13.4/13.8%) of direct program expenses) ' $ ' 2,322

Other administrative fees $ 1.000

Good Samaritan Project ’ .

Admin expenses associated with administering and supervising the grant $ 1,545

Total Program Request $ 58,825



Kansas City Fres Health Clinic
Job Description

Position: General Medicine Dls‘charga Exempt Status: | Work Status:

Staff Nurse EXEMPT Full-Tims

Jab Code: OSHA — 1 High Exposure Division: General Medicine

Reports To: Direclor of General Medicine Date: February 2009 |
Job Summary

The General Medicine Discharge Nurse is responsible for the Implementation of the nursing process
with all General Medicine patients. He/She is responsible to assure that direct patient care and
pravider support Is provided during all General Medicine clinics and that Ciinic chronic care protocols
and standards of practice are consistently followed by all providers. He/She coordinates telephone
triage, intemnal and external referral processes and acts as a liaison with internal depariments and
services regarding shared paflent issues. '

Duties and Responsibifities:

Clinical

1. Provides direct patlent care under the guidance of tha Director of General Medicine and the
General Medicine Clinleal Director.

2. Provides oversight to General Medicine velunteer and staff in the implementation of chronic care

protocols, standards of care, and Clinic policy and procedures.

Provides chronic disease health education to selected patient popuiations.

Assures appropriate and adequate staff and volunteer suppott for all General Medicine clinics.

Assures that telephone triage, internal and external referrals and laboratory follow up for individual

patients occur in a timely and effective manner.

Assures that appropriate patient education materials are provided with dispensed medications.

Assures that dispensary refill line is monitored and refills processed in a timely manner.

Coliaborates with the General Medicine Clinical Director to assure the safety and effectiveness of

dispensary services.

8. Collaborates with ali Clinlc services to assure that patients access all needed available services.

10.Receives and collects specimens, body materials and fiuids from patients.

11.Performs automated hematology procedures, as necessary.

12.Performs other duties as assigned,

ok

N>

Administrative:

1, Collaborates with Director General Medicine and General Medicine Clinical Director in the design,
implementation and evaluation of ali General Medicine programs.

Directs and coordinates General Medicine volunteer ortentation, scheduling and evailuation.
Participates in the development and implementation of a Quality Management program.
Maintains OSHA standards as oullined in the "Safety Manual.”

Collects data and provides reporis as reguested.

Coordinates the ordering of all supplies, processes invoices and packing sfips.

Participates in the devefopment of new services and the related policy and procedure.

Performs other dufies as requested.

XN LN



Research:
1. Participates in new product evaluation.
2. Reviews current literature and applies new findings where appropriate.

Educatlon:
1. Assures patient education materials relevant to chronic disease prevention and heaith promotion

are current, relevant and readtly available.

Provides appropriate and on-going patient education.

Participates in staff and volunteer development activities,

Acts as preceptor for undergraduate nursing students.

Serves as faculty and/or planning committee member for selected community education
programs.

;hwh

Employees Supervised:
None

Required Knowledge and Skills:
Ability to work as a team member, Must be able to handle multiple tasks, while meeting deadiines.

Excelient verbal and written communication skills, Demonstrated leadership ability. The ability to
relats 1o a broad and diverse spectrum of our community and listen to clients ina non-judgmental
fashion is a requirement.

Education & Experience;
Registered Nurse with BS in Nursing preferred. Valid Missouri licensure. Experience with

cardiovascular diseass, diabetes and health education preferred.  Knowledge of adult learning
principles a plus, Supervisory experience a plus,

Physical DemandsAWVorking Conditions:

intermittent physical activity including walking, standing, sltting, liting and supporting of patients.
Will be exposed to virus, disease and infection from patients in working environment.
Will be required to work extended periods and flexible hours based on clinical need.

May e'xperience traumatic situations including psychiatric, dismembered and deceased patients.



KANSAS CITY FREE HEALTH CLINIC

JOB DESCRIPTION
Position: General Medicine Medical Exempt Status: Work Status:
Assistant-FLOAT EXEMPT Full-Time
Job Coder OSHA — 1 Division:
High Exposure General Medicine
Reports. To: Date: 1/10/02
Director of General Medicine

+

Job Summary:
The General Madicine Clinic Assistant Is responsibie for the implementation of the nursing process with

patients seen in the General Medicine Clinics. He/she is responsible for the day to day coordination of patlent
cara issues and needs, Oversees the volunteers' activities, provides support and also acts as a resource lo the
volunteers. Assists with program planning and implementation and quality improvement.

Essential Job Functions:

Clinical:
1. Assist in coordinating day to day flow of the General Medicine Patients and ensure that their needs are
met.

2. Provide direct patient care under the guidance of the Director of General Medicine .
and in accordance with established protocols.

3. Act as a resource person during clinics to include triaging patients who desire to be
seen as a walk-in during scheduled clinics.

4. Provide telephone consultations and respond to Incoming phone calls refated to
general medicine services. .

5. Perform venipuncture, process laboratory spacimens for transport, and process jab
Resulis per established protocols.

6. Provide follow-up and processing of referrals for patients.

7. Asslst patients andfor familles in accessing social services such as financtal
assistance, safe housing and abuse prevention services.’

8, Provide TB testing and subsequent readings in an appropriate time frame.

9, Assist with staffing of the Dispensary and other areas as assigned

10, Provide general medicine nufsing support for general medicine clinics at both
Midtown and Easiside locations, '

Adminjsirative;

1. Dispose of or replace all outdated equipment, pharmaceuticals and lab supplies.

2. Maintain OSHA standards as outlined in the "Safety Manual.”



3. Coordinale schedule with Team Leader and Offlce Manager.

4. Collect data and provide reports as requested.

5. Participate in the development and impiemeniation of chinical policy and procedure.

6. Participaie in the development and implementation of_General Medicine grants and programs.
7. Coordinate the volunteer assignments according to the needs of the clinic.

Education:

1. Provide appropriate and on-going patlent education,

Assist in providing staff and volunteer development activities

Provide orlentation o new volunteers, students and emplayees.

il

Assist in the development, acquisition, and evaluation of patient education materlais.
Asslst with other duties as requested.
Required Knowledge and Skills:

Knowledge of community health, Ability fo relate to a diverse spectrum of our community. Basic Computer
Skills. Ability to adapt to a rapidly changing environment and leaming new tasks as they arise.

Physical Dermands/Working Conditions;
1. Ability to work as a team member,

Abitity to handle multiple tasks at ohe time.
Ability to relale lo a broad and diverse spectrum of our cormmmunity.

Ability to listen to clients in a non-judgmental fashion.

mos W

Ability to stand on feet for long periods of time.
6. Ability to plans and meet deadlines,

7. Ability to work flexible hours. Primary hours are Monday- Thursday 1:00pm to 8:30 pm and Friday 9:00 am
to 5:00 pm. Hours are approximate and may vary. ( i.e., if there is no evening clinic, hours will be 8-5, or if
clinic runs late in evening).

Position Reguirements:

Certified Medical Assistant, Pharmacy/Medication Technician, or Certified Nurses Aide with valid Missouri
license. Require three to five years exparience in. Prefer two fo three years of health care experience has been
in a community health setfing.




KANSAS CITY FREE HEALTH CLINIC

JOB DESCRIPTION
Title: Dental Assistant OSHA Rating: 1-High
Exposure
Division: Oral Health Status: Non-Exempt
Number of Employces This Position Supervises: 0 Budget Size: 0
Reports To: Dental Coordinator/ Director of HIV and Oral Date: 01/21/2009
Health .
General Summary:

This is a chairside dental assistant position with primary responsibility of assisting the dentist in providing
direct patient care. This position is responsible for assuring efficient and effective patient flow and maintenance
of all necessary equipment and supplies. This position acts as a resource to volunteers and students.

Essential Functions:

1.

Ll o

000 N ot

Provide direct patient care under the guidance of the scheduled dentist in accordance with established
protocols and standards.

Maintains safety of environment by following OSHA standards as outlined in the “Safety Manual®.
Maintains an appropriate supply of dental materials and sterilization supplies

Coordinates routine equipment maintenatice and reports problems with equipment and supplies to the
deantal coordinator.

Orients volunteer dental assistants and assures that they comiply with Clinic policy and procedures.
Documents patient care appropriately and in a timely manner.

Provides good cusiomer service.

Participates as a team member with oral health program statf and the Clinic as a whole.

Other duties as assigned.

Minimum Require ments:

NoUuRWN -

High school diploma or GED required.

Suceessful completion of dental assistant training; dental certification preferred,

Minimum of one year experience as a dental assistant preferred,

Ability to work as a team member and handle multiple tasks at one lime.

Ability 1o plan and meet deadlines.

Ability to work flexible hours per dentist availability to provide dental clinics.

Must have good interpersonal skills with ability to relate to diverse groups of people without judgment.

Physical Demands/Working Conditions:

kW=

This position may be exposed to virus, disease and mfechon from patients in working environment;
The employce is expected to travel by automobile and is exposed to changing weather conditions;
May be expecled to drive {o stalf meetings, and any ofher mectings that concern the denfal department.
May experience traumatic situations including psychiatric traumatized and deceased patients;
Employee will primarily sit or stand for extended petiods if time with periods of high activity. Some
lifting is required.



Kansas City Free Health Glinic

Job Description
Position: Exempt Status:! | Work Status:
Voltnteer - Staff Liaison/Coordinator Exempt Full-Time
Job Code! OSHA -3 Division;
Low Exposure Development
Roeports To; Date;
Director of Development

JOB SUMMARY: This multi-faceted position is responsibie for all aspects of the Clinic’s volunteer program
as well as serving as the liaison between Clinie Staff and Clinic Volunteers. It is the ultimate goal that this
personr will be critical in enhancing patient and client services by serving as the liaison between staff and
volunteers, This person will continually work to buiid and maintain positive relationships. interactions, and
conypunications between the two,

DUTIES AND RESPONSIBILITIES:

Volunteer Coordination

Critical to the daily aperations of the Clinic is the mvo]vement of dedicated and skilled volunteers. The ratio of

staff to volunteers involved in the delivery of Clinic services is 1:3. It is imperative that the Clinic have in

" place a highly organized and highly etfective program of volunteer recruitment, training, coordination, and
continuity. As such the responsibilities for this position are to;

¢ Trovide leadership. information dissemination, and training for Clinie staff concerning volunteer
importance, managenment, teaining and supervision,

¢ Provide close monitoring and supervision of ali aspeets of volunteerism at the Clinic: adherence 10 policies
and procedures, timeliness and attendance, skill level, customer service aftitudes, ability to work for and
with Clinic stafT and other volunteers, etc.

+  From observations, monitoring, supervision and interactions with all arcas of Clinic and all Clinic staff, be
able to anticipate and make recominendations for volunteer numbers and skills needed.

«  Develop and implement targeted velunteer recruitment efforts when needed to secure volunteers for all
program and areas of the Clinic; recrvit and/or help recruit volunteers as needed and when possible o
support activities and events hosted by the Clinic as welf as activities and events that involve tlie Clinic

¢ Schedule volunteers for General Medicine Clinics (ineluding Dental Cliniceg) at all Clinic Jocations.
Maintain master calendar for all-Clinic usage.

« Manage the volunteer application process including application evaluation and modification, interview,
sereen, and nssess commitment level, waining required, program referrals and follow-up with elf velunteer
applicants on a timely basis regarding their application status.

»  Provide leadership for all volunteers, including students and interns, including their ormntalmn 1o the
agency. the facilitetion of overall training session, and assistance when necded with program area trainings
and updates, including skill labs,

¢ Maintain up to date and complete volunteer policies and procedures manual,

s Oversee the maintenance of the volunteer database in Raiser's Edge including input of new apphcantq,
updating active and inactive volunteers, tracking volunteer hours

¢ Oversee the maintenance of the volunteer filing system including tracking of all required license status and
the submission of the State Legal Expense Fund Annual Report.

¢ Develop and implement volunteer recognition/appreciation activities - annual volunteer appreeiation event,
hirthday, pet well, congrats cards, and initiate new recognition sctivities (i.e.. letlers (o medieal
associations or Denn of Students for student volunteers),

»  Publish monthly volunteer newsletter.



Staff — Volunteer Linison

Because the ratio of staff fo volunieers is so high at the Chnic and because of the fasi-paced environment at the
Clinie, 1:3, it is imperative that an established, highly finctioning, and clear line of communication exists between
the staff and the volunteer. Timely and accurate exchange of information and joint input for planning is critical for
scamless functioning. As such, the responsibilities for the. position also include

e Daily and/or weekly monitoring of records and reports regarding invelving clinics held, reom usage,
clinics cancelled, appointment scheduled, open appointments, appointment cancellations, patient DNKAs,
efe., to be able to report vaviances, trends, and/or problem areas,

o Attend monthly meetings of all departments to present information regarding volunteer efforts in the
department and secute from department staff.information regarding clinic scheduling/master ¢alendar
maintenance andfor issues, volunteer needs and/or concerns as well as to present information of refevance
regarding staff-volunteer relationships, interactions, and communications,

»  Work closcly with and meet weeckly with clinieal directors to

Review and update the master calendar
Repott findings from record and report monitoring
Help identify problenss and help detenmine correction needed
Help identify gaps in current services and need level for new services
Help menitor the need level of current services/clinics and determine updates/ehanges needed
Help identify opportunities for improvement wi timely tursaround of patient and chent visits
s Develop and implement a clear procedure and policy for hundling conmplaints between staff and volunteers

General

« Meet regularly with Department Director to make recommmendations and refate problems. opporturdties and
soals related to area of responsibility.

»  Report monthly at n Director’s Meeting

s Maiptain appropriate confidentinlity of all client-related information.

REQUIRED KNOWLEDGE, SKILLS AND PERSONAL QUALIFICATIONS

o Bachelor's degree preferred.

o Two years experience in a non-profit seiting with volunteer munagemem and publicity experience,

»  Ability to clearly and appropriately represent the Clinic to the public, and to affect the public perception of
the Clinic's services and vision to all audiences.

«  Extensive computer knowledge of Microsoft products and desktop publishing sofiware.

¢ Ability to work within and contribute 1o 2 team oriented working environment and to resolve conflict in &
constructive manner.

PHYSICAL DEMANDS/WORKING CONDITIONS
s Intermittent physical activity including walking, standing, sitting,
s Ability to work under stress with interruptions snd multiple deadlines.

the nbove information iy imended (o describe the most important aspects of the job, This jub deseription is
not intended to be copstried as an exiuausitve list of all responsibilities, duries and skifls required in order fo
perform the work. '

Approved:

Employec SupervisoriManeager

Dute . Dare



KANSAS CITY FREE HEALTH CLINIC

JOB DESCRIPTION
Title: Prevention Specialist Exempt Status: Work Status:
Exempt Fuill-Time
Division: Community Servicas Job Cede: (l.e. OSHA-3
High Exposure)
Number of Empfoyees This Posltion Supervises: Zero Budget Size:
Reporis To: Prevention Manager Date: 7/1/06

General Summary:

Overall, this position will provide a variety of HIV prevention interventions targeting high tisk
communities. Methods of setvice delivery will Includs, but ts nat limited o individual and group
tevel risk raduction prevention education, HIV lesting, outreach in public settings, community
presentations, follow up and support services for newly infected individuals to ensure linkage o
care services.

Minimum Requirements:

= Bathelor's Degree in social work, psychoicgy, sociglogy or related field preferred.

= Six months experience in healthcare or related fleld,

=  HIV/AIDS prevention experience with the farget population preferred.

» Must have good interpersonal skills with abliify to relate to diverse groups of people and
people on all levels

After Hire Requirements:

»  Within 80 days, attend and successfully complete the State of Missoul's CDC approved
HIV/AIDS Basic Fundamental, Prevention Counseling, Partner Counseling and Referrat
Services, and rapid HIV testing training programs.

»  Within 80 days, attend and successfully complete kraining for approved program pravention
modei(s) fo be implemented (i.e. CBC SAMHSA etg),

Essential Functions:

= Implement and maintain scope of work objectives detalled in Kansas City Health
Department (KCHD) Health Education and Risk Reduction contract{s) assighed.

» Implement and maintaln scope of work objectives detailed in other Kansas Clty Free Health
Clinic contracts/grants as assighed.

* Provide individual and group level prevention education services fur target populations
assigned (l.e. Caucasian and African Amerlcan MSM's) who are af risk for HIV infection
using the program model selscted by the Clinic.

»  Provide comprehensive, client-centered HIV risk reduction counsellng and testing services
for clients requesting this service,

» Provide clients with HIV fast results in a client-centered and confidential manner.

Ensure that cllents with an HIV positive fest results recelve post-test counseling and are
linked into medical freatment and support services.

» Followlng the Missouri Depariment of Health/Kansas City Health Department standards,
provide partner counseling and reforral services (PCRS) for newly diagnosed Hiv+
individuals. Submit paperwork to the Prevention Manager and/or STD Prevention




Coordinator for raview prior to submittal to the Kansas City Health Department for Partner
Notification and follow-up services,

Complete client paperwork {counseling and testing, referrals, data collection elements ete.)
in an aceurate, thorough, and timely manner.

Make referrails for clients with an HIV negative test result to Clinle and/or other community
risk reduction counseling preveniion programs,

Provide follow-up for all referrals made (i.e. linkage to care, substance abuse treatment etc. )
Disseminate educational materlals and safer sex tools o cllents during program refated
activities,

Assist in the marketing of program services.

Observe timely preparation and subrmittal of program reports &s Indlcated by supervisor,
Callaborate with the Data Mahagement Speciallst and Evaluation Coordinalor on program
evaluation activities.

Provide statistical Information as requested by supervisor,

Supports the misslon and vision of the Kansas GIty Free Health Clinic.

Operates as a teatn member of the Kansas City Free Health Clinic; supporting other sfaff
members when needed.

All duties as assigned by Department Director or Senior Staff Members when required for
the smooth operation of the Clinic and/or its Administrative functions. Perform other duties
as assigned that are related o prevention education programming,

Phys:cal Demands/Working Conditions:

While performing the duties of this job, the employee is reguiarly required {o talk or hear.
The employee regularly is required fo stand and move about the building.

Thademployee Is expected to travel by automoblie and Is exposed to changing weather
conditions

Will be expected to drive to community meetings, client homes or other agencies.

This position may be exposed to virus, disease and Infection from patlents in working
environment

May experlence lraumatic situatlons including psychialric and deceased patients
Employee will regularly have lo Hiff up o ten pounds.

Employee Printed Name

Signature and Date

 Supervisor Signature and Dale




KANSAS CITY FREE HEALTH CLINIC

JOB DESCRIPTION
Title: Youth Prevention Speclalist Exempt Status: Work Status:
. : Exempt Fuli-Time
Division Community Services Joh Code: (i.e. OSHA -3
High Exposure}
Number of Employees This Position Supervises: Zero Budgset Size:
Reports To: Prevention Manager Date: 6/2007

General Sumunary: Overall, this position will provide a variety of HIV prevention interventions targeting high risk
youth. Methods of service delivery will include. but is not limited to FIIV testing, outreach in public settings, community
presentations, follow up and support services for newly infected individuals to ensure linkage to care services.

Minimunm Requirements;

= Bachelor’s Degree in social work, psychology, sociology or related ficld prefemed.

«  Six months experience in healthcare or related field,

a  HIV/AIDS prevention experience with the target population preferred,

»  Must have good interpersonal skills with ability to relate to diverse groups of people and people on all levels

After Hire Requirements:
»  Within 90 days of hire, attend and successfully complete the State of Missouri's CDC approved HIV/AIDS Basic

Fundamental, Prevention Counseling, Parter Counseling and Referral Services, and rapid HIV testing fraining
programs.

= Within 90 days of hire, attend and successtully complete training for approved program prevention model(s) to be
wplemented.

Essential Functions:

1. PROGRAM PLANNING AND PEVELOPMENT: _ :

> Actively collaborate with and support the Missourt Department of Health and Senior Services (MDHSS) Youth
Program Manager in the development and implementation of various program activities at the state and local level,

= Actively participate in the Youth Subcommittee of the HIV Prevention Statewide Community Planning Group, as
well as applicable local planning groups,

= Develop a regional Youth Prevention Community Planning Group in coordination with and under the direction of the
MDHSS Youth Program Manager.

= Inteprate STD, Hepatitis, Teen Pregnancy Prevention, and other youth-focused messages into program coniponents,
activities, and materials.

= Identify and engage other stakeholders and persons/agencies/programs that should be represented on the Statewide
and/or local Youth Subcommittee or who should take an active role in the ongoing development of this program or
with whom this prouram could coordinate and/or integrate activities and messages.

= Identify various community-based organizations or types of organizations that should be approached as potential

partners/support on these projeets,

2. COLLEGE-BASED OUTREACH/EDUCATION:

= Contact arca colleges and universities to arrange for presentations to education majors for the purpose of promoting
youth-focused healthy behaviors and FIIV/STD prevention messages to prepare them for delivering effective health
edocation programs in their future teaching positions, as well as (o recruit students Ror potential internships delivering
mithdledhigh school healih edugation presentations and developing school-based peer-edugation programs.

= Contact various area colleges and universities to arrange for presentations 1o nursing. social work. and students of
other health-related majors o promote jpublic health programs as future careers as well 2s 1o recruit students for
developing FIIV/STD preventinn programs at the college/untversity. ‘

*  Coordinate with the MDHSS Youth Program Manager and area collegesfuniversities to arrange potential internships,



= Provide ongoing support to health education programs, health educators, and peer groups, including training, technical
assistance, educational matcrg’a!s, and other resourees. -

. SCHOOL-BASED FROGRAM ACTIVITIES:

= Contact various ares middle and high schools to arrange for health education presentations to students for the purpose
of promoting youth-focused healthy behaviors and Teen Pregnancy/HIV/STD prevention messages,

»  Conact various area middle and high schools fo arrange for presentations to student groups/organizations for the
purpose of promoting, developing, and recruiting students to implement peer-based heaithy behaviors/prevention
education programs in the school,

= Provide ongoing support to health education programs, health educators, and peer groups, including training, technical

assistance, educational materials, and other resources.

(]

4, COMMUNITY-BASED ACTIVITIES: .
»  Identity and contact various community-based programs and organizations to develop and support effective youth
" development programs and parent-driven programs related to Healthy Behavidrs and Prevention Education.
*  Identify various community-based organizatiohs or types of organizations that should be approached as potential
purmers on this project.
*  Provide ongoing support to the participating cornmunity-based programs as needed, including training, technical
assistance, educational materials, and other resources.

5. CARE AND TREATMENT ACTIVITIES:

»  {oordinate contrackprogram activities with Ryan White Part D (Title IV) progran.

»  Actively participate in and support various local and statewide youth-focused HIV care and trealment activities,
promoting youth development and healthy behaviors concepts and recruiting youth ¢lients to participate in prevention
education programs and activities,

6. TESTING AND IMMUNIZATION ACTIVITIES:

= Coordinate with both the MDHSS Youth Program Manager and local HIV Counseling and Testing programs to
provide HIV/STD/Hepatitis testing opporfunities for youth in various slinical and outreach seitings.

»  Educate youth as to the availability of immunizations for Hepatitis A/B and HPV through various state and local
programs/settings, .

»  Following the Missouri Department of Health/Kansas City Health Department standards, provide partner counseling
and referral services (PCRS) for newly diagnosed HIV+ individuals. Submit paperwork to the Prevention Manager
for review prior to submittal to the Kansas City Health Department for Partner Notification and follow-up services.

»  Complete elient paperwork (counseling and testing, referrals, data collection elements efc.) in an accurate, thorobigh,
and timely mauner, .

= Refer clients with an HIV negative test result to Clinic and/or other community risk reduction counseling prevention

programs.

7. &DMINISTRATIVE ACTIVITIES:

»  Observe timely preparation and subfhitta) of program reports as indicated by supervisor.

»  Collaborate with the Clinic's Data Management Specialist and Evaluation Manager on program cvaluation activities.

»  Provide statistical information as requested by supervisor.

= Support the mission and vision of the Kansas City Free Health Clinic.

= Operate as a team member of the Kansas City Free Health Clinic: supporting other staff members when needed.

= All duties as assigned by Department Director or Senior Staff Members when required for the smooth operation of the
Clinic and/or its Administrative functions, Perform other duties as assigned that are related to prevention edugution
programming.

Pliysical Demands/Working Conditions:

While performing the dulies of this job, the employee is regularly required Lo talk or hear,

The employee regularly is required to stond and move about the building.

The employee is expected to ravel by sutomobile and is exposed to changing weather conditions.

Will be mxpected to drive ta communily meetings, client homes or other agencies.

May cxpericnce traumatic situstions including psychistric and deceased paticnts,

This position may be exposed to virus, disease and infection from patients in working enviroument,
- Bmployes will regularly have to lift up to ten pounds.

¥ % 4 A ¥ B R



KANSAS CITY FREE HEALTH CLINIC

JOB DESCRIPTION
Position: CATS Prevention Specialist | Exempt Status; Work Status:
EXEMPT Full-Time
Job Code: OSHA - 1 Diviston: Community Services
High Exposura
Reports To: Prevention Manager Date: 9719405
JOB SUMMARY:

. This position is responsible for assisting with the coordination of the day-to -day operations of the
Clinie’s HIV Counseling and Testing program. This position works with the Prevention Manager,
Counseling and Testing Program Coordinator, Evaluation Team. rapid testing team, and volunteers to
ensure that HIV testing services are provided to vlients, )

DUTIES AND RESPONSIBILITIES:

= Qversee the accurate and hmely completion all HIV CATS (Counsdmg and Testing) chcnt files and

scan sheets.

Ensure that HIV tests resulis are posted in timely fashion,

Provide HIV counscling and testing services as required.

Complete data entry and prepare statistical reports as needed, :

Assist with the maintenance/revisions of the CATS volunteer manual and HIV testing procedures and

protocols.

»  Order program supplies as necessary (i.¢. testing supplies, safer sex kits, fotms, educational
brochures, harm reduction supplies),

«  Assist with the coordination/facilitation of the quarterly educational updates for CATS staff and
volunteers.

o Assist with the conducting of client satisfaction surveys, evaluation of volunteers, and guality
assurance activities regarding client files,

«  Assist with the development of program reparis.
Assist with the coordination of program evaluation activities with the Clinic’s Evaluation
Department,

s  Work with other HIV Prevention team members {including students and volunteers) to ensure the
provision of holistic prevention services to clients and their fanylies.
Assist with the developmment and implementation of programanarketmg activities.
Attend relevant conmmuatity meetings as appropriafe,
Other duties as assigned.

* = s 9

EDUCATION/EXPERIENCE
Rachelor's Degree andfor at least 2 years experience in HIV/AIDS prevention or community related work

required, Counseling experience preferred.

Staff is required to attend and successfully complete the State of Missouri’s Fundamentals of Prevention
Counseling training.

Approved:

Prevention Manager Employee

Eate Date



KANSAS CITY FREE HEALTH CLINIC JOB DESCRIPTION

Position: STD Prevention Coordinator Exempt Status: Work Status:
EXEMPT Full-Time

Job Code: OSHA —2 Diviston: HIV Community Services

Medium Exposure

Reports To: Prevention Manager Date: 10/05, Revised 6/08

JOB SUMMARY: This position is responsible for coordinating the day-to-day operations and delivery of
sexually transmitled disease (STD) prevention services, including HIV counseling and testing activities. This
position recruits, coordinates, and supervises voltnteers and students who provide HIV and other STD testing
services. This position assists in the supervision and coordination of various testing clinics and provides testing
services as appropriate. In addition, is vesponsible for data manapement and funder reporting in collaboration with
the Evaluation and Prevention Managers,

DUTIES AND RESPONSIBILITIES:
1. Collaborate with the Clinic's medical teams to coordinate the provision of HIV/STD prevention and testing

services m the ¢linic seiting.

2. Coordinate and supervise various HIV/STD prevention and testing clinics (i.e. scheduled and/or walk-in or
community based), wcluding ensuring that adequaie stafffvolunteer resources are avatlable to provide HIV/ISTD
services at all fimes.

3. Assist with the coordination of community-outreach programs that mvolve STD and HIV counseling and
testing services, '

4. EBnsure agreements and procedures in place with community agency to perform confirmatory IV testing.
5. Provide HIV/STD prevention counseling and testing services as needed.

6. Ensure the implementation of routine quality management activities concerning all program activities {i.e.
client records. testing logs, lab processes, ete.).

7. Oversee the accurate completion of all chient files and associated paperwark {i.e. scan sheets, lab requests, eto.)

8. Internally post HIV/STD results and complete appropriate follow-up paper work in a timely fashion (i.c. hoalth
department regulated reports for the reporting of IITV and other STD’s).

9. Ensure that Partuer Elicilation servives are vompleied with ait reportable STD’s (including HIV) following
Missouri Depariment of Heaith guidelines (i.e. field records, ete.}

10, Coordinate the integration of HIV primary care services for all new HIV+ clents.

11. Work with the Clinic’s Evaluation Department to efficiently mnintain all database programs associated with
HIV/STD prevention services provided.

12. Develop program policies and procedures in conjunction with Prevention Manager as needed,

13, Maintain and revise as needed a program manual relevant 10 HIV/STD prevention and testing activities {i.e.
puliey and procedures).



14, Recruit. train and sopervise program volunteers and students.

15. Ensure program volunteers and staff are trained to provide HIV/STD prevention services utilizing the program
manual as a fraining tool. Ensure that program volunteers adhere to the program policies and procedures set forth
it the manual.

16. Coordinate and facilitate the Clinic's Prevention Counseling and Oral Test method Training for program staff. )
and volunteers, as well as participants referred by the KCHD,

17. Coordinate quarterly STD/HTV educational updates for program staff and volunteers,

18. Coordinate program related communication with all program staff, volunteers, agency and community (via
mail, e-manil, newsletters, ete.). ’

19. Develop and implement program marketing strategies,

20. Order program supplies as necessary.

21. Work in collaboration with Prevention Managet to ensure all grant related deliverables are met including
budget expenditures.

22, Coordinate KCHD and DHSS quality assurance site visits and constantly monitor QA requirements to ensure
compliance.

23. Ensure that all progrant related reports are completed and submitted to the appropriate agency and Prevention
Manuger in a tmely manner,

24, Collaborate with the Clinic’s Evaluation department to ensure that client satisfaction surveys are conducted
semi-annually. -

25, Assist witfs the development of prant proposals and program reporis as needed.
26. Attend the Kansas City Regional Prevention Planning Group meetings as well as other community meetings.
27. Provide oversight to the operation and management of the Clinic’s mobile van,

EDLCATION/EXPERIENCE: Bachelor's degree required, Master’s degree preferred, in the field of public
health, public administration, community henlth edueation, social work or related field. Three years expetience in
program adminisuation including contract managenent. supervision, and data management preferred, Experience
working with volunicers prefeired. Demonstrated ubility to effectively use various data base and word processing

applications required.

PHYSICAL DEMANDS AND WORK CONDITIONS: While performing the duties of this job, tht employee
15 regularly required to talk or hear. The employee regularly is required to stand, walk. sit, use hands or fingers to
handle or feel objects, tools, or controls; The employee frequently lifts and/or moves up to 10 pounds, The
employee is expected to travel by automobile and is exposed to changing weather conditions. Will be expected {0
drive to community meetings, ¢lient homes or other agencies. May experience traumatic situations including
psychiatric and decensed patients. '

The above information is intended to deseribe the most inportant aspecly of the job, ft iv rat imended 1o be
construed as e exhaustive Hst of afl vesponsibifities, duties und skils required in order 1o perforin the work.

Approved: .



~ SAVEINC.
JOB DESCRIPTION

Title: Resident Care Staff
Reporis To: SAVE Home Manager
Job Summary: This position provide support to the residents and assist the

Resident Care Coordinator as described in the mission statement,
will provide supervision and assistance with activities of daily
living to the residents of the home and provide inpuat to the SAVE
Home Manager on the daily neets of individval residents.

Duties and Responsibilities:

General:

lmiplements the policies and procedures of SAVE Home,

Ensures the safcty and security of the facility and its residents.

Coordinates information for purchases and repairs of the facility on a day to day
basis.

Maintains a safe, comfortable and clean envirenment for residents’ use in the
common living areas and in the residents’ rooms,

Makes suggestions and recommendations for changes in operations and
procedures to the SAVE Home Manager to enhance the safety, security and
comfort provided 1o the residents.

Provides supervision to residents and volunteers in emergency situations when
necessary, providing timely communication to appropriate levels of scnior staff as
indicated, i.e., during fire, tornado or impending threat,

Provides shift specific duties as determined by the usual operating procedures of
the Home.

Perform other duties as assigned by the SAVE Home Manager or Resident Care
Coordinator,

Residents:

Provides emotional and physical assistance and support to residents, family
membes, friends and volunteers in a considerate and professional manner,
[dentifies resident concerns and conitibutes to their resolution utilizing available
IESOUrCES. .

Provides educational information on HIV/AIDS to residents, family members,”
friends and volunteers as needed and appropriate,

Maintains documentation in the resident record every shift, incliding admission
data, SRO application, health status observations, interactions with family/friends,
observations of mental status, as well as problems and concems refated o the
resident. ‘



Staff:

* Routinely communicates residence issues fo SAVE Home Manager.

*  Orients new staff and volunteers, as assigned. _

»  Maintains personal work schedule and submits requests for vacation, leave, ete. in
a timely manner to avoid scheduling compromises.

*  Regularly attends and participates in staff meotings.

Education and Experience:

High School Diploma or its equivalent.

Good judgment and shservation skills,

Good physical and mental health.

Knowledge of AIDS and its refated illnesses.

Demonstrated ability to work with residents and families to provide assistance in
adjustment to the resident’s iliness,

»  Successlul compiletion of educational progranms thal enhance the skills and
abilities of the Resident Care Staff in relation to activities of SAVE Home.

The abave information is intended to describe the most important uspects of the job. It ks
not intendled to be construed as an exhaustive Uist of all respansibilities, duties and skills
requtired In order 1o perform the work,

4-2-2003
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