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Res. 17132
COOPERATIVE AGREEMENT

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

WITNESSETH:

WHEREAS, the County desires to support the administrative services of a major
agency which coordinates services for County residents who are at risk for HIV/AIDS,
including food, housing, information, education, counseling, medical services, and
emotional support to those individuals; and,

WHEREAS, the Clinic has the capacity to facilitate and coordinate such services;
and,

NOW THEREFORE, the parties hereto agree as follows:

1. Services; The Clinic agrees to facilitate and coordinate services for clients
who have tested positive for the HIV virus by working with the SAVE, Inc. and Good
Samaritan Project, individually and jointly, to provide food, housing, community information,
emergency assistance, and free medical services to them, as.is more fully set out in the
attached proposal marked as Exhibit A.

2. Terms of Payment. The County agrees to pay fo the Clinic the total amount

of $58,825.00 to be used to provide for the services Clinic shall facilitate and coordinate.

The funds shall be paid in quarterly instaliments of $14,706.25, with the first pgyrg\gmtgf@>rwg
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the first quarter to be made upon execution of this Agreement. The remaining payments
shall be made upon the County's receipt of the reports as set forth in paragraph 4 hereof.

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 aﬁd actual expenditures, and any other documents requested by the Director
Finance and Purchasing, to establish that the funds provided pursuant to this Agreement
were used for the purposes set forth herein. The reports for the first and second quarter
shall both be submitted within 30 days after the conclusion of the second quarter. 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 this 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 Director of Finance and
Purchasing (1) a written proposal setting out in detail the intended use of the County’s
funding, including 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 fiscal 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 qualify for payment. No payment
shall be made if the contract agency is out of compliancé on any other County contract.

5. Equal Opportunity. The Clinic agrees and assures that no person eligible
for services shall 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 to applicants and employees and will not discriminate against them on the
basis of race, color, religion, nationai origin, sex, handicép, veteran status, or age.

6. Audit. The County further reserves that right to examine and audit, during
reasonable office hours, the books and records of the Clinic pertaining to the funds
provided under this Agreement.

7. Appropriation of funds. Clinic and the County recognize that the County
intends to satisfy its fin ancial obligation to Clinic hereunder out of funds annually
appropriated for that purpose by the County. County promises and covenants to make its
best 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 funds including, without limitation, the inclusion in its annual budget, a request

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, if said default 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 payments not yet made to
the Clinic. Said election shall notin any way limit the County's rights to seek legal redress.

9. 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, Miséouri
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, 2010, 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.  Liability 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 ali claims,
liabilities, damages, costs (including reasonable attorney’s fees directly related thereto)
including but not limited to violation of civil rights andfor 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 entire understanding and

agreement of the parties.

IN WITNESS WHEREOF, the parties have executed this Agreement this ﬁ; day

of 7 , 2010.
APPRO S TO FOR JACKSON COUNTY, MISSOURI
/ ' By: \l

filiam/. Snyder Michael D. Sanders
Acting County Counselor County Executive



ATTEST: KANSAS CITY FREE HEALTH CLINIC

Ma e osdpine by Mhiclan U Lot

Mary Jo Spino [/ ¥ ¢ Executive Diregtdr

Clerk of the Legislature [%
F- 054 7293
Fed.l.D.#orS.S. #

REVENUE CERTIFICATE

| hereby certify that there is a balance otherwise unencumbered to the credit of the
appropriation to which this contract 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 $58,825.00 which is hereby authorized.

Date%%ﬁ“ 39, 2494 W

Director of Finande and Purchasing
Account No. o222 — 7 704-SL7 85

77047000 60 /
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Section A: Organization or Agency Information . . . 77775 A Gy, Missoum  page 1
Section B; Agency's 2009 and 2010 Revenue informauon ........ page 2
Section C: Individual ProgramBudget . ... page 3
Section D: Program Information ... " pages4-8

Section A: Organizati'on' or Agency Information

Name: Kansas City Free Health Clinic
Address: 3515 Broadway, Kansas City, MO 64111-2537
Phone No; 816-753-5144 Fax: 816-753-0804

Website Address:  wwwhkefres.org

Federal Tax ID No: 43-0967292 " Fiscal Year Cycle; 4/1/09 1o 3/31/10
Name and Title of Contact Person: Sheridan Y. {Sheri) Wood, Executive Director
Phone No: 816-777-2763 Email Address; swood@kefes.ora

Progam Name

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

Section A



Section B: Agency's 2009 an__d.201:0 Re_v:_e'm_ue _lﬁforniatipn___-:_ SR

Agency's 2010 Total Projected Revenue Projected % of

Funding Entity Source You Will Request 2010 Fundlng From Amount Total Revenue
Federal Department of Health & Human Services s 4,324,068 58
Jackson County Legistature and Mental Heallh Levy 5 541,000 7
City ] [Clty of Kansas City, MO Health Levy $ 503,500
gg?;gi:ﬁ:g Restricted program funding TBD 3 1,232 587 17
United Way Program Allocations % 88,840 1
Fundraisers Corporate Sponsorships & individual attendees % 270,029 4
Charity/Donations . |Clinic Unrestricted Donations $ 393,260 5
Other Misc income {i.e. Interast/Medical Records Fees) {$ 44,184 1

2010 Total Projecled Revenue 3 7,397,538

i L U e ST - oo fas gt ait A L R ‘;“ SR
Enlethrormation i

Ay JECNS7¢ etk
i Rt homie b et ety ,Ea,,-_;mﬂ,_;g L Ar L Y kel

Agency’s 2009 Tolal Revenue % of
trunding Enfity Source You Recelved Funding From Amount Total Révenue
Federal Department of Health & Human Services $ 4,362,688 &1
Jackson County Legislature and Mental Health Levy $ 416,500 6
City Clly of Kansas Clty, MO Health Levy $ 508,808 7
Foundations/ Restricted program funding {listing available upon [ ¢ 1,087,131 18
Corporalions request)

United Way Program Allocations 3 88,840 1

Fundraisers Corporate Sponsorships & indlvidual altendess $ 283,340 4

Charity/Donations  JClinic Unrestricled Donations $ 383,720 5

Other {please list) _IMisc Income (i.e. Interest/Medical Records Fees) [ 8 29,011 e]
2009 Towal Revenue §

pleas Asolres Amolint it pradiants

T BaanC e CaRd TN \ag TTo yaRksaColinty Iy
T

Rt v =y N
Jackson County Funding Source Yes Nog Amount Praogram Name
COMBAT O 8 }
Mental Health Levy 1 $ 200,000 Behavioral Health
Board of Sarvices for Develapmentally Disabled 0 B -
Domastlc Violence Board . % -
Housing Resources Commission O 5 .
Cutside Agency Program ) $ -
Jackson County Lagislature L4 % 142,500 Gen Medicine/Dental
Jackson Gounty Legislaiure = $ 65.000 ASO Coliaboration

3008 Total Jackson County Funding $ 416,500

Seclion B



Section G: REVISED Individual Program Budget

Complete a separate program budget for each program your agency is applying for funding. Proaram
Name, Priority, and Total Program Request Amount from this sheet must match informatio.r enfered
: wider Page 1, Seclion A. : e

SSOUR

- - . D
Agéncy Name:  Kansas City Free Health Clinic y 8 288
S éoz
] - - >
Program Name: General Medicine and Dental Program Priority: Ll 1%?3, %gg
O, 25y
=
FOAE:;:%;%%‘_"“__ % i Eje, AR T i ol
No. of Hours A"””ai Fours
Position Per Week orAnnually FTE Rate Rate

Registered Nurses ‘ ' 40 2080 060 | $47,381.84 ) % 28,429

Medical Assistants 401 2080 0.50 | $26,983.68 | $ 13,492

Dental Assistant 40 2080 0.50 | $20,028.00 | $ 14,964

Volunteer Coordinator 32 1664 0.50 | $44,04220 | $ 22,021

- $ .
. $ -

Total Salaries 3 78,906

Total Benefits {18.5%) 3 14,598

Other {occupancy, equipment maintenance, professional insurance, etc) 3 8,094

Total Personal Services $ 101,698

Medical and Dental Supplies and Pharmaceuticals $

Equipment (instrument and computer replacement) $ 3,600
Printing $ 893
Postage $ 600
Office/Copying Supplies $ 707

Total Supplies $ 11,660

Indirect Cost Allocation (13.4/13.8%) $ 15,1 05

Total Program Request $ 128,963

Section C



Section C: REVISED Individual Program Budget

Complete a separale program hudget for each prograst your agency s applying far funding. Pregram
Name. Priority. and Tolal Program Request Amount lrom this shesl imust match information eniered

age
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DEC 29 2009
JACKSON COUNEY

AUDITOR'S OFFiCE
KANSAS CITY, MISSOUR:

R 5 sl SR OTSONAl DBIVIEe S = iy fde gimbte e
‘ No. of Hours X
Position Per Week FTE Rate Rale
Kansas City Free Health Ciinic
HIV Prevention and Counseling Staff [ 8] o020 $33000$ 6,600
(as neaded)
Fringe Benefits/payroll taxes (18.5%} : $ 1,221
Other (occupancy, equip maintenace, professional insurance, etc.) $ 738
Good Samaritan Project
Prevention Coordinator f 188! 0.09! $32,500] § 2,708
Fringe Benefits/payroli taxes (1 9%} § 515
SAVE Home
Residential Care Staff [ 10s2]  os2] $30200 s 15,671
Fringa Benefitsfpayroll taxes {23.5%) 3 3,604
' Total Personal Services $ 31,057

Good Samaritan Project

\Peer Support Leader ($200/mo incentive) 8 2,400
Total Contractual Services| $ 2,400

Kansas City Free Health Cilnic

Program supplies {risk reductionfiest kitsfiesting incentives) $ 8,974

Printing {referral cards/education brochures} $ 1,264

Office/copying supplies $ 156

Good Samaritan Project

Safer sex kits {condoms, lubricant, etc.) 5 1,000

Printing $ 500

Mileage for testers and Peer Support leader $ 00

Ofiice supplies—general $ 300

Occupancy and communication for dedicated room and lesting phone fine $ 1,500

Emergency assistance {rentelectricitransportation) for HIV/AIDs+ clients 3 7,807

. Total Supplies $ 20,501

Kansas City Free Health Clinic

Indirect cost rate agreement (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 $ 58,826




Kansas City Free Health Clinic

Job Description
Position: General Medicine Discharge | Exempt Status: Work Status:
staff Nurse EXEMPT Fuil-Time
Job Code: OSHA — 1 High Exposure Division: General Medicine
Reports To: Director of General Medicine ~—TDate: February2009 |
Jab Summary

The General Medicine Discharge Nurse is responsible for the implementation of the nursing process
with all General Medicine patients. He/Sheis responsible to assure {hat direct patient care and
provider support is provided during all Gerneral Medicine clinics and that Clinic chronic care protocols
and standards of practice are consistently followed by ali providers. He/She coordinates telephone
triage, internal and external referral processes and acts as a liaison with internal departments and
services regarding shared patient issues.

Duties and Responsibilities:

Clinical

1. Provides direct patient care under the guidance of the Director of General Medicine and the
General Medicine Clinical Director.

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

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

Pravides chronic disease health education 1o selected patient populations.

Assures appropriate and adequate steff and volunteer support for all Genetral 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 refllls processed ina timely manner.

Collaborates with the General Medicine Clinica! Director to assure the safety and effectiveness of

dispensary services.

a. Coliaborates with all Clinic services to assure that patients access all needed available services.

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

11.Performs automated hematology procedures, as necessary.

12. Performs other duties as assigned.

o

©No

Administrative:

1. Collaborates with Director Generai Medicine and General Medicine Clinical Director in the design,
impiementation and evaluation of all General Medicine programs.

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

Coliects data and provides reports as requested.

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

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

Performs other duties as requested.

BNDOD DN



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

Education: ‘
1. Assures patient education materiats relevant to chronic disease prevention and health promotion
are current, relevant and readily 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.

o b

Emplovees Supervised:
Norne

Required Knowledage and Skilis:

Ability to work as a team member. Must be able to handle multiple tasks, while meeting deadiines.
Excellent verbal and written communication skills. Demonstrated leadership ability. The abiiity to
relate to a broad and diverse spectium of our community and listen to clients in a non-judgmental
fashion is a requirement.

Education & Expetience:
Registered Nurse with BS in Nursing preferred. Valid Missour licensure. Experience with

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

Physical Demands/MWorking Conditions:

Intermittent physical activity including walking, standing, sitting, liting and supporting of patients,
Will be exposed fo vitus, disease and infection from patients In working environment.
Will be required to work extended periods and flexible hours based on clinical need.

May experience 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 Code: OSHA — 1 Division: '
.| High Exposure General Medicine
Reports To: Date: 1/10/02
Director of General Medicine

¥

Job Summary: .
The General Medicine Clinic Assistant Is responsibie for the implamentation of the nurging process with

patients seen in the General Medicine Clinics. Hefshe is responsible for the day to day coordination of patient
care issues and neads. Oversees the volunteers’ activilies, provides support and also acts as a resaurce to the
volunieers. Assists with program planning and impletnentation 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
mat,

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 fo be
seen as a walk-in during scheduled clinics.

4. Provide telephone consuitations and respond to incoming phone calis related to
general medicine services. .

5. Parform venipunclure, process laboratory specimens for transport, and process lab
Results per established protocols.

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

7. Assist patients and/or families in accessing social services such as financial
assistance, safe housing and abuse prevention services.

8. Pravide TB lesting and subsequent readings in an appropriate time frame.
9. Assist with staffing of the Dispensary and other areas as assigned
10, Provide general medicine nursing support for general medicine clinics at both

Midtown and Eastside localions.

Administrative:

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

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



3. Coordinate schedule with Team Leader and Offlce Manager.

4, Collect data and provide reports as-requestad.

5, Participate in the development and implemeniation of clinical policy and procedure.

6. Particlpate in the development and implementation of General Medicine grants and programs.

7. Coordinate tha volunteer assignments according to the needs of the clinic.

Education:

1. Provide appropriate and on-going patient education.

2. Assist in providing staff and volunteer development activities

3. Provide orientation lo new volunteers, students and employees.

4. Assist in the development, acqulsition, and evaluation of patient education materials,
‘ Assist with other duties as raguesied.

Required Knowledge and Skilis:

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

Physical Demands/Working Conditions:
1. Ability to work as a team member.

Ability to handle multiple tasks at one time.
Abitity to relate to a broad and diverse spectrum of our community.

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

;s woN

Abllity 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
1o 5:00 pm. Hours are approximata and may vary. ( Le,, if there is no evening clinic, hours will be 9-5, orif
clinic runs late in evening).

Position Requirements:
Certified Medical Assistant, Pharmacy/Medication Technician, or Certified Nurses Alde with valid Missouri
license. Require thres to five years experience in. Prefer two to three years of health care expetience has been

in & community health setting.




KANSAS CITY FREE HEALTH CLINIC

JOB DESCRIPTION
Title; Dental Assistant OSHA Rating: 1-High
Exposure
Division: Oral Health Status: Non-Exempt
Number of Employees 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 ta volunteers and students.

Essential Functions:
1. Provide direct patient care under the guidance of the scheduled dentist in accordance with established

protocols and standards.

2. Maintains safety of environment by following OSHA standards as outlined in the ugafety Manual™,
3, Maintains an appropriaie supply of dental materialg and sterilization supplies

4, Coordinates routine equipment maintenarce and reports problems with equipment and supplies to the

dental coordinator.
Orients volunteer dental assistants and assures that they comply with Clinic policy and procedures.

Documents patient care appropri ately and in a timely manner.

Provides good customer service,
Participates as a team member with oral health prograin staff and the Clinic as a whole.

Other duties as assigned.

Do

Minimum Requirements:

High school diploma ot GED required.

Successful 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 to 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.

SRR

Physical Demands/W orking Conditions:
This position may be exposed to virus, discase and infection from patients in working environment;

The cmployce is expected to travel by automobile and is exposed to changing weather conditions;

May be expecled to drive lo staff meetings, and any other mectings that concern the dental department.
May experience traumatic sifuations including psychiairic traumatized and deceased patients;
Employee will primarily sit or stand for extended periods if time with periods of high activity. Some
lifting is required. )

SRS S



Kansas Clty Free Health €linlc
Job Description

Positlorn: Exempt Status: | Work Status:
Volunteer - Staff Liaison/Coordinater Exempt Full-Time
Job Code: OSHA -3 Divisiom '
Low Exposure Development

Roapaorts To; Data:

Director of Developmaent

JOB SUMMARY: This muHi-faceted position is responsible for all aspects of the Clinic’s volunicer program
as well as serving as the liaison between Clinic Staff and Clinic Volunteers, It is the ultimate goal that this
person will be critical in enhancing patient and client services by serving as the linison between staff and
volunteers. This person will continually work to build and maintain positive relationships, inferactions, and

conunumications between the two,
DUTIES AND RESPONSIBILITIES:

Volonteer Coordination

Critical to the daily opemtlons of the Clinie is the mvolvemem of dedicated and skilled volunteers. The ratio of

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

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

s+ Drovide leadership. information dissemination, and training for Clinic staff concemmg vohmtecr
importance, managenient, training and supervision,

¢ Provide close monitoring and supervision of all aspects of volunteerism at the Clinie: adherence o policies
and procedures, timeliness and attendance, skill level, customer service attitudes, ability to work for and
with Clinic stail and other volunteers, ete.

o JFrom observations, moniforing, supervision and interactiuns with all areas of Clinic and all Clinic staff, be
able to anticipate and make recommendations for volunteer numbers and skills needed.

«  Develop and implement targeted volunteer recruitment efforts when riceded to secare volunteers for all
program and areas of the Clinic; recruit and/or help recruit volunteers as needed and when possible to
support activities and events hosted by the Clinic as well as activities and events that involve the Clinic

¢  Schedule valunteers for General Medicine Clinies (including Dental? Clinies) at al Clinic locations.
Maintain master calendar for all-Clinic usage. .

s Manage the volunteer application process including application evaluation and modification, interview,
screen, and assess conumitment Jevel, raining required, program referrals and follow~up with all volunteer
applicants on a timely basis regarding their application status.

*  Provide lendership for ali volunieers, including students and interns, including their umntahon to the
agency, the facilitation of overall training session, and assistance when needed 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 velunteer hours

»  Oversee the maintenance of the volunteer filing system including tvacking of all required license status and
the submission of the State Legal Expense Fund Annual Repart.

¢ Develap and implement volunteer recognition/appreciation activities - annual volunteer appreciation event,

birthday, pet wall, congrats cards, and inftiate new recognition activities (ie.. letters to medieal
associations or Dean of Students for student volunteers).
Publish monthly volunteer newsletter.



Staff - Volunteer Linison
Because the ratio of sfaff to volunfeers is 50 high at the Chinic and because of the fast-paced environment at the

Clinic, 1:3, it is imperative thatan established, highly functioning, 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
seamless functioning. As such, the responsibilities for the. position also include

« Daily andfor weekly monitoring of recards and reports regarding involving clinics held, roomn usage,
clinics cancelled, appointment scheduled, open appotitments, appointmett cancellations, patient DNKAs,
etc.. to be able to report variances, trends, and/or problem areas.

e  Attend monthly meetings of all depariments to present information reparding volunteer efforts in the
departiment and secure from department staff information regarding clinie scheduling/master ¢alendar
maintenance and/or issues, volunteer needs andfor coneerns as well as to present information of relevance
yegarding staff-volunteer relationships, interactions, and communications.

«  Work closcly with snd meet weekly with clinical directors to

Review and update the master calendar :
Report findings from record and report monitoring
Help identify problens and help determine correction needed
Help identify gaps in current services and need Jevel for new services
Help monitor the need fevel of current services/chinics and determine apdates/changes needed
Help identify opportunities for improvement wn timely tuenaround of patient and chent visits
s Develop and implement a clear procedure and policy for handling complaints befween staff and volunteers

General
v Meet regularly with Depuitment Director to make recommendations and relate problems. opportunifies and

goals related to area of responsibility.
s Report monthly ata Director’s Meeting
o Maintain appropriaie confidentiality of all chent-related infornation.

REQUIRED KNOWLEDGE, SKILLS AND PERSONAL QUALIFICATIONS

e Bachelor's degree referred. .

¢ Two years expericnce in & non-profit setting with volunteer management and publicity experience.

»  Ability 1o clearly and appropriately represent the Clinic to the public. and to affect the public perception of
the Clinic's services and vision to all gudiences,
Extensive computer knowledge of Microsof products and desktop publishing software.
Ability to work within and contribute to a team oriented working environment and to resolve conflict ina
construclive manner.

PHYSICAL DEMANDS/WORKING CONDITIONS
« Intermittent physical activity including walking, standing, sitting,
e Ability to work under siress with interruptions and multiple deadlines,

The ubove information iy intended (o duscribe the must importan aspects of the job. This job description is
not intended to be consuued as an exhaustive list of all responsibifities, duries and skills required in order io
petform the work.

Approved:

Employec Supervisor/Munager

Date Dare



KANSAS CITY FREE HEALTH CLINIC

JOB DESCRIPTION
Title: Prevention Specialist Exempt Status: | Work Status:
Exempt Fuil-Time
Division: Community Services Job Code: (i.e. OSHA -3
High Exposure)
Number of Employees This Position Supervises: Zero Budget Size:
Reports To: Pravention Manager Date: 7/1/08

General Summary:

Overall, this position will provide a variety of HIV preventian Interventions targeting high risk
communities. Methods of service delivery will Ingude, but is not iimited to Individual and group
Jevel risk reduction prevention education, HIV testing, outreach in public settings, community
presentations, follow up and support services for newly infected individuals to ensure linkage to

carg services.

Minimuin Requirements:

« Bachelor's Degree in social work, psychology, sociology or related flefd preferred.

» Six months experience in healthcare or refated fleid.

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

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

After Hire Requirements: ‘

«  Within 90 days, attend and successfully complete the State of Missouris CDC approved
HIV/AIDS Basic Fundamental, Prevention Counseling, Partner Counseling and Refarral
Services, and rapid HIV testing fraining programs.

»  Within 90 days, attend and successhully complete tralning for approved program pravention
model(s) fo be implemented (i.e. CDC SAMHSA etc).

Essential Functions:

» Implement and maintain scope of work objectives detailed in Kansas City Heualth
Department (KCHD) Health Education and Risk Reduction contract(s) assigned.

~ Implement and maintain scope of work objettives detailed in other Kansas Cily Free Heaith
Clinic conlracts/grants as assigned.

=  Provide Individual and group level prevention education services for target populations
assigned {i.e. Caucasian and African Amarican MSM's) who are at risk for HIV infection
using the program model selected by the Clinic.

«  Provide comprehensiva, client-centerad HIV risk reduction counseling and tesling services
for cllants requesting this service.

»  Provide clients with HIV test results in a client-centered and coniidential manner.

» Ensure that clients with an HIV positive test resulls receive post-test counssling and are
linked into medical treatment and support services.

«  Following the Missouri Department of Health/Kansas City Health Department standards,
provide partner counseling and referral services (PCRS) for newly diaghosed HIV+
individuals. Submit paperwork to the Prevention Manager andior STD Prevention



Coordinator for review 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 efements ete.) .
in an accurate, thorough, and timely manner.

»  Make referrals for clients with an HIV negative test resuit to Clinle and/or other community
risk reduction counseling prevention programs.

» Provide follow-up for all referrals made (i.e. linkage to care, substance abuse treatment etc.)

.« Disseminate educational materials and safer sex tools to clients during program related
activities.,

= Assist in the marketing of program services.
Observe timely preparation and subrnittal of program repotts as indicated by supervisor,
Collaborate with the Data Management Spedialist and Evaluation Coordinator on program
evaluation activities.
Provide stafistical information as requested by supervisar.

= Supports the mission and vision of the Kansas GHy Free Health Clinic.

« Operates as a team member of the Kansas City Free Health Clinlc; supporttng other staff
members when needed. _

» Al duties as assigned by Department Director or Senior Staft Membets when required for
the smooth operation of the Clinic andfor its Administrative functions. Perform other duties
as assigned that are related fo prevention education programming.

Physical Demands/Working Conditions:

» “While performing the duties of this job, the employee is regularly required fo talk or hear.

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

«  The employee Is expected to travel by automobile and Is exposed to changing weather
conditions,

« WIli be expected to drive to community meetings, client homes or other agencles.

» This position may be exposed to virus, disease and Infection from patients in working
ehvironment

= May experierice raumatic situations including psychiatric and deceased patients.

= Employse will regularly have to lift up to ten pounds.

Ermnployee Printed Name

Slgnature and Dale

Supervisor Signature and Date




KANSAS CITY FREE HEALTH CLINIC

JOB DESCRIPTION
Title: Youth Prevention Specialist Exempt Status: Work Status:
. Exempt Full-Time
Division: Community Services - Job Code: (i.e. OSHA -3
High Exposure)
Number of Employees This Posifian Supervises: Zero Budget Size:
Reports To: Prevention Manager Date: 6/2007

General Suminary: Overall, this position will provide a vartety of HIV prevention interventions targeting high risk
youth. Methods of service delivery will include. but is not limited 1o FIIV testing, outreach in public settings, community
presentations, follow up and support services for newly infected individuals to ensure linkage to care services,

Minimum Requirements:

a
)
L 4

Bachelot’s Degree in social work, psycholoyy, sociology or related field preferred.

Six months experience in healtheare or related field. :

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 Requiremenis:

. Within 90 days of hire, attend and successfully complete the State of Missouri’s CDC approved HIV/AIDS Basic
Fundantental. Prevention Counseling, Partaer Counseling and Referral Services, and rapid HIV testing training

programs.
Within 90 days of hire, attend and successfully complete training for approved progratn prevention model{s) fo be

implemented,

Essential Functions:

=

. PROGRAM PLANNING AND DEVELOPMENT: )
Actively collaborate with and support the Missouri Departiment of Health and Senior Services (MBDEISS) Youth
Program Manager in the develapment and implementation of various program activities at the state and loeal 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. ‘
Integrate $TD, Hepatitis, Teen Pregnancy Prevention, and other youth-focused messages into program conponents,
aclivities, and materials,
Identify snd engage other stakeholders and persons/agencies/programs that should be represented on the Statewide
and/or local Youth Subcommittee or who should %ake an active role in the ongoing development of this program or
with whom this program could coordinate and/or integrate activities and messages.
Identify various community-based organizations or types of organizations that should be approached as potential
pariners/support on these projects. '

. COLLEGE-BASED QUTREACH/EDUCATION:
Contact arca colleges and universities to arrange for presentations to education niajors for the purpose of prometing
youth-focused healthy behaviers and HIV/STD prevention niessages to prepare them for delivering effective health
education programs in their future teaching positions, as well 13 10 recruit students [or potential internships delivering
middleshigh school health education presentations and developing school-based peer-gducation programs.
Contact various arca colleges and universities to arrange for presentations to rursing. social work. and students of
other health-refated majors to promote public health programs as futbre careers as well as (o recruit students for
developing HIV/STD prevention programs at the eollege/untversity.
Coordinate with the MDHSS Youth Program Manager and area cotlegesfuniversitics to arrange poterifial intenships.



Provide ongoing support to health education programs, health educators, and peer groups, including training, techmnicat
assistance, educational materials. and other resources. -

3, SCHOOL-BASED PROGRAM 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.

» Contact various area middle and high schools to arrange for presentations to student groups/organizations for the
purpose of promoting, developing, and recruiting students to implement peer-based healthy 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.

. COMMUNITY-BASED ACTIYITIES: ;
Identity and contact various community-based programs and organizations to develop and support effective youth
" development programs and parent-driven programs related to Healthy Behaviors and Prevention Education.
»  Identify varicus community-based organizotions or types of organtzations that should be approached as potential
partners on this project.
» Provide ongoing support to the participating community-based programs as needed, including teaining, technical
agsistance, educational marverials, and other resources.

LI -

5, CARE AND TREATMENT ACTIVITIES:
»  Coordinate contract/program activities with Ryan White Part D (Title [V} program.
»  Actively participate in and support varjous local and statewide youth-focused HIV care and treatment activities,

promoting youth development and healthy behaviors concepts and recruiting youth ¢liems 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 HIVISTD/Hepatitis testing opportunities for youth in various clinical and outreach seltings.

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

» Following the Missouri Department of Health/K angas City Health Department stanclards, provide pariner 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 Departnent for Pariner Notification and follow-up services.

a  Compleie client paperwork {counseling and festing, referrals, data collection elements ete.) inan acc;:rate.thorough,

and timely manner. .
x  Refer clients with an HIV negative test result to Clinic and/or other community risk reduction counseling prevention

programs.

7. ADMINISTRATIVE ACTIVITIES:

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

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

»  Provide statistical information as requested by supcrvisor.

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.

= Al duties as assigned by Department Director or Senior Staff Members when required for the smooth aperation of the
Clinic and/or its Administrative functions, Perform other duties as assigned that are reluted to preventon educalion

programming,

Plhiysical Demands/Working Conditions:

While performing ihe duties of this job, the employee is regully requived to talk or hear.,

The employee regularly is required fo stand and move about the building.

The employee is expected t© fravel by automobile and is exposed to changing weather conditions,

Will be expected to drive to caromunity meetings, client hames or other agencies.

May cxpericnee traumotic situnations including psychiatiic and decenscd paticnts,

‘This pesition may be exposed to virus, disease and infection frotn patients in workiny environment.
. imployes will regularly have to lift up to ten pounds. :



KANSAS CITY FREE HEALTH CLINIC
JOB DESCRIPTION

Position: CATS Prevention Specialist Exempt Status: Work Status:
EXEMPT Full-Time

Joh Code: OSHA - { Diviston: Commimity Sarvices

High Exposure

Reports To: Prevention Manager .| Date: 919405

JOB SUMMARY:

.This position is responsible for assisting with the coordination of the day-to-day operations of the

Clinic's M1V Counseling and Testing program, This position works with the Prevention Manager,
Counseling and Testing Program Coordinator, Evaluation Team. rapid lesting tearn, and volunteers o
ensure that HIV lesting services are provided to clients,

DUTIES AND RESPONSIBILITIES;

» s ¢ 9

Oversee the accurate and timely completion all HIV CATS (Counseling and Testing) client files and
sean sheets, '

Ensure that HIV tests results are posted in timely fashion.

Provide FIIV 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
profocols,

Order program supplies as necessary (i.e. testing supplies, safer sex kits, forms, educational
brochures, harm reduction supplies). ] '

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

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

Assist with the development of program reporis.

Assist with the coordination of program evaluation activities with the Clini¢'s Evaluation
Deparement,

Work with other HIV Prevention teamn members (including studems and volunteers) to ensure the
provision of holistic prevention services fo clients and their families.

Assist with the development and implementation of program-marketing activities,

Attend relevant community meetings as appropriate.

Other duties as assigned,

EDUCATION/EXPERIENCE

Rachelor's Degree and/or at least 2 years experience in HIV/AIDS prevention or community related work
required. Counnseling experience preferred.

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

Approved:

Prevention Manager Employee

Lyate Dale



KANSAS CITY FREE HEALTH CLINIC JOB DESCRIPTION

Position: STD Prevention Coordinator | Exempt Status: Work Status:
EXEMPT Full-Time
Job Code: OSHA -2 Division: 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 detivery of
sexually transmitted disease (STD) prevention services, including HIV counseling and testing activities, This
position recrusits, coordinates, and supervises voluntesrs and students who provide HIV and other STD testing
services. This position assists in the supervision and coordination of various {esting clinics and provides tesiing
services as appropriate. In addition, is responstble for data management and funder reporting in collaboration with
the Evaluation and Prevention Managers.

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

services m the ¢linic setting.

3. Coordinate and supervise various HIV/STD prevention and testing elinics {i.e. schednled and/or walk-in or
community based), wcluding ensuring that adequate stafffvolunteer resources are avatlable 1o provide HIVISTD

services at all tiumes.

3. Assist with the coordination of community outreach programs that involve STD and HIV counseling and
testing services.

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

6. Ensure the implementation of routine quality management activities conceming all program activities (i.e.
client records, 1esting Togs, lab processes, ete.).

7. Oversee the accurate completion of all client files and assaciated paperwork (i.e. scan sheets, 1ab requests, etc.)

g, Internally post HIV/STD results and complete appropriate follow-up paper work in e timely fashion (i.c. health
departmont reputated reports for the reporting of JITY and other STD's}

9, Ensure {hat Pariner Elicitation seryives ure gompleted with all reporiuble STD'S (including HIV) following
Missouri Department of Health guidelines (i.e. field records, etc.)

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

11. Work with the C 1inie’s Evaluation Department to efficiently mnintain alt database programs associated with
HIV/STD prevention services provided.

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

13, Maintain and revise s needsd 4 program manual relevant 10 HIVISTD prevention and testing activities {ie.
poticy and procedures).



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

15. Ensure program volunteers and staff are Irained to provide HIV/STD prevention services utilizing the program
manval as a training tool, Ensure that program volunteers adhere to the program policies and procedures set forth
in 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 RCHD.

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

18. Coordinate program related communication with all program staf¥, volunteers, agency and community (via
mai, e-mail, newsletiers, etc.).

19. Develop and implement program marketing strategies,

20. Order program supplies as necessary.

21. Work in eollaboration with Prevention Manager to ensuve all grant reluted deliverables are met including
budyet expenditures,

22, Coordinate KCHD and DHSS quality assurance site visits and constantly monitor QA requirentents 1o ensure
compliance,

23. Ensure that all program related reports are completed and submitted to the appropriate agency and Prevention
-Manager in a hmely manner,

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

25, Assist with the development of grant proposals and program reports 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,

EDUCATION/EXPERIENCE: Bachelor's degree required, Masier's degree preferred, in the field of public
heaith, public administration, community health education, social work or related field. Three years experience in
program administration including contract management. supervision, and data management preferred. Experience
working with volunteers prefiired. Demonsirated ubility Lo effectively use varfous duta base and word processing
applications required.

PHYSICAL DEMANDS AND WORK CONDITIONS: While performing the duties of this job, the employee
1s regularly required to talk or hear. The employee regularly is required 1o 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 to
drive to community meetings, client honies or other agencies. May experience trabmatic situations including
psychiatric and deceased patients.

The above informarion is intended ro describe the most important aspeces of the job. 1t is not imended 10 be
construed as an exhastive lve of all vesponsibilifies, dutles and skills requived in order to perform the work,

Approved: .



SAVE INC.

JOB DESCRIPTION
Title: Resident Care Staff
Reports To: SAVE Home Manager
Job Summary: This position provide support to {he residents and assist the

Resident Care Coordinator as deseribed in the misston statement,

will provide supervision and assistanice with activities of daily
living to the residents of the home and provide inpat fo the SAVE

Home Manager on the daily needs of individual residents.

Duties and Responsibilities:

General:

Implements the policies and pracedures of SAVE [Home.

Ensures the safety 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 environment for residents’ use in the
common living areas and in the residents’ rooms.

Makes suggestions and recommiendations for changes in operations and
procedures to the SAVE Home Manager to enhance the safety, securily and
comfort provided to the residents. .

Provides supervision o residents and volunteers in emergency situations when
necessary, providing timely communication to appropriate levels of senior statf as
indicated, i.¢., during fire, Jornado 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. fricnds and volunteers in a considerate and professional mauner.
Identifies resident CONCEMNS and contributes to their resolution wtilizing available
resources. :

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

Maintains documentation in the resident record every shift, including admission
data, SRO application, health status observations, interactions with family/friends,
observations of mental status, as well as problems and concerns refated to the
residont. :



Staff:

* Roufinely communicates residence issues to SAVE Home Manager.

* Orients new staff and volunteers, as assigned.

= Muintains 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 observation skills,

Good physical and mental heaith.

Knowledge of AIDS and its related ilinesses.

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

" Successful completion of educational programs thal enhance the skills and
abilities of the Resident Care Staff in relation to activities of SAVE Home.

The ubove inforimation is intended to describe the most imporiant aspects of the job, It is
not intenced to be construed as an exhaustive list of ull responsibilities, duties and skills
required in order to perform the work,

4-2-2003
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