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Request for Information

1.} In your answer to question #10 of the application, you stated that you intend to transport
people “from points in the counties of Dauphin, Lebanon, Cumberland, Juniata,
Lancastcr, Northumberland, Schuylkill, Snyder and Perry to points in Pennsylvania, and
return.” Will you be exclusively transporting clients who are utilizing Kena Care Home
Health Care services, or is it your intention to transport individuals of the gencral public?

Also, in your application you mention that transportation services will be arranged via
contracts with County personnel working with the ID/A (Intellectual Disabilities/Autism)
population. Who is scheduling these rides, and who is paying who? Pleasc claborate on
this process. and who exactly you plan on transporting with your service.

2.) You failed to adequately answer all aspects of question #5 of the Verified Statement of
Applicant. Please review Title 52 Pa Code §29.501-509 Driver Regulations to scc what is
required of motor carriers.

a. Agce Restrictions;

i. In your employee qualification attachment, you mention a minimum age
for drivers of 18 years of age. However, you fail to identify any of the
stipulations that allows for a person aged 18 years old but under 21 years
of age to operate a motor vehicle in paratransit service as required by Title
52 Pa. Code §29.503(b). If you intend to hire drivers 18 years of age but
under 21 years of age, then please provide a policy that adheres to above
mentioned regulation. Otherwise, please revise the minimum age for
employees of your paratransit service.

b. Your system for conducting criminal background checks;

i. How often will the criminal background checks be conducted?

1. How will you maintain records (record retention} of the criminal
background checks performed?

¢. Your system for conducting driver license/history checks;
i. How often will these checks be performed?
ii. How will you maintain records (record retention) of such checks?

3.) In question #7 of the Verified Statement of Applicant you are asked to describe your
vehicle safety program. You stated that staff is expected to preform daily inspections and
a more thorough monthly inspection, but you failed to identify any type of service
schedule for your vehicles. Nor did you provide your system for ensuring your vehicles
will continuously comply with applicable Pennsylvania vehicle equipment standards (67
Pa. Code, Chapter 175.) Please provide the aforementioned information.

PLEASE ANSWER THESE QUESTIONS THOROUGHLY ON A
SEPARATE SHEET OF PAPER

Data Request Letter — 10 Day Letter
Rev. 2/19/21
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RE: Application of Kena Care Home Health Agency LLC
Request for additional information

1. Will you be exclusively transporting clients who are utilizing Kena Care Home Health
Care services, or is it your intention to transport individuals of the general public?

A: Transportation will not be exclusive to Kena Care Home Health Care clients, although clients
may be transported as part of the Home Health Care services. Kena Care will primarily be

transporting individuals with intellectual disabilities, developmental disabilities or autism
(ID/A).

Whe is scheduling these rides, and who is paying who? Please elaborate on this process,
and who exactly you plan on transporting with your service.

A: Rides will be scheduled by county Supports Coordinators and Kena Care based on the
individual’s schedule of services and activities in the community. Transportation for the ID/A
population is paid via various Medicaid waivers. Kena Care will bill the waiver through
Pennsylvania’s PROMISe system. Rides provided to others will be on a cash basis.

2a. Age restriction

A: Employee Qualifications policy revised to direct Kena Care to not hire anyone under age 21.

2b and 2c. How often will the criminal background checks and driver checks be
conducted?

A: Policy states that these checks will be done upon hire, prior to transporting riders, and at Kena
Care’s discretion thereafier.

2b and 2¢. How will you maintain records (record retention) of such checks?

A: Employce records will be maintained and managed per Kena Care’s Employec Personnel
Records policy (See attached).
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Employee Qualification

Policy

Prior to hiring a prospective employee, the Administrator of Kena Care will ensure that each
candidate meets the necessary staff qualifications. This includes minimum age, background and
driver checks and Siate and Federal data base screening.

Procedure

1.

Upon interest in a position, a prospective employce will fill out an employment
application. If the applicant is less than 21 years old, the process will stop here.

The prospective employee will go through the interview process, to determine whether or
not they are qualified for the position for which they are interviewing.

If qualified and Kena Care wishes to continue in the hiring process, the company will
make the prospective employee an offer, pending the results of the following:

State and Federal database screening:

Prior to hire, the Administrator or designee will screen all applicants, and prospective
contractors, to ensure they are not listed on the LEIE (List of Excluded Individuals and
Entities), SAM (System for Award Management) and DHS’s Medicheck system. This will
be done online at each respective website.

2. If the applicant or contractor’s name appears on any of the exclusions lists, Kena Care
will not continue in hiring the individual or contracting them for scrvices.

3, Kena Carc will keep a list of all employces verified through the ¢xclusion list screening as
well as a list of all contractors and service providers authorized through the exclusion list
screening.

4. All active employees and contractors will be screened on a monthly basis to ensurc
ongoing compliance.

Drug Screen:

|. Prospective employees will need to submil for a drug screen in accordance with Kena
Carc’s drug-free workplace policy.

2. Any candidate returning a positive result for illicit or mood-altering substances will be

disqualified from the hiring process.



In order to assure a drug-free workplace, Kena Care may further require staff to submit to
a drug screen should a report or other suspicious activity prompt additional checks. Any
staff involved in an at-fault vehicle accident will automatically be screened for substance
use. It is prohibited for any employee to manufacture, distribule, possess or use illegal
substances or alcohol while engaged in any work or job function for Kena Care.

Criminal Background checks:

1.

Prior to working for Kena Care a prospective cmployee must submit for a Pennsylvania
State Police Criminal Background check.

Should a candidate report that s/he has been a resident of any other state at any time in the
past two (2) years, an application for a Federal Bureau of Investigation (FBI) criminal
history record check shall be submitted in addition to the Pennsylvania criminal record
check.

Should a criminal record exist, Kena Care will take the following into consideration in
making the determination to employ the person:

a. The nature of the crime(s)

b. The facts surrounding the conviction

¢. Time elapsed since the conviction

d. Evidence of the person’s rehabilitation

€. The nature and responsibilities of the job position

Kena Care will check all of its active employees at its discretion should any report or
suspicious activity prompt additional checks.

Dnver’s Vehicle Records check:

Prior to a job offer to a perspective driver, a driver's motor vehicle records check will be
complcted for cach applicant.

Any candidate will not be cligible for hire based on the following criteria:

a. A combination of 3 motor vehicle violations or accidents within the past 2 years
b. Any driving infraction relating to the usc of drugs or alcohol within past 3 years
c. Having an invalid or suspended license

All active employees will need 10 show proof of valid driver’s license and vehicle
insurance on an annual basis. Employees must report to administration any lapsec or
suspension of license or insurance, as well as any driving offense or violation.

All background checks and screenings will maintained per Kena Care’s Employee
Personnel Records policy.



Employee Training
Policy

All employées of Kena Care will be trained in Driver Safety and all other employee-related
policies and procedures. Training will occur upon hire and annually thereafter.

Procedure

I. .All staff, regardless of position, will participate in the following trainings as part of New
Hire Orientation and annually thereafter.

o Supervised driving course through areas typical to the territory served.
» Parking.
e How to conduct a thorough vehicle safety and comfort check..
o Include Daily and Monthly Checklists
¢ How tocheck fluids, tire air pressure, ctc.
¢ How to use jumper cables
c Checking seatbelts and straps for safety
» Use of equipment: wheelchair lift, wheelchair and stretcher securing straps, seatbelts.
»  Completion of all required documentation: Safety checks, logs, incident reports, cte.
. Recognition and response to any emergencies. Including use of 911.
* [oading and unloading passcengers; including in inclement weather.
¢ [nteracting with passengers.
e Reporting incidents and problems.

2. Record of each participant’s training will be kept in their personnel file.
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Employee Personnel Records: Management
POLICY

Kena Care Home Health Care Agency will maintain official records for all employees in
accordance with HIPAA and applicable anti-discnmination laws.

1. Official Personnel Records shall be established for each individual occupying a position
with Kena Care.

2. General Personnel Records shall include, but not be limited to:

Enmployee name and address

Job application and resume listing education/training and previous employment
Verification of initial job interview

Supervisor verification of credentials, education, training and previous employment
Reference checks

Verification of license

Employee Handbook signature page

Job description with employee’s signature

Job-offer letters

Training logs inctuding Orientation and other required and elective trainings
Direct deposit forms

Tax withholding documents (W-2, W-4, W-9)

Reimbursement records

Termination documents

Performance and Disciplinary Records including:

Work performance evaluations

Promotion or demotion records

Wamings or disciplinary records

Merit pay or other incentive pay reviews

3. Confidential Personnel Records include, but are not limited to:
» Background checks (criminal, drivers license checks, SSN verification, childlinc)
» Documents related to past or pending litigation, accessible only by tegal counsel.
« [-9s. as they contain social security numbers..
« Employee grievance documents '
= Child support documents
» Gamishment documents
+« Benefits Records
¢ Medical, dental, and other insurance enroliment forms
« FSA or HSA forms
s Beneficiary information



4. Medical Personnel Records must not be filed with General Personnel Records. They shall
be treated as confidential and kept as separate files. Medial Personnel Records, include,
but are not limited to: |
* Results of any health screenings
+ Accommodation requests and approvals
« Benefits claims, doctor’s notes, and leave requests
+ Worker’s Compensation Documents
+ Medical questionnaires and exams

Records Storage

1. All Personnel Records will be stored safely and securely.

2. Hard-copy Pcrsonnel Records will be kept in a locked cabinet in the Kena Care office.

3. Medical Personnel Records and Confidential Records will be in a separate locked cabinet
from the General Personnel Records.

Records Access

. Access to Personnel Records is restricted to authonzed personnel where it is necessary for
the performance of their duties. The Administrator and Director will determine who shall
have acccss. :

4. The only staff who can access Medical or Confidential records shall be the Administrator

and Dircctor.

5. All information placed in the Personnel Records is confidential in nature and it will only be

divulged to individuals who have been authorized to receive such information.

6. The right of every staff member to privacy shall be recognized and protected, consistent

‘with policy guidelines and applicable laws.

7. Employees may access their own Personnel Records by submitting a written request at lcast

24-hours in advance. Requests will be kept on file.

8. Employecs may not alter or remove any document from their Personnel Records; though
they may submit a request 1o challenge information in their record or have a change made.

PROCEDURES

. The Director will be responsible for ensuring that the required employee documentation is
received and verified.

2. The Director shali determine what additional documents may be placed in Personnel
Records, as pcrmitted by law and Kena Carc policy. Discussions will be held with
individuais involved before placing a document in their file.

3. Original centificates or documents will not be retained in the General Personncl Record.
Copies of the original are filed, and the originals are returned to the employee.

4. Electronic and hardcopy Personnel Records shall be kept current and maintained with the
strictest of confidence.

5. Dircctor shall cnsure that persons having access to, or involved in the creation,
development, processing, use, or maintenance of Personnel Records, are informed of
pertinent recordkeeping regulations and requircments.



.

o0

10,

Employees whose official duties involve Personnel Records shall be sensitive to individual
rights to personal privacy and shall not disclose information from any personnel record
unless disclosure is part of their official duties or required by law.

“Release of Information” statements must be signed by employees before any information

is released from their Personnel Records to a Third Party unless the request is due to a
subpoena or other legal requirement.

Employees may request copies of documentation contained in their Personnel Records.
Records will be maintained for one year post an employee’s voluntarily or involuntary
termination of employment with Kena Care. if there is a complaint or litigation involved,
records will be maintained until such is resolved.

Personnel Records documentation, deemed to be destroyable, will be destroyed by
shredding. )
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Kena Care Home Health Agency, LLC

—— ——— ——— —————— —————————— — — ——— — —— —_ — ———
Vehicle Maintenance Log (Keep separate sheet for each vehicle)

Year: Make: Model: License #: .
Datc Milcage Work done Service provider Cost Next due
Mileage or Dasc
Daic Mileage Work done Service provider Cost Next duc
Mileage or Date
Date Milcage Work done Service provider Cost Next due
Mileage or Date
[ Date Mileage Work done Service provider Cost Next due
Mileage or Date
—
Date Mileage Work done Service provider Cost Next due
Mileage er Dalc
Date Milcage Work done Service provider Cost, Next due
Mileage or Date

Services Due must be scheduled no less than 14 days prior to the identified date of needed service



3. You failed to identify any type of service schedule for your vehicles. Nor did you provide
your system for ensuring your vehicles will continuously comply with applicable
Pennsylvania vehicle equipment standards.

A: Kena Care’s Vehicle Maintenance Log (attached) will be used by the Director, or designee, 10
track maintenance and/or service for each vehicle. The Log has a field to identify when a service
is due; such as state inspection, oil change, etc. Monthly and Daily checklists prompt staff to
assure the vehicle 1s currently inspected.

I, Stella Mwangi, hereby state that the facts above set forth are true and correct to the best of my
knowledge, information and belicf, and that I ¢xpect to be able to prove the same at a hearing
held in this matter. | understand that the statements herein are made subject to the penalties of 18
Pa.C.S. § 4904 (relating to unsworn falsification to authorities).

Signature Q Date

RCUD PUC SEC BUR
JUL 22 2024 pn12:00



bena e Hore  Heath z(ljm(j JLC

_ Retail U.S. POSTAGE PAID
595 fhlmer O = "m"m""" ll ARRISURG, PA 171
. JUL 18, 2024
st A1 1702 B
N 17120 $2.04
RDC 99 82324K503547-23

73
Roze o Chiaesa, ety
Igﬂﬂéﬂ(%mrh ble qurj (oSS,
Comprikeatth /’ffedjfmf éj'//z/ma
Yoo o Street ‘
thilistaiey %msdl%mlﬂ | 7120



	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11

