STATE OF CONNECTICUT

DEPARTMENT OF DEVELOPMENTAL SERVICES

Public Sector Sanctions For Certified Non-licensed Staff

1. The Public Sector Sanctions For Certified Non-licensed Staff document is intended to provide guidance in the consideration of work performance issues solely related to an employee’s competency in discharging his/her responsibilities for medication administration. 

2. Medication errors that meet the definition/criteria identified in the DDS medication administration regulations are to be considered in the Sanction process. These include:
· Failure to administer medication to an individual 
· Failure to administer medication within one hour of the designated time 
· Failure to administer the specific medication prescribed for the individual 
· Failure to administer the correct dosage of medication 
· Failure to administer the medication by the correct route 
· Failure to administer the medication according to generally accepted medical practices

3. Prohibited Practices are actions/inactions that affect the medication administration process in that they violate state or federal law, DDS regulations, and/or generally accepted medical practices. Prohibited practices include but are not limited to:

· Failure to secure/ maintain keys according to established procedures

· Failure to submit required documentation or documentation relative to medication errors

· Failure to follow procedures to maintain an adequate supply of medication 

· Taking a verbal or telephone order from a doctor or other authorized prescriber 

· Packaging more than one dose of medication

· Falsification of records 

· Falsification of certification paper work

· Administration of medications in the absence of a valid certificate

4. This sanction process is based on the assignment of tracking points to each occurrence. If more than one error or prohibited practice is identified to have been committed during the occurrence, then the value for the highest class of error or prohibited practice is assigned by the supervising nurse (i.e., one Class A and two Class B errors will result in the assignment of tracking points for this occurrence equal to one class B error [2 points]).

5. Tracking Points will be assigned according to the following criteria:

Class “A” errors or prohibited practices: 1st, 2nd, 3rd, 4th occurrence = 0.5 points assigned for each 

                                                                  5th, and beyond = 2 points assigned for each occurrence

Class “B” errors or prohibited practices:  2 points assigned for each occurrence

Class “C” errors or prohibited practices: 25 points assigned for each occurrence

6. Assigned points will remain in effect for a period of 180 days before being subtracted from the point total.
7. The accumulated point value provides assistance in determining the level of sanction that may be imposed. However, other concurrent work performance issues an employee may be experiencing (i.e., use of  poor  judgment) may also be considered by the administrative supervisor. In these instances, more serious disciplinary action than those outlined in the sanction process, may be warranted. Conversely, the supervising nurse, Health Services Director, Director of Nursing for Public Programs and/or administrative supervisor may consider the improvement an employee has demonstrated (i.e., a lengthy period of time that has elapsed between incidents, expiration of points and documented improvement on a performance appraisal) when determining the severity of action taken for the level of offense. 

8. Corrective action in the form of retraining along with documentation on the appropriate retraining form(s) shall be implemented following the identification of all errors or prohibited practices. 
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	Criteria for Sanction
	Recommended Sanction/ 

Corrective Action (s)
	Responsible Person

	Level I Offense

Any combination of Class “A” and/or Class “B” errors or prohibited practices that result in an accumulated tracking point value of “2”.
	· Fact finding 

· Retraining & documentation (Tracking form and Retraining record) 

· Sanction Notification Form sent to Program Supervisor; RN maintains copy until signed original returned from supervisor

· Copy to Primary Supervising Nurse (as applicable)
	· Supervising RN

	
	· Oral counseling promptly provided upon notification & return of completed Sanction Notification Form to RN within 7-10days

· Inclusion of action in annual performance appraisal
	· Program Supervisor


	Level II Offense

Any combination of Class “A” and/or Class “B” errors/ or prohibited practices that result in an accumulated tracking point value of  “4”


	· Fact finding 

· Retraining, and/or on-site practicum as determined by Nursing Supervisor in consultation with Health Services Director/Director of Nursing for Public Programs
· Documentation (Tracking form and Retraining record) 

· Sanction Notification Form to Program Supervisor; RN maintains copy until signed original returned from supervisor

· Copy to Primary Supervising Nurse (as applicable) 
	· Supervising

       RN

	
	· Written record of oral counseling (Letter of Direction) or written warning promptly provided upon notification & return Sanction Notification Form to RN within 7-10 days

· Inclusion of action in annual performance appraisal
	· Program

       Supervisor/ 

       Manager




 Sanctions continued on pages 3 through 6.
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	Level III Offense

Any combination of Class “A” and/or Class “B” errors or prohibited practices that result in an accumulated tracking point value of  “6”
	· Fact finding 

· Immediate suspension of the delegation of med administration responsibilities 
· Completion of Acknowledgment of Medication Sanctions form 
· Notification to administrative supervisor of the suspension of delegation

· Notification to Nursing Supervisor and Health Services Director/Director of Nursing for Public Programs  for determination of retraining needs which may include training with the Nurse Clinical Instructor  and on-site practicum  

· Documentation (Tracking form and Re-training record)
· Sanction Notification Form to Program Supervisor; RN to maintain copy until original is returned from supervisor

· Copy to Primary Supervising Nurse (as applicable)
	· Supervising RN




	
	· Written warning or other appropriate action promptly provided upon notice with return  of Sanction Notification Form to RN within 7-10 days

· Copy of action to Human Resources

· Inclusion of action in annual performance appraisal
	· Program Supervisor/ Manager


	Level IV Offense

Any combination of Class “A” and/or Class “B”, or pattern of errors or prohibited practices that result in an accumulated tracking point value of “8” or higher.
	· Fact finding 

· Immediate suspension of the delegation of med administration responsibilities 

· Completion of Acknowledgment of Medication Sanctions form 
· Notification to immediate/Program  supervisor of the suspension of delegation

· Notification to Nursing supervisor and Health Services DirectorDirector of Nursing for Public Programs  to determine retraining action (DDS   retraining course) or suspension/ revocation 

· Sanction Notification Form to Program Supervisor; RN maintains copy 

      until original returned from supervisor

· Documentation  (Tracking form and Retraining Record)

· Copy to Primary Supervising Nurse (as applicable)
· Notification of Med Admin Unit at CO
	· Supervising RN



	
	· Promptly provide the appropriate personnel action up to and including suspension

· Copy of action to Human Resources

· Return Sanction Notification Form to RN 

· Inclusion of action in annual performance appraisal
	· Program Supervisor/ Manager


	Level V Offense

One Class “C” incident with a tracking point value of “25”
	· Fact Finding

· Immediate suspension of the delegation of med administration responsibilities with notification of this action to Nursing Supervisor and Program Supervisor

· Completion of Acknowledgment of Medication Sanctions form 
· Immediate notification to Health Services Director/Director of Nursing for Public Program  with written notification (Medication Administration Sanction Notification form  to follow within 24 business hours)
	· Supervising RN


	
	· Sanction Notification Form to Program supervisor; RN to maintain copy until signed original returned

· Documentation ( Tracking form and Retraining Record)

· Copy to Primary Supervising Nurse (as applicable)
· Notification in writing to Med Admin Unit at CO

· Notification to OPA for abuse/neglect investigation as indicated following consultation with Health Services Director/Director of Nursing for Public Programs and Nursing Supervisor
	

	
	· Revocation or suspension of certification may be recommended after consultation with manager, supervising RN and Human Resources depending on impact on the individual’s health and safety, and frequency/ number of errors by certified staff involved.

· If Revocation or suspension is not pursued the Health Services Director/Director of Nursing for Public Programs will determine retraining action.

· Immediate notification to Regional/ Training School Director
	· Health Services Director

	
	· Consult with Human Resources to determine appropriate personnel action up to and including suspension 

· Copy of action to Human Resources

· Inclusion of action in annual performance appraisal
	· Program Supervisor/ Manager


	Pattern of Sanctions

A state of concern that exists when a certified staff person, despite retraining and the imposition of sanctions, continues to commit actions that violate the medication regulations.

 
	· Present documentation of pattern of sanctions to Nursing Supervisor and to Health Services Director/DIrector of Nursing for Public Programs.
· Notification to Med Admin Unit at CO 
	· Primary Supervising RN

	
	· Review of documentation by Health Services Director and determination of action up to and including recommendation of revocation 
	· Health Services Director

	
	· Consult with Human Resources to determine appropriate personnel action. 

· Promptly provide the identified personnel action 

· Copy to Human Resources

· Inclusion of action in annual performance appraisal
	· Program Supervisor/ Manager

	Pattern of Sanctions

A state of concern that exists when a certified staff person, despite retraining and the imposition of sanctions, continues to commit actions that violate the medication regulations.

 
	· Present documentation of pattern of sanctions to Nursing Supervisor and to Health Services Director/DIrector of Nursing for Public Programs.

· Notification to Med Admin Unit at CO 
	· Primary Supervising RN

	
	· Review of documentation by Health Services Director and determination of action up to and including recommendation of revocation 
	· Health Services Director

	
	· Consult with Human Resources to determine appropriate personnel action. 

· Promptly provide the identified personnel action 

· Copy to Human Resources

· Inclusion of action in annual performance appraisal
	· Program Supervisor/ Manager
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