
Activity Definitions:

Guidelines for Coordinators and data entry personnel
NOTES
Attendees = Only required under the category of Training for Ombudsman/Volunteer.
All other collection and input of attendee information is optional. If optional attendee information is entered it must be done according to the guidelines under each category definition. 
(*) Indicates this entry needs a topic assigned for NORS reporting purposes.
(**) This entry needs both a topic, and number of attendees.
DEFINITIONS
A.Resident Visitation/Complaint Investigation:  Record the amount of time spent in the facility.  Use this category regardless of whether time was spent working to resolve complaints, visiting residents, or general observations of the facility. This revised definition combines resident visitation complaint related and resident visitation non-complaint related.(Reported in ORT as Facility Coverage)
· Instances= 1 per facility visit
· Attendees=number of residents seen during one visit.
B.(*)Individual Information and Consultation:  Record time spent giving information to individuals when a case is not opened.  This should include counseling an individual on how to resolve their own complaint including whom to speak with regarding their issue.  Examples include giving information to an individual on regulations, their right to call DOH hotline etc. If a case is opened, record as activity letter A. (Reported in ORT as Information and consultation to Individuals)
· Instance = 1 consultation
· Attendees always one for each 1 instance
C.(*)Community Education:  Record any presentations given to persons in the community and or other meetings with community groups, students, churches, etc. This activity includes disseminating brochures at health fairs. Do not use this activity to record presentations to facility staff; record these as activity H, Facility Staff Training by Ombudsman.  (Reported in ORT as Community Education)
· Instances= number of presentations given
· Attendees= number of persons at the presentation
D.(*)Facility/provider consultation:  Record time providing information and assistance to facility managers, and staff. Please include the topic of the consultation.  This activity generally occurs one on one, on an impromptu basis.  If the meeting is scheduled and more than one staff person is present, consider whether the activity might be better reported as Facility Staff Training by Ombudsman.  If you are discussing the resolution of a case with facility personnel, record this time as, resident visitation. (Reported in ORT as Consultation to Facilities)
· 1 Instance = 1 consultation
· Attendees always one for each 1 instance
E.Facility Survey Participation:  Record any involvement of the LTCOP with any DOH facility survey, for example providing information to the surveyor, and participation in the facility exit conference.  Total all time that is spent on any one survey and report as one instance. (Reported in ORT as Participation in Facility Surveys) 
· Instance= Any one survey
· Attendees= N/A
F.Resident Council Participation:  Record Ombudsman presence at resident council meetings.  Any other support provided to the resident council should be recorded in Consultation to Facilities/providers, or Information and consultation to individuals depending on whom you are working with. (Reported in ORT as Resident Council Particpation)
· Instance= 1 meeting
· Attendee= Number of people present
G.Family Council Participaton: Record presence of Ombudman at family council meetings. Any other support provided to the resident council should be recorded in Consultation to facilities, or Information and consultation to individuals depending on whom you are working with. (Reported in ORT as Work with Family Council)
· Instance= 1 meeting
· Attendee= Number of people present
H.(*)Facility staff training by Ombudsman:  Record any presentations or instruction provided to staff by the Ombudsman. In-services are generally scheduled in advance, and more than one staff person is present. (Reported in ORT as Training to Facility Staff)
· Instances=1 per training 
· Attendees= number in attendance at training.
I.Additional Volunteer Hours:  This category is designed to capture time donated by volunteers that is not included in any other category.  This include time spent attending in-services, discussion groups, 36-hour training, documentation, phone calls, and time spent by ombudsmen who help out in the office. This activity does not need to be recorded by LTCOP staff. (Reported in ORT as Number of Hours donated to LTCOP by Ombudsman Volunteers.)
The Following Program Activites are reported by Staff Only
J.Coordinator Assistance to Ombudsman/ Volunteer:  Total time 
spent by PAID ombudsmen working with other paid ombudsmen or ombudsmen volunteers that is not defined by any other listed category of activity. Time spent developing training and in-services including contacting speakers, making copies etc. Additional examples of Technical assistance: assisting volunteer with:  complaint handling, reporting/documentation, introducing new Ombudsmen to their facility, and recruitment/retention.  (Reported in ORT as Technical Assistance to Ombudsman/Volunteer)
· Instances= 1 per occasion of technical assistance  

· Attendees= N/A
K.** Ombudsman/Volunteer Training:  Training is reported by the trainer, not the trainee, it is always assigned as completed by the local coordinator. Training is one session without regard to the length of the session; therefore 36 hour certification training is 1 session.  Similarly a monthly in-service is 1 session. Training arranged for or otherwise provided to a LTCO or a volunteer LTCO is recorded here. (Reported in ORT as Training for Ombudsman Volunteer) THIS IS THE CATEGORY WHICH REQUIRES ATTENDEE INFORMATION PLUS TOPIC
· Instances=1 per session
· Attendees= number in attendance at training
L.(*)Media-Interview or Discussion:  Record any interview or discussion with media for newspaper, radio, television etc. (Reported in ORT as Work with Media-Press Release)
· Instances= 1 per interview
· Attendees= N/A
M.(*)Media-Press Release:  One press release may be sent to many media outlets, but only counts as one press release. (Reported in ORT as Work with Media-Press Release)
· Instances= 1 per press release
· Attendees= N/A
N.Systems Advocacy: Record time spent by PAID ombudsman working with other agencies and individuals, both inside and outside of government, on laws, regulations, policies and actions to improve the health, welfare, safety and rights of long-term care residents.  Examples include attendance and planning of Ombudsman legislative day, meetings or letters written to local public officials, letters to the editor designed to influence policy.   If volunteers participate in this activity, it should be counted as activity letter I, Additional Volunteer Hours. (Reported in ORT as Monitoring, Work on Laws, Regulations)
· Instances= 1 per meeting, or occasion etc.
· Attendees= N/A








NYSLTCOP 11/10
2
2

