SAMPLE MICROBOARD POLICIES & PROCEDURES
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(A)  PURPOSE

The purpose of MICROBOARD is to provide comprehensive supports and services to Name of Consumer in his/or her home in the community. The MICROBOARD is a self-directed model based on the principals of self-determination and it exists solely for the benefit of the Name of Consumer.
       Principals of Self-Determination

Freedom:  Name of Consumer has the freedom to exercise the same rights as all citizens. Name of Consumer with assistance when necessary will establish where she wants to live, with whom she wants to live, who will provide her assistance with daily activities and how her time will be occupied. She does not have to trade her inalienable rights guaranteed under the Constitution for supports and services.

Authority: Name of Consumer and/or her legal guardian have control over whatever sums of money are needed for her supports and services, including the re-prioritizing of these dollars when necessary. This is accomplished through the development of an individual budget that “moves” with the person and the Individualized Planning process.
Support:  Name of Consumer has the right to receive support and services from friends, family, and paid staff. She is entitled to learn new skills and enjoy new experiences. She has the right to live and work where she chooses and she has the right to hire or fire whom she chooses.

Responsibility: Name of Consumer and/or her legal guardian, have the responsibility to use public dollars wisely and to use the monies as an investment in the quality of her life.
Direct Care Professionals (DSP) shall encourage and support relationships with family, friends, and neighbors and include Name of Consumer in normal, everyday activities in her daily life.  Direct Support Professionals will also develop relationships with Name of Consumer family members and participate in such activities as requested. The focus shall be on maintaining mutually respectful relationships for the benefit of Name of Consumer. These relationships shall be supported and encouraged. 

(B)  MONITORING

The program shall be monitored by the Director and/or designee at least once a month, or as often as the Board Members deem necessary.

Other monitoring agencies shall have access according to regulations.

Name of Consumer shall be included in the monitoring process.

(C) HEALTH & SAFETY

Name of Consumer health and safety shall be priority of any person providing support.

If Name of Consumer takes prescription medications, prescription and nonprescription, medication orders obtained from her Primary Care Physician (PCP) shall be kept in her medical record. Medication sheets shall be used to reflect the medications she is currently taking. All Direct Care Professionals are required to be trained in Medication Administration. All medications, prescription and nonprescription, shall be written on the medication sheets monthly. All original medication containers are labeled with the Name of Consumer. 
Direct Care Professionals are to report to the Director and/or designee any concerns about Name of Consumer health and well-being. Symptoms of flu, demonstrations of pain or discomfort, changes in behaviors or sleep pattern, changes in walking ability or mental alertness, irritability or evidence of discomfort with individuals should be reported to the Director or designee immediately. Good judgment, knowledge of the Name of Consumer, anticipation of needs and intuition are valued and important since Name of Consumer cannot communicate verbally. 
INCIDENTS

Definition: Incidents are accidents resulting in or having a reasonable potential for resulting in injury or harm to Name of Consumer. 
In the event that an incident occurs the following steps should be taken:

· If the injury is serious call 911 

· Contact the Director of the Microboard

· Complete the Incident Report Form within 24 hours of incident

· Director shall notify the CCB case manager within 24 hours of the incident.

· Please see Revised Criteria for Critical Incidents 7/1/03 located in Appendix A

(D)  BEHAVIOR MANAGEMENT

If warranted due to self-injurious or aggressive behavior, programming approaches incorporating Positive Supports and Intervention strategies will be developed as part of the IP process.  The Director of the Microboard will be involved in this process.  *No aversive or intrusive methods shall be used at any time. Any concerns that such methods are being implemented are to be reported immediately to the Director or designee. 

Physical or mechanical restraint will only be used under emergency control procedures, when all alternatives have failed and if necessary to protect Name of Consumer from injury to herself or others. Staff who have been trained in its use can only use restraint. The guidelines for this restraint will be detailed in Name of Consumer caregiver manual.  These guidelines will also include procedures for seeking backup assistance if a restraint period should exceed 15 minutes.

Emergency behavior control will only be used as a last resort to keep Name of Consumer and/or others safe.  It shall be immediately reported to the Microboard Director and a written incident report submitted within 24 hours to the director and monitoring agency.

(E) Name of Consumer RIGHTS
Any individual receiving services is entitled to the same rights guaranteed by the United States and Colorado constitution.  

All caregivers will be trained about these rights and how to see that they are respected and implemented with Name of Consumer.  Name of Consumer rights are as follows:

· IP – Name of Consumer has the right to an individualized plan called an IP. She has the right to be at her IP meeting, to communicate what she wants or needs, and to invite anyone she wants to her IP meeting.  When services and/or supports are suggested, Name of Consumer and/or her legal guardian have the right to say “yes” or “no” to those services and /or supports.

· HUMANE CARE AND TREATMENT – Name of Consumer has the right to get help from staff who will never hurt her or embarrass her.

· PRIVACY & RELATIONSHIPS – Name of Consumer has the right to choose her relationships and friends and when and where she will communicate and visit with them. Name of Consumer has the right to communicate with visitors in private, to send and get unopened mail, and to communicate privately on the phone with anyone she wants.

· PERSONAL BELONGINGS – Name of Consumer has the right to keep and use her clothes, money and other personal belongings as she chooses unless she agrees in her IP there is a good reason for her to get help with this.

· DOCTOR & DENTIST – Name of Consumer has the right to see the doctor or dentist of her choice when she is sick and needs treatment.  If needed she will receive help in finding a doctor or dentist to provide services.

· VOTE – Name of Consumer has the right to vote if she is qualified to register.

· RELIGION – Name of Consumer has the right to be whatever religion she wants and to attend the service of her choice.  Name of Consumer cannot be made to do anything that is against her beliefs.

· REPORTS – Name of Consumer has the right to keep reports in her file at the CCB or with the service provider private unless she or her guardian signs a release allowing someone to look at these reports.

· RULES – Name of Consumer has the right to have the rules she must follow explained to her and have a copy of those rules.

· INFLUENCE POLICY – Name of Consumer has the right to tell the Board of Directors of the CCB and her service provider(s), including her representative(s), her opinion in order to influence how services are provided.  Name of Consumer has the right to apply to serve on these Boards.

· BEHAVIOR PROGRAMS & MEDICATION PROGRAMS - Some programs may take a right away from Name of Consumer for a while or include medications in order to help her help herself. If Name of Consumer or her guardian(s) say “yes” to such a program, Name of Consumer or her guardian(s) have the right to have the program/medication regularly reviewed to make sure it is still helping and to make sure she is not taking too much medication. 

· APPEAL – Name of Consumer and/or her guardian has the right to appeal if she is not treated fairly or is hurt or embarrassed by the staff working for her, if she does not get the services agreed on in her IP meeting or if she does not agree with a decision made about her.  If Name of Consumer and/or her guardian have a problem concerning a matter of eligibility for services or termination of funding for services, she can refer to the CCB’s Conflict Resolution brochure.  If Name of Consumer has a problem concerning the services she is or should be receiving, refer to the Microboard’s Grievance Procedure.   

Name of Consumer rights may be suspended only to protect her from endangering herself, others, or property.  This may only be done by a developmental disabilities professional in a manner that will promote the least restriction on Name of Consumer rights. 

When a rights suspension is under consideration all steps must be followed:

· The decision is to be made only by developmental disabilities professional and is documented in the IP.

· The IP must include a statement of what services and supports will be used so that the suspension of rights is no longer necessary. 

· Suspension of rights is to be reviewed by the interdisciplinary team and the Human Rights Committee.

· The rights to be affected by the suspension will be explained to Name of Consumer as well as her legal guardian.  Name of Consumer and legal guardian have the opportunity to present relevant information to the Human Rights Committee.

· Name of Consumer interdisciplinary team, at a frequency decided by the team, but no less than every six months, shall review the continuing need for suspensions.

(F)  Dispute Resolution and Grievance

PROTEST OF AGENCY DECISIONS 

The Microboard must inform Name of Consumer at least 15 days before it plans to make any change in the program or services if:

· She’s not eligible for services

· Her services are going to end

· The services written in her IP are going to be changed, reduced, or denied.  

In the case that this information is received the Director should be immediately notified.  

DISPUTE RESOLUTION:

When a complaint is filed, the following will happen:

· Name of Consumer Service Agency will schedule an informal meeting with everyone involved in the decision to try and take care of the problem.  This meeting must be held no more than 15 days after the complaint is made.

· If we do not agree with a change or decision that the CCB makes, we can file a complaint with the Executive Director and ask to tell our side of the story to the people who made the decision. We may also request that mediation be used as an alternative to the informal meeting.

· If we are not satisfied with the decision of the Executive Director of the CCB or of mediation, if that process is used, we may request that the formal conflict resolution process be started.

· Disputes can also be taken to the Division for Developmental Disabilities if not able to be resolved at earlier stages.

Filing a complaint with Name of Consumer Service Agency or with the CCB will not cause Name of Consumer to lose any of her services.

GRIEVANCE:

If Name of Consumer has a complaint about her services or concerning a provider of her services, her legal guardian will assist her in resolving the issue(s).  If Name of Consumer legal guardian is unavailable, List responsible parties will assist Name of Consumer in resolving the issue(s). These individuals will be designated as authorized representatives for Name of Consumer in the absence of her legal guardian.

With disputes and grievances, mediation may be used as an alternative to the informal meeting if all parties are in agreement.  

(G)  Confidentiality

All information contained in Name of Consumer records shall be maintained as privileged and confidential.  They shall be kept secure against: loss, defacement, tampering, or use by unauthorized persons.  All personal information that staff gains about Name of Consumer shall be dealt with confidentially.  

The Legal Guardian shall have access to all records maintained by Name of Consumer Service Agency at all times.  She can release for an authorized party to do the same.  This is the only way records may be released.  If legal guardian is unavailable, caregivers may contact _______________ of the Board of Directors to obtain a release. 

Direct Care Professionals of Name of Consumer Service Agency shall have access to records they need to fulfill their duties.

Monitoring agencies shall have access to her records.

Other persons, who perform services for Name of Consumer, shall have access only to information needed to perform those services.  

(H)  INCIDENT REPORTING

Incident reports must be filled out for the following including, but not limited to:

· Injury to Name of Consumer 
· Lost or missing

· Medical emergencies

· Hospitalizations

· Death

· Medication errors

· Unusual actions by Name of Consumer requiring review

· Allegations of mistreatment, abuse, neglect, or exploitation

· Use of safety or emergency control procedures

· Stolen property belonging to Name of Consumer 
Incident reports must be given to Director no later than 24 hours after incident has occurred.  The Director will then be responsible for notifying the CCB. A written incident report must be sent to the CCB case manager within 72 hours of the occurrence of the incident.  The Director must make a verbal report to the case manager within 24 hours of the receipt of the incident.  

Allegations of abuse, mistreatment, neglect, and exploitation, and injuries, which require emergency medical treatment or result in hospitalization or death, shall be reported immediately to the Microboard Director and to the CCB within 24 hours of the occurrence of the incident.  *See Revised Criteria for Critical Incidents to be Reported 7/1/02 – Appendix A

(I)  Abuse, MIstreatment, Neglect & Exploitation

Definitions: 

Abuse includes but is not limited to:

Physical abuse, which means the infliction of physical pain, injury, or the imposition of unreasonable confinement or restraint on a person.  This includes directing a person to physically abuse another person receiving services. 

Sexual abuse, which mean subjecting a person to nonconsensual sexual conduct or contact classified as a crime under the “Colorado Criminal Code”, Title 18, and C.R.S.  This may include, but is not limited to, such actions as sexual assault, rape, fondling, or sexual exploitation.  Additionally, any sexual interaction between contractors or contractors and person receiving services shall constitute sexual abuse.      

Mental or psychological abuse, which mean any verbal or nonverbal act which creates, is intended to create, or reasonably could be expected to create mental anguish for a person.  This includes, but is not limited to, such actions as discriminatory remarks, belittlement, derogatory name-calling, teasing, and unreasonable exclusion from conversation or activities.  

Exploitation means an illegal or improper action affecting a person or use of the person’s resources for another person’s profit or advantage.  

Mistreatment means an act or omission, which threatens the health, safety, or welfare of another person.  

Neglect means an act or failure to act by a person who is responsible for another’s well being so that inadequate food, clothing, shelter, psychological care, physical care, medical care, or supervision is provided.  This may include, but is not limited to, denial or meals, medication, habilitation, or other treatment necessities.

In the event that any individual suspects or witnesses abuse, mistreatment, neglect or exploitation of Name of Consumer, they shall:
· When it is suspected that a caregiver is abusing, neglecting, exploiting or mistreating Name of Consumer the Director will be immediately notified. She will take action to notify the rest of the Board of Directors and to institute an investigation of the allegations.

· The individual reporting the suspected abuse, neglect, mistreatment or exploitation will prepare, sign and submit a written statement of his/her suspicions to the Director.  The Incident Report form shall be used for this purpose

· Depending on the severity of the reported incident it will be either initially investigated by the Director and/or sent to the Division for Developmental Disabilities (DDD). 

· Notify CCB case manager as soon as possible after being made aware of possible M/A/N/E.
· CCB will be responsible for the coordination of all investigations. 

· Caregivers suspected will generally be immediately suspended pending investigations. If the suspected caregiver is the live-in they will need to leave the home until the investigation is completed. The suspension may be with or without pay, at the discretion of the Microboard. 

· If the caregiver is suspended without pay, the allegations are not substantiated, and the caregiver is to be returned to duty, there will be an agreement made prior to the suspension as to whether the caregiver will be paid for the unpaid suspension days.

· Where it is known that a caregiver is responsible for physical or sexual abuse of Name of Consumer, termination will be effective immediately and proper authorities notified (police, adult protective services, CCB, DDD)
The Microboard will take the following steps to investigate abuse, mistreatment, neglect and exploitation:

· Thoroughly investigate all reports of suspected and witnessed abuse, mistreatment, neglect and exploitation

· Interview all staff involved in the incident

· Interview Name of Consumer as part of the investigative process

· Request required written reports of caregivers

· Request reports from others who have direct or indirect knowledge of the situation.

· Preserve physical evidence

· Enlist aid of medical staff and community-sanctioned authorities when physical or sexual abuse is alleged, when appropriate.

· Report to and cooperate with appropriate legal authorities in pursuing appropriate legal actions.

· Advise staff of the progress and outcome of the investigation, to the extent that doing so does not compromise confidentiality or future administrative or legal actions.  

· As required by monitoring agencies, report these incidents to the required officials.
Prevention of abuse, mistreatment, neglect or exploitation

Prevention of abuse, mistreatment, neglect or exploitation will be insured by:

All Direct Support Professionals will report any concerns of maltreatment, disrespectful behaviors and disregard for Name of Consumer safety to the Director and/or designee immediately. Failure to report such behaviors is unethical and makes the individual who fails to report an accessory to such abuse. 

Providing training to staff on abuse, mistreatment, neglect and exploitation; importance of timely reporting of actual or suspected abuse, mistreatment, neglect or exploitation; and follow up actions.

The training will be provided pre-service and once yearly there after.  

Random unannounced visits will be made to Name of Consumer residence.

Monitoring daily logs and incident reports for trends or patterns suggestive of abuse, neglect or exploitation. 

(J)  TRANSPORTATION

Staff who transport Name of Consumer in their personal vehicles will be insured, have a reliable vehicle and understand the idiosyncrasies* of Name of Consumer while in the car. 

*This will be detailed in the caregiver’s manual with instructions.
Guidelines transporting Name of Consumer in a personal vehicle are as follows:

· The vehicle must be insured with coverage that meets regulations of state law. 

· The vehicle is to contain seat belts that are always used when transporting Name of Consumer.  
· The Vehicle is to have routine safety and maintenance services that demonstrate it is safe to operate.
· Anyone who transports Name of Consumer must have a current license.  These drivers will periodically have their driving records checked to make sure they meet Microboard/Service Agency guidelines which are as follows:

-No major violations with in the last five years. 

-No more than two minor citations or one at-fault accident in the last                three years.

· Anyone transporting Name of Consumer will be trained in accordance to the transportation standards and DDD training guidelines. This training will be provided by the Service Agency or designated agency in the following areas and will also be documented in the personnel files.

a) Defensive driving

b) Passenger handling

c) Vehicle operations

d) Vehicle safety checks

e) Driver emergency

 f)  Accident procedures

When Name of Consumer is being transported in the community or is otherwise on a community outing staff will follow these emergency procedures:

Road Accident or Incidents

1. If the vehicle is operational pull over to a safe area (out of traffic).  If the vehicle is not operational evacuate all passengers to a safe place out of the roadway unless the severity of an injury prevents this action.

2. Assess passengers for injury.  If a passenger(s) has been injured contact 911.  Begin first aid or CPR if necessary.

3. Contact local law enforcement.

4. Contact Microboard/ Service Agency Director.  Name of Consumer will return home with the Director unless she must receive medical treatment for an injury.

5. Staff involved in the accident will remain at the accident scene to complete the accident report with the police.

6. The Director or staff will report the accident to the insurance company depending on whose vehicle was involved.
7. Staff involved in the accident will complete an incident report within 24 hours of the accident.

8. If stopped by the Police for any reason, immediately inform the Police of Name of Consumer disability status. 

Missing Person:  Name of Consumer should remain within the sight of staff at all times.  If, however, Name of Consumer is no longer in sight of staff, for whatever reason, these missing person procedures should be followed:

1. Briefly search the immediate area.  If you are unable to locate Name of Consumer within 5 minutes contact the police.  If you are in a location with its own security staff, such as a mall, inform the security office of the situation.

2. Contact Microboard/Service Agency Director or designee immediately.

3. The Director will contact the designated CCB.

4. Once Name of Consumer is found, involved staff is to write an incident report within 24 hours of the occurrence.

5. The designated CCB will be contacted by the Director when Name of Consumer is found.

Behavior Emergency Plan in Vehicle:  Should Name of Consumer exhibit behavior that poses a danger to her and/or the driver of the vehicle when the vehicle is in operation the following procedures should be followed:

1.   It is preferable that Name of Consumer sit in the back seat of the vehicle. 

2.   Pull the vehicle over to a safe place off the roadway.
3. Turn off the vehicle.

4. The driver should exit the vehicle taking the key.
5. Implement appropriate behavior plan and/or safety control procedures as the situation warrants.  These plans will be contained in the emergency vehicle book.

6. If staff is unable to deescalate the situation the Director will be notified.  If necessary, the Director will come to the site to assist or send a designee.
7. Name of Consumer will return home from the outing with either the original staff or the designee.
8. Involved staff will write an incident report within 24 hours of this incident.

(K)  EMERGENCY AND DISASTER GUIDELINES

The paramount consideration in providing for Name of Consumer safety and well-being is to avoid any setting that is potentially dangerous or distressing.  In addition to thoroughly learning the procedures for handling unavoidable emergencies and disasters, it is essential that persons caring for and working with the Name of Consumer assess and respect her fears, and enhance her safety and well being by factoring the stresses that may turn an ordinary situation into a dangerous one. Name of Consumer capabilities in an emergency are minimal and she needs total assistance in this area. This is why training and reviews for care providers is essential for Name of Consumer safety

Major Natural Disasters

1. Keep calm.

2. Take time to think.

3. Turn on radio and TV for information:  Battery powered radio located with emergency supplies.

General Guidelines in the event of Natural Disaster

Use extreme caution entering or working in buildings that may have been damaged or weakened by the disaster, weakened structures could collapse without warning; there may be gas leaks or electrical short circuits.

Do not take any items having an open flame (lanterns, torches, lighted cigarettes) or items that may produce an electrical spark into buildings that have been damaged and/or flooded; there may be leaks in gas lines or flammable materials may have been exposed.

Stay away from all fallen wires, all fallen wires are to be considered dangerous.

Check for leaking gas pipes: BY SMELL ONLY. [Turn off main gas valve, at the meter if accessible].  Leave the building.  Notify X-cel Energy and/or 911.  Do not re-enter the building until you are instructed to do so.

If any electrical appliances are wet:  Turn off power at circuit box.  Unplug appliance(s), appliances must dry out completely and be inspected for safety before they are turned back on.  If there has been major water damage, it will be necessary for the building to be inspected for wiring and/or circuitry damage before the power is restored, someone trained must do this.

Inspect food and water supply before use:  Foods requiring refrigeration may spoil quickly, avoid unnecessary opening of refrigerator and freezer to optimize cooling time.  Do not eat food that has been open and exposed to disaster conditions.  Do not eat food that has come into contact with floodwaters.  Do not drink water from the tap until it has been determined that the water system has not been compromised.

Stay away from disaster areas.

Do not drive unless absolutely necessary; if necessary exercise extreme caution.

Tornadoes

A tornado is a violent storm characterized by a rotating, funnel shaped cloud, gray to black in color; short-lived it is extremely dangerous and potentially destructive.

When a TORNADO WATCH is announced it indicates a likelihood of a tornado in or near your area, set radio or TV to local Weather Service; be aware of sky conditions, especially in the south or southwest sky; report any sighting of funnel shaped clouds to emergency authorities. Rely on the radio or TV for information.

When a TORNADO WARNING IS ISSUED, TAKE SHELTER IMMEDIATELY.  This warning indicates that a tornado has been sighted or otherwise indicated in the vicinity, you are in imminent danger.  You must take action to protect yourself immediately; underground shelter is best, a basement, storm cellar or cave; a substantial steel frame concrete reinforced building.  If going into the basement move to a corner away from windows, under stairs, or a source of protection a workbench or sturdy table.  If there is no underground option, take cover in the center of the building, in a small room or space, such as a closet or bathroom, and stay away from windows to avoid flying debris. Do not take cover or remain in a trailer or mobile home.

In an open area:  If you are driving, get out of the car, take cover lying flat is the nearest depression (ditch, culvert, and ravine).  If walking or working outdoors the same instructions apply.

Earthquakes

An earthquake is characterized by the tremors resulting from shifts is the rocks beneath the earth’s surface; it can cause buildings and other structures to shake, it can range from shaking that is hardly noticeable to movement that causes buildings and other structures to collapse.  Most injuries result from falling objects/debris, shattering glass, and fires 

The likelihood of a serious earthquake in this area is relatively small; however, an earthquake can occur.  There will not be warning.

Stay Calm.  It is important to project a calm attitude as you execute safety measures with the Name of Consumer.
Stay where you are, you are more likely to incur injury entering or leaving a building.

If you are indoors, you may move to safety in a doorway, against an interior wall or in a hallway.  Avoid windows, exterior doorways, and glass of any kind.

Do not use candles matches or any open flame in the area during or after the tremors. Follow safety directives of emergency personnel.  Do not re-enter the building until it has been verified as secure. 

Thunderstorms

Lightning is the most serious threat to personal safety in the event of a thunderstorm. When thunderstorms threaten stay indoors, or go indoors.  If a building is not available a metal vehicle other than a convertible will provide shelter.

If you are outdoors and cannot reach a safe building or vehicle, the objective is to minimize the danger of a lightning strike:

Avoid anything that would act as a natural lightning rod, such as:  a tall tree in an open area, open water, metal sports equipment, wire fences, clotheslines, do not take shelter in small buildings or structures in isolated areas.

In a forest, seek shelter in a low area under a thick growth of small trees.  In open areas go to a low place such as a ravine or valley, be alert for flash floods.

In the event of no suitable shelter, such as an open level field or prairie and if you feel your hair stand on end-indicating lightning is about to strike-drop to your knees, bend forward putting your hands on your knees.  Do not lie flat on the ground.

Lightning 

Stay calm.

First Aid

Many people apparently “killed” by lightning can be revived, if quick action is taken.  In a situation where a group of people is affected, those appearing dead should be treated first; an individual unconscious, but breathing, will generally recover spontaneously.
First aid should be rendered to those not breathing within four to six minutes, to prevent irrevocable damage to the brain; mouth-to-mouth resuscitation and external cardiac compressions should be administered to adults once every five seconds, and once every three seconds to infants and small children.

If the victim is not breathing and has no pulse, CPR is necessary; persons with proper training should only administer it.

Medical attention should be provided to all victims, even those who appear to have been temporarily stunned or otherwise unhurt, since there may be effects that are not obvious.

Winter Storms

Keep posted on weather conditions, use radio, television, newspapers; be aware of weather conditions and forecasts in the area; this will help avoid being caught out in a storm and will provide an opportunity to be better prepared to cope with it.  A cold weather emergency kit is to be kept in the car at all times.

In the even of a severe snowstorm or blizzard warning, do not take Name of Consumer out.  In all situations exercise caution, if weather is questionable in any way, travel only if necessary.  

KEEP CALM IF YOU DO GET INTO TROUBLE.  If the car breaks down in a storm or you become lost, and there is no apparent source of assistance.  Use cell phone to call for assistance, do not leave the car; use directional signals or other means indicate distress.  If using the car engine to keep warm, be sure that the tail pipe is not blocked and keep a window cracked open for fresh air ventilation.  

Avoid overexertion; cold weather without any physical exertion puts an extra strain on the heart.

EMERGENCY GUIDELINES IN THE HOME

Safety in a Fire Situation

Containable Fire

Remain Calm.

First assess whether or not the fire is containable, and use the fire extinguisher.  It is necessary to assess that the fire will be quickly containable, ample time must be allowed to evacuate Name of Consumer if evacuation is necessary.  It is important to remain calm with Name of Consumer whether evacuation is required or not.

When the fire is extinguished, contact the Microboard Director. A decision will be made as to the necessity of relocating the Name of Consumer; the extent of the clean up and its requirements.

Large Fire

Remain Calm.

Quickly alert others in home.

Assist Name of Consumer in evacuating by the safest and most expedient posted route.  Call 911.

Remaining calm will facilitate in Name of Consumer, if you are unable to evacuate Name of Consumer, firefighters must be given explicit directions to her location.

Be sure to give careful clear information when making the 911 call: name, location, telephone (indicate if you are calling from another’s home phone), also the type and extent of the fire.

Close but do not lock door.

Call the director and or board member.

Intruders

Stay calm.  Call 911, give pertinent information, name, address, phone information including home phone number, stay on the line.

Go to Name of Consumer, stay with her and remain calm.  Do not attempt to physically thwart the intruder or engage in a behavior that may escalate the situation.

When the intruder has left or has been removed, cooperate with the authorities; call family members and board member to determine if Name of Consumer needs to be relocated and what other needs must be addressed.

DIRECT SUPPORT PROFESSIONALS

Documentation

The individuals offering support to Name of Consumer shall be responsible for documenting specific and appropriate information in the agencies records as often as possible in order to provide a log of on-going information.  

Documentation shall include:

· Daily accounting of Name of Consumer activities, including where and how they spent time, and who they were with.

· Name of Consumer responses to different activities, programs and people throughout the day.

· List any people Name of Consumer met or became acquainted with during the day

· Record any unusual or challenging behaviors and strategies used to manage these behaviors

· Record any accidents or incidents, then complete appropriate incident report

· Report successes.  Why they occurred; successful interventions, the environment, interactions, the program or activity.

· Monitor and report any changes in behavior and why they may have occurred

· Monitor and report any changes in Name of Consumer health and any action taken

· Describe ways Name of Consumer expressed herself or communicated via sign, pictures, words, or typing 

· Record what Name of Consumer has had to eat throughout the day

· Record any other information, which may be useful to someone else in order to effectively support the Name of Consumer.  Example: changes in routine or schedule, changes in relationships.

(L)  DIRECT SUPPORT PROFESSIONALS Specialized training

All new Staff, prior to direct service, shall receive an orientation by the Director or designated individual, which shall include the philosophy, organization, program policies, procedures, and practices, and goals of the program. Orientation for key contractors will include spending supervised time with Name of Consumer, the Director and members of the staff. Included in the initial orientation and training will be the following specific areas:

1. Confidentiality

2. Name of Consumer Rights

3. Mistreatment, Abuse, Neglect and Exploitation

4. Health and Safety, including universal precautions

5. Emergency Procedures:  Home based and in the community

6. Overview of developmental disabilities and autism in particular

7. Transporting Name of Consumer in a vehicle

8. Communication with members of staff and Microboard members
On the job training, directly with Name of Consumer and current direct support professionals will occur before any new staff person, who does not currently have a relationship with Name of Consumer, begins working with her independently. There will also be information for the staff to refer, which will assist them in better understanding the Name of Consumer and how she responds to and interacts with her environment.  It would be expected that the direct support professional add to the information as they become more familiar with Name of Consumer and she more comfortable with the staff person. 

Within the first 90 days of on the assignment, each new staff shall receive at least 24 hours or more in-depth job training. In the following areas:

1. Mistreatment, abuse, neglect and exploitation

2. Name of Consumer rights and her right to due process

3. Confidentiality

4. Orientation to developmental disabilities and the values of the system in the State of Colorado

5. The Individualized Plan and the IDT process

6. Development and implementation of ISSPs

7. Behavior Supports

8. CPR/First aid if not completed in the initial training

9. Signs and Symptoms of Illness

10. Medication Administration, as appropriate.  

11. Any additional specific training that was not covered during the initial orientation.

The initial orientation and additional 24 hours of training shall be documented on the appropriate form by the Director and filed in the Microboard/Service Agency and in the staff’s individual file.

Ongoing training will occur, at least 24 hours of in-service during each fiscal year, and caregivers will be encouraged to take advantage of workshops, and training opportunities that arise in the metro area.  Written materials and video tapes will be made available.

It is the responsibility of the Direct Support Professionals to arrange and attend the necessary training. The Director will post available dates of training if known but staff are to make arrangements to attend, pay the fee up front and submit documentation of having attended the training to the Director. This documentation must consist of a copy of the certificate prior to being reimbursed for training.  

Standards of Conduct

Microboard/Service Agency is committed to establishing a positive environment of mutual respect, fair play and clear standards of performance.  All persons providing support to Name of Consumer are expected to:

· Conduct them in a fashion that provides for Name of Consumer safety and well being at all times.

· Maintain Name of Consumer confidentiality at all times.

· Maintain proof of valid driver’s license and liability insurance if transporting Name of Consumer.
· Individuals are responsible for notifying the Director of any lapses in coverage.

· Know, accept and follow the mission, philosophies, policies and rules of Microboard/Service Agency.
· Report to work physically and mentally able to perform tasks and implement scheduled activities with Name of Consumer.
· Respond positively to direction, and adjust positively to change.

· Accept responsibility of serving as a role model for Name of Consumer.
· Develop a rapport with Name of Consumer, those supporting her, the Microboard management and Name of Consumer family.

· Show respect for Name of Consumer and coworkers at all times.  Discussions about disagreements should be conducted in private.  

· Learn, understand and utilize non-aversive behavior management as the only technique for behavioral intervention

Violations of these standards are especially serious and may result in disciplinary actions and/or termination.

Microboard/Service Agency maintains an OPEN DOOR policy.  Direct communication between all persons supporting Name of Consumer is extremely important.  Microboard/Service Agency strives to ensure that issues and concerns are addressed fairly, impartially, promptly and with discretion.  Any person supporting Name of Consumer may communicate directly with members of the Microboard.  They are not restricted from addressing concerns to the Community Centered Board.

Equal Opportunity Employer

Microboard/Service Agency is an equal opportunity employer.  No contractor, staff or applicant will be discriminated against because of race, color, religion, age, national origin, and sex, sexual orientations, disability or veteran status.  Microboard/Service Agency analyzes, as necessary, its personnel actions to ensure compliance with this policy and applicable state and federal laws.  Staff are encouraged to use the OPEN DOOR policy to communicate any issues or concerns they may have.

Sexual Harrassment

All members of Microboard/Service Agency are expected and instructed to conduct themselves in such a way as to contribute to an atmosphere free of sexual harassment.  Sexual harassment of any staff or contractor by any other staff or contractor or by Microboard management is a violation of the policy of this agency and will not be tolerated.  

Sexual harassment may be expressed through verbal, non-verbal, or physical actions.  Examples of sexual harassment include but are not limited to sexual innuendos, suggestive comments, insults, threats, jokes about gender specific traits, or sexual propositions; making suggestive or insulting noises, leering whistling or obscene gestures; and touching, pinching, bruising the body, coercing sexual activity, or assault. 

Violations of this policy may be grounds for disciplinary action and termination.

Attendance

Microboard/Service Agency is small and we depend upon one another to fill many needs.  Therefore, it is important that everyone be dependable, with regard to scheduled activities, including time of shift, attendance at meetings, and planning for desired or needed time away from regularly scheduled responsibilities. It is expected that staff will arrange coverage for time off amongst themselves without involvement of the Director unless the situation cannot be resolved.  Some considerations include, that the substitute be able to support Name of Consumer in her regularly scheduled activities for that day, or that an alternative plan can be made that will not disrupt her life unduly.   

Arriving promptly for scheduled time with Name of Consumer and staying for the entire time is critically important.  Name of Consumer depends upon routine and unexpected delays of any kind are difficult for her.  In addition, the person who is supporting her before or after will very likely have other plans that will be impacted by having to stay past their designated hours.
Everyone needs a day off now and then, and especially at holiday time.  Unexpected absences are difficult, since we do not have large numbers or people to provide coverage.  

It is important that not everyone take the same holiday off, since Name of Consumer needs support every day all year long.  So, in a spirit of cooperation, we expect that there will be turn taking around days and holidays off.  

Meetings are when we come together to problem-solve, pass along new information, and participate in ongoing training and learning.  We learn from one another at these meetings, which will be conducted quarterly. Ongoing training is a requirement imposed by Medicaid regulations, and more importantly, is necessary in order for us to support Name of Consumer and her needs as they change over time. 

On occasion, when it is necessary to miss a meeting, prior notice must be given.  The staff are responsible for learning what information was shared during the meeting, and will be expected to implement information and policies discussed.  Minutes will be posted, and the house manager and/or director will be available for clarification.  However, there is no substitute for actually being at the meetings, and regular attendance is expected.  

If a staff person is not able or willing to follow there guidelines, decisions about further work will need to be made.  

Personal Appearance

All persons supporting the Name of Consumer serve as representative of the Microboard and must present themselves in an acceptable manner.  Personal appearance is an important key to success of friendship building and community awareness.

All caregivers will dress in a neat and appropriate fashion for the context of the situation within which they are working with the Name of Consumer.  
Release of the Name of Consumer 
Any person responsible for Name of Consumer will use reasonable judgment in releasing her to the care or companionship of natural support persons.

A list of trusted people who are allowed to be left alone with Name of Consumer in her home or in the community shall be kept on file.

Staff shall document in daily log who they were with, where they went, what they did and how long they were together.  

Use of Drugs and Alcohol

The misuse of drugs by any caregiver in Name of Consumer home is strictly forbidden at any time.  “Misuse” is defined as the use of prescription medication without a prescription or the use of illegal drugs.  Illegal drugs include, but are not limited to, barbiturates, narcotics, tranquilizers, amphetamines and marijuana.  “Misuse” specifically includes being under the influence of and/or carrying the aforementioned drugs onto the premise, or use of the drugs on Name of Consumer property.  

No staff shall be under the influence of alcohol or illegal drugs when they are responsible for the care of the Name of Consumer. Staff are expected to follow these policies.  Failure to do so will be grounds for disciplinary action and-or dismissal.

There is no smoking allowed in Name of Consumer home. 

Personnel Records

The following information will be included in each staff file.  Files will be maintained in Microboard/Service Agency business office and will be updated as needed.  

· Application for employment with reference check sheets attached.

· Employment verification sheet.

· Signed contract.

· Documentation of orientation and on the job training.

· Performance evaluations.

· Disciplinary actions or termination notice.

· TB skin test results.

· Copies of medication certification, CPR and First Aid completion.

· Copies of drivers license, social security number.

· Changes in address, phone number and emergency contact.

· Proof of valid driver’s license and insurance.

· Results of motor vehicle and criminal history background checks.

· Signed acknowledgement of receipt of policies and procedures.

· Signed confidentiality statement.

· Completed accident or injury reports involving staff.

· Completed personnel checklist.
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