Section 1:

Administration

POLICY #1:

Agency Policies & Procedures

Effective Date:
1/1/98

Revisions:

3/04, 9/00

POLICY:

NERS agency operations are governed through a set of policies and procedures kept in a manual at the administrative office, at each  community living arrangement and at a place available to SLA/family support staff.  

New England Residential Services is funded and licensed by the Department of Mental Retardation   thus this agency adheres to all relevant DMR policies and the policies in this manual meet DMR regulations.
PROCEDURE:

· New Policies

All new policies will be written by the Executive Director, Board of Directors and/or a member of the management staff. Each policy will be reviewed by the Management Team, the Labor/Management Team as appropriate and the Board of Directors.  All new policies will be reviewed with Direct Support Staff.  

· Review and Revision
All policies will be reviewed by the Executive Director or designee annually.  Any proposed changes will be reviewed by the groups listed above.  When revisions are complete, the Residential Manager will review the revised policy with all Direct Support Staff.  

· New Employees
Policies and Procedures will be reviewed by all new employees as part of orientation.
· Deviation from Policy
Purposeful deviation from agency policy can be done only with the written approval of the Executive Director.  This approval will include the number of the policy to be deviated from, the deviation, the rationale and any applicable time frame.

· Violation of Policy
Violation of policy will result in progressive discipline and/or summary dismissal depending on the policy violated.
Section 1:

Administration

policy #2:

Payroll

Effective:

2/94
Revisions:

6/03
POLICY:

All employees of NERS, Inc. will be paid bi‑weekly at a rate determined by NERS, DMR and where appropriate, New England Health Care Employees Union.

PROCEDURE:

An employee’s time sheet must reflect the total number of hours he/she is scheduled to work each week.  If an employee does not work the total number of hours, he/she must use earned time, if available, to make up the difference.  Time sheets will be completed by each employee and submitted for review to the appropriate supervisor by the designated time.  The supervisor will submit the reviewed time sheets to the office.  If any error(s) is detected, the time sheet will be corrected and initialed by the person making the correction(s).  A copy of the revised time sheet will be placed in the house box so that the employee can be made aware of the correction(s).  For time sheets that are missing or for changes that are made after the payroll has been submitted, the employee must complete an adjusted time sheet form.  Any pay discrepancy will be corrected at the time of the next payroll.

Holiday Pay

The following holidays are paid at a rate of time and one/half for all direct support staff who work on the holiday.


President’s Day



Columbus Day

The following holidays are paid at the rate of double time for all direct support staff who work on the holiday.

New Year’s Day



Labor Day**

Martin Luther King, Jr.’s Birthday

Veteran’s Day

Memorial Day




Thanksgiving Day**

Independence Day**



Christmas Day

The following holidays are also designated in the union contract as paid holidays.

Independence Day

Labor Day

Thanksgiving

All permanent full and part-time direct support staff who are scheduled for 20 hours or more, will also be paid a pro-rated amount of straight time based on their permanent hours even if they do not work the holiday.

Checks may be picked up at the main office between 10:00AM and 3:00PM on pay day.  If preferred, and prearranged with the office staff, checks may be picked up at the work site.  Employees will be held responsible for paying the “stop payment” charge for any lost payroll checks.  An employee can sign up at the office for direct deposit into his/her bank account.
Section 1:

Administration

policy #3:

Respite

Effective Date:
6/99

Revisions:

POLICY
NERS does not provide respite care at any of our residential locations.

Section 1:

Administration

policy #4:

Mission and Philosophy

Effective Date:
6/18/99

Revisions:
The mission of NERS, Inc. is to support people at home and at work so that they may participate in and contribute to their community.

Our philosophy is that people with disabilities have the right to be visible, integrated members of their community, that they are worthy of respect and deserving of happiness and meaningful lives.  Our goal is to assist people to create and maintain lives and living arrangements that are comfortable and, most importantly, reflect personal choice.

NERS also subscribes to and promotes the DMR Mission Statement, both in our staff training and in the supports that we provide.  The DMR Mission Statement is as follows:

The mission of the DMR is to join with others to create the conditions under which all

people with mental retardation experience...

Presence and participation in CT town life

Opportunities to develop and exercise competence
Opportunities to make choices in pursuit of a personal future

Good relationships with family and friends

Respect and dignity
Section 1:

Administration

policy #5:

Computer Use

Effective Date:
12/00
Revisions:

POLICY:

Computer use is essential to efficient operation of residential programs.  Reports, scheduling, meeting minutes, routines and programs as well as other documents are all completed using word processing programs.  The Internet is also effectively used as appropriate for research and e-mail communication with the office, other agencies and other program sites.

Agency computers will be used for work related tasks only.  Access to the computer as well as all confidential material contained therein will be restricted to management personnel.  Other employees may have access to the computer only with approval of and supervision by management.  Confidential material will contain a password.  Internet use and e-mail communication will be restricted to work related tasks and will never be used for the purpose of harassment, intimidation or exploration of inappropriate sites.

NERS, Inc. reserves the right to monitor all employee communication during the employment relationship.

Section 1:

Administration

policy #6:

LICENSING PREPARATION/INSPECTION/CITATIONS/




PLAN OF CORRECTION

Effective Date:
6/25/03

Revisions:

4/07, 8/6/03, 9/17/03
POLICY:

It is the policy of NERS that all services and supports provided will be of the highest quality.  In order to assess this quality, we will prepare for and participate in biennial DMR licensing inspections at each CLA.  The desired outcome will be a biennial license with the fewest citations possible.  The awarding of a biennial license will indicate that the quality of the physical environment and services provided are acceptable to the Department of Mental Retardation.

Quality is continually monitored by DMR Quality Monitors who visit each program, the Executive Director and the Program Director through regular meetings with Directors and Residential Managers as well as paper reviews and drop-in visits at each house.  
The following procedure should be followed to ensure readiness for the actual licensing inspection.

PROCEDURE:
Preparation:

At least six months prior to licensing, preparation will begin with the review of the licensing checklist.  

Using the licensing checklist, all areas of the house will be surveyed.  Ensure that anything in need of repair, is repaired.  Purchases will be made for anything in need of replacing, i.e., curtains, bedspreads, etc.

Particular attention must be paid to areas that affect health and safety.  

Using the licensing checklist all permanent records will be reviewed to assure that the documentation exists to support changes in programming, health and other areas related to the well-being of the people we support.

Particular attention should be given to ensure that recommendations from all disciplines have been followed or that documentation exists to explain the progress or lack thereof.

Anyone from the management or office team can assist with the preparation as needed.

All four-person group homes must obtain a yearly inspection certificate of approval from their local Fire Marshall.  The Residential Manager must call the local Fire Marshall to arrange an inspection one month before the certificate expires.  The local Fire Marshall will not contact the home to schedule an inspection.

Licensing Preparation/Inspection/Citations/
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Plan of Correction

Evacuation Scores (Also known as E-Scores) must be updated annually with DMR, through the Southbury Training School Fire Department.  The Fire Chief from the training school will send out a yearly survey form
to the group home.  The Residential Manager must complete the survey form and return this form within fifteen calendar days of receipt by mail or fax.  Surveys not received on a timely basis may result in the evacuation capability of the facility changing from its current rating to that of “Impractical to Evacuate”, which could mandate that the facility meet the construction requirements of the new classification.  Evacuation scores only pertain to four person group homes.

A licensing packet will be sent to the house from the office for review and revision as necessary.  This, along with the house staffing schedule and a Fire Marshall’s certificate where applicable, will be returned to the main office, notarized and then sent to the Quality Assurance Division at DMR Central Office.

Inspection:

The actual inspection may be announced or unannounced and will usually occur at least thirty to sixty days prior to the licensing renewal date.  It will include a tour of the house, check of the water temperature, check of the medication closet and review of the finances and training records as well as a paper review of randomly selected records.

The Residential Manager, Residential Director, Behavior Specialist and Nurse will attend as appropriate  and be prepared to answer questions about each area reviewed by the inspector.

Citations:

Citations will be given for all incidences of non-compliance with DMR regulations or NERS policy.  The inspector at the end of the inspection will review all deficiencies/citations and make a determination of either a one or two year inspection status.

Plan of Correction:

The list of citations is reviewed at the Licensing Division at Central Office and then mailed to NERS.  When received, a plan of correction will be written to address the citations.  If any deficiencies cited have been corrected by the time the plan of correction is completed, documentation of the correction will be submitted with the plan.  This plan will then be returned to Central Office and approved.  Once the plan is approved, a license renewal letter will be issued.

The licensing division will determine whether site visits are needed to verify corrections, i.e., water temperature too high or too low, program revisions, etc.

If the corrective action relates to an issue of health and safety, the DMR contract manager will conduct a site visit within thirty days.  The contract manager will then review the findings with DMR regional personnel  to determine if further action is necessary.

If the corrective action does not relate to health and safety, verification of correction will be done at the next site visit by appropriate DMR regional staff.

All findings will be used as indicators of agency performance at the mid-year and annual review meetings at DMR.

Licensing Preparation/Inspection/Citations/
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Plan of Correction

Initial Licensing Inspection – New Home:

At least ten days prior to the expected opening/move-in date DMR regional staff will complete the readiness checklist and home safety inspection report.  The initial licensing inspection date is scheduled by the DMR licensing division.  The on-site inspection is conducted to review the licensing packet and the residence.  A summary of citations is issued if applicable and an acceptable plan of correction is submitted.  There will usually be a revisit inspection within six months to ensure that individuals living there are receiving supports from staff trained in all required topics.   The inspector will also review fire drills and general safety of the environment.  A full licensing inspection is conducted within one year.

SECTION 1:

ADMINISTRATION

POLICY #7:

COMMUNITY LIVING ARRANGEMENTS/SUPPORTED LIVING ARRANGEMENTS

Effective Date:
9/87
Revisions:

6/04
POLICY

COMMUNITY LIVING ARRANGEMENTS (CLAs)

All NERS CLAs will be houses that are reflective of the community in which they are located.  Each CLA will be operated in compliance with DMR regulations, polices and procedures.  This will include but not be limited to the following:

Buildings and Grounds

· All buildings will comply with zoning regulations, building codes and the CT fire safety code.  There will be fire extinguishers, smoke alarms and sprinklers as appropriate.

· NERS will carry the necessary insurance for all buildings, contents and vehicles.

· All yards will be attractively maintained and free of discarded items and/or litter.

· The walks and driveways will be maintained and will be free of ice and other hazards.

· There will be a reasonable number of vehicles parked at the house at any one time.

Furnishings

· Each individual living in the house will have his/her own bedroom that will afford privacy and contain personal items of his/her choosing.

· The furniture and household items will be maintained and positioned for safety and will be appropriate to the needs of the individuals living in each house.  

· The individuals who live there will be included in choosing the furniture and household items as often as possible.

Safety

· There will be an emergency plan for evacuation and shelter.  All staff will be trained in this plan.

· Emergency numbers will be posted.

· All individuals living in the house will be trained to call 911 if possible.

· The temperature of the house will be comfortable in both winter and summer.

SUPPORTED LIVING ARRANGEMENTS (SLA)

      Buildings/Grounds/Furnishings

· Each apartment will be chosen by the person intending to live there.

· Each individual will be assisted with learning to maintain the apartment neatly and attractively.  This may include hiring a cleaning service.

· Furnishings and household items will be chosen by the individual who will live there dependent on need and cost, with assistance from staff as needed.
· The yard and any outside items will be maintained by the landlord with assistance of the individual as appropriate.
SECTION 1:

ADMINISTRATION

POLICY #8:

HIRING (External and Internal) 

Revised 06/05

POLICY:

NERS adheres to the following employment practices recommended and or required by the Department of Mental Retardation in order to ensure that all applicants for employment are properly screened, and newly hired employees are adequately trained.  

EXTERNAL HIRING PROCEDURE

The employment practices for external applicants are as follows:

Pre-Employment

Complete Job Application

Interview Process

Work Reference Checks





Professional Credential Review and Verification as applicable





Documented Review of the CT Registry of Sex Offenders





Documented Review of the DMR Abuse/Neglect Registry





Documented Completion of DMV License and Record Review





Documented Criminal History Review and Verification





Employment Screening and Initiation of Work

Post-Employment





Staff Training





Observation of work performance by supervisor





Employee Performance Appraisal

Applications

Applicants interested in employment must complete a job application.  Applications are considered valid for a period of six (6) months.  At the conclusion of this time, if an applicant is still interested in employment, it will be necessary to complete a new application.  The application is considered to be an important part of the hiring process.  An applicant can be denied an interview based on vague or incomplete information, neatness, or specific requirements listed in the job description.  

Interview Process

All applications will be reviewed by the Human Resource Coordinator.  Eligible applicants will be screened by phone prior to the interview process.  Applicants can be denied an interview based on screening process, due to vague or incomplete answers, negative tone or attitude, a recent drug conviction, does not meet the drivers’ license requirements, or can not make the required training. 

An interview will be conducted by the Human Resource Coordinator and Supervisor to access the availability of work, review of work or life experiences and responses to questions.  A written interview is completed by the applicant as part of the process to assess knowledge, skills, experiences and written communication skills.  

A second interview will take place at the prospective workplace with the individuals supported by NERS in attendance.  Individuals will be encouraged to interact with the applicant and to question the applicant about his/her interests, and other things of importance.  Subsequent to the interview, the Residential Manager will discuss this meeting with the individuals supported by NERS in order to make a decision to hire/not hire.

Reference Checks

References are required for all employees.  A release of information form will be signed by all applicants.  Acceptable references will be: 

Verbal reference from a present or former supervisor

Written reference from a present or former supervisor

A verified current performance appraisal

If references cannot be obtained before the start of work, all employees will be informed in writing that retention will depend upon acceptable references.  References must be obtained within 30 days of the date of hire.

Professional Credential Review and Verification

Credentials verification will be completed for all applicants where credentials are required.  If credential verification cannot be completed before the employee begins work, the employee will be informed in writing that retention will depend upon verification. This must be completed within 30 days of the date of hire.

Review of the CT Registry of Sex Offenders

NERS will follow the procedures established by the Department of Public Safety to access and review the registry.  This will be done prior to an offer of employment.  NERS will maintain documentation of review to include the date of review and the results maintained in the Administrative file.

If the individual is listed on the registry and NERS decides to pursue the employment of this individual, the nature of the conviction will be explored by the Human Resource Coordinator and reviewed with the Executive Director.  The following points will be considered: 

· Applicant’s age at the time the offense was committed.

· Mitigating factors at the time the offense was committed, i.e., substance abuse, self-defense, etc.

· Number of offenses

· Efforts and success at rehabilitation

· The amount of time elapsed since the offense was committed.

· The likelihood the offense will be repeated.

· The individual’s employment references since the offense was committed.

· The relationship between the job applied for and the offense committed.

· The training, structure and supervision available within the position.

If after considering all of the above, NERS continues to pursue the hiring of the individual; evaluation of the following points will be made:

· The potential for harm to the health and safety of individuals supported by NERS.

· The applicant’s participation in rehabilitation efforts, any patterns of recession and the length of time since conviction or release from a correctional facility.

If the decision is made to hire the individual, the rationale for approval will be documented along with any special restrictions or requirements for supervision necessary to ensure the safety of the individuals we support.

 Review of the DMR Abuse and neglect Registry

NERS will follow all procedures established by the Department of Mental Retardation to access the registry.  A review of the DMR Registry will be completed prior to an employment offer.  If an applicant’s name appears on the registry, that individual will not be employed.

If the name of an existing employee is found on the registry, that employee will be terminated.  

Documentation of the review and results will be made in the Administrative file.

DMV License and Record Review

NERS will conduct a records review to determine the current status of the individual’s license and to investigate the driving history prior to an employment offer.  Documentation will be maintained in the Administrative file.  See Transportation sec-3, Policy-3

Criminal History Review and Verification

A criminal background check of criminal convictions in the State of Connecticut will be conducted for all new employees prior to an employment offer.  The Executive Director will review all questionable results.  

Factors to be assessed are the same as those listed above in the procedure to access the CT Registry of Sex Offenders.

Criminal Offenses Requiring Special Review

Arson



Assault




Burglary



Child Pornography

Conspiracy


Cruelty to Persons

Domestic violence


Drug Offenses



Forgery



Fraud

Harassment


Homicide

Kidnapping


Larceny and Robbery

Manslaughter


Perjury and Subordination

Sexual Offenses


Stalking

Threatening 


Unlawful Restraint

Weapons Violation

If, after considering all of the information, NERS determines that the individual is not suitable for the position, the individual will be denied employment under CGS Sec.46a-80.  The denial of employment with the evidence and reason for the denial will be documented and a copy will be sent to the individual.

If the decision is made to hire the individual, the rationale for approval by the Executive Director will be documented along with any special restrictions or requirements for supervision necessary to ensure the safety of the individuals we support.

Employment Screening and Initiation of Work

All applicants will be informed in writing that employment will be contingent upon acceptable screening results.    Applicants will be required to sign an Employment Release Form that will indicate they do not believe that any of the identified screening procedures will result in information that will disqualify them from employment.  

Staff Training

Training will be conducted according to DMR requirements and documented in training records.  See Section 2, Policy # 8

Supervision of New Employees – Direct Support Staff

All new employees will first complete at least two shadow shifts, which will consist of observation, not hands-on work.  An experienced staff person will be assigned to work with the new employee for the first two weeks.  If the new employee is hired on a per diem basis, the supervisor will assign a minimum of two scheduled shifts for each of the first two weeks. One on one supervision meetings will be scheduled with all new employees during their probation.  Any issues noted should be addressed with the employee immediately and noted in reviews.  

Employee Performance Appraisal

Employee performance appraisals will be completed at 3 months, and in the 5th month prior to the end of the probationary period and subsequently on an annual basis.  Supervisions will be conducted on a quarterly basis during the year.

INTERNAL HIRING POLICY

To promote employee growth NERS encourages employees to apply for any job posting for which they are qualified.

INTERNAL HIRING PROCEDURE

Postings for all jobs will be done according to the union contract.  Residential Managers will interview the individuals they support to determine the qualities needed for a new employee for that house/apartment. Questions to be asked will be documented.

The employment practices for internal applicants are as follows:





Contact the Human Resource Coordinator to indicate interest in a 





Position, either verbally or a letter of interest

Interview Process 

· Initial   – Residential Manager and/or Residential Director

· Second – Residential Manager and residents of the house.

Questions will be asked by the residents if possible.  If not possible, questions will be asked on their behalf and observations of interactions between applicants and residents will be done by the Residential Manager.

Review of NERS job performance (including Medication passing) 

Letters of referral based on job performance





Review years of experience in and outside agency





Seniority

The Residential Manager will document the reasons for the choice.  This documentation will be referred to the personnel file.  A letter of hire will be sent.  A letter of “failure to hire” will be sent listing the reason for the decision not to hire upon request.

