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AGENCY SUPERVISION PLAN

In order to meet our standard of quality services to individuals with intellectual and developmental disabilities, CORE has implemented the following Supervision Plan to train and monitor direct support staff to ensure they are meeting performance expectations reliably.

CORE will ensure that agency policies, guidelines and rules are being carried out by
1. providing training and instruction to all staff and
2. providing management presence in the programs to monitor that staff are following agency policies, guidelines and rules.

TRAINING

· Training for all new staff and refresher training for existing staff is provided per DIDD guidelines.

· Employees do not work alone with people supported until all training is completed.

SUPERVISION

On-Site Presence in Supported Living 
· Program Supervisor(s) are on-site in each program and vary the times they are in the program, including time in the late evenings, nighttime hours, on holidays and on the weekends.

· A Third Shift Monitor is on site 7 days per week to make unannounced visits.

· Administrative team members with on-call responsibility make scheduled and unscheduled on-site visits on each shift at each CORE residential site.

· Management is to teach, model, give feedback to and work with staff to ensure they are providing person centered support and services as outlined in the PCSP of each person supported and to meet CORE’s standards of support.
· In addition, data and other records of people supported are monitored to ensure timeliness and accuracy.  When indicated, staff are re-trained on CORE’s standards, procedures and expectations.

PROGRAM SUPERVISOR(S)
· Program Supervisors provide direct oversight of the programs, evaluation of staff performance and the direct monitoring of the effectiveness of programs. Program Supervisors work varied schedules to provide oversight on all shifts
· Unscheduled visits will be made each month to each site including sleep hours, weekends and on holidays.
· Each on-site visit is documented.
Pre-ETS and MAPs Program

· Pre-ETS services and employees are supervised by a Pre-ETS Coordinator

· The Pre-ETS Coordinator has a minimum of weekly contacts with Instructors while school is in session
· MAPs services and employees are supervised by a MAPs Coordinator

· The MAPs Coordinator has a minimum of weekly contact 

PERFORMANCE EXPECTATIONS

· CORE’s Policies and Procedures are available to each staff in a policy manual available online in PHS, as well as on the company website
· All employees receive performance evaluations a minimum of annually
· A list of policies is provided to staff on date of hire.  These policies address employment and/or performance expectations.
· Signed copies of select policies are in the employee’s personnel file.
· Job descriptions are given to each staff member and copies can be found posted online in PHS
· In addition to CORE’s Policies and Procedures, Monthly House Meetings include a review and training on procedures that staff are expected to follow in carrying out their job duties.  
COMMUNICATION OF ISSUES

· Program Supervisors immediately report any issues that impact the safety of people supported to Program Director and/or Executive Director.
· Any staff performance concerns noted during on-site visits are reported to Program Director and/or Executive Director, and tracked until they are resolved.
· Health issues of people supported are reported through an electronic nurse note and reviewed by the agency RN.
· Facility or vehicle problems are reported to the Program Supervisor assigned to each home
ADMINISTRATIVE LEAVE

In the event an employee is placed on administrative leave the Program Director and Program Supervisor will ensure trained staff and adequate coverage are available when needed.

PERSONAL ASSISTANCE
Each home receiving personal assistance services will have a minimum of one (1) unannounced visit monthly. 
Electronic Visit Verification occurs in conjunction with all PA services.  

FAMILY MODEL

A minimum of one (1) unannounced visits will occur monthly at the home of Family Model Providers (including holiday and evenings).  This visit will be made by the Case Manager and/or Program Supervisor.  The Case Manager will monitor FMP compliance with 24-hour supervision (compliant with appropriate level of need) and timely compliance of training requirements.

COMMUNITY PARTICIPATION and SUPPORTED EMPLOYMENT
· Community Participation Services and Supported Employment Services are supervised by Program Supervisors.

· Management is to teach, model, give feedback to and work with staff to ensure they are providing support and services as outlined in the PCSP of each person supported and to meet CORE’s standards of service regarding meaningful participation and membership in the community.

· In addition, data and staff communication notes are monitored to ensure timeliness and accuracy.  When indicated, staff are re-trained on CORE’s standards, procedures and expectations.

MONITORING OF SUPPORT STAFF PRESENCE

· Staff presence in the program is tracked by a PHS clock-in system.  Staff are required to clock-in using the PHS program when they arrive on shift and clock-out when they leave.  Program Supervisors monitor and approve each employee’s time.  Third shift staff are required to log-in hourly between the hours of midnight and 6:00 AM.
· Program Supervisors address problems of tardiness or leaving before end of shift as part of job performance monitoring and evaluation.
· Awake shift staff complete “wellness checks” in PHS each hour of their shift starting at midnight.  These checks are monitored by program supervisors and night monitors.  
STAFF COMMUNICATION 

· Staff are required to inform on-call of any unusual medical condition, falls, public incidents, behavior episodes, reportable incidents and changes in routine when they occur.
· Staff are also required to call on-call if any situation comes up that they are unsure how to handle.

· On-call will complete an end of shift report
· Monthly house meetings are a requirement for all staff.  They provide a time for management to communicate agency procedures, make announcements and complete training.  Minutes are kept of each staff meeting.  

· CORE has a 24 hour on-call procedure in place for staff to utilize in contacting management.  This information is posted in the programs on the Emergency Contact Phone List.

· New employees are monitored closely during their probationary period and have a formal meeting with their supervisor prior to their 30-day employment date to complete on-site training. This procedure supports the employee as they orient to their new duties and allows management to ensure new staff are meeting performance standards.  A 60-day evaluation is completed with all new hires.
· New employees are assigned a DSP Mentor who will support them during their first 12 months of employment

· New Employee electronic employment satisfaction surveys are completed at 30, 60, 120 day and 6-month intervals

· CORE’s management team meets bi-monthly to communicate new policies, procedures, concerns, changes in forms or procedures, clarify expectations, schedule training, share upcoming events and resolve any other issues.  
· Employee job satisfaction surveys will be conducted at least annually to evaluate areas of needed improvement
· Stay surveys are sent out on each employees anniversary date
· An Employee Concern Survey is available at any time on Survey Monkey to anonymously ask questions or express concerns.   There is a link to this on the PHS home page. 

· An Employee Facebook Page and PHS Email are also used to keep employees informed.

EVALUATIONS

· Evaluations are conducted a minimum of annually for each DSP.
· Verbal counseling, additional training or supervision, and, when necessary, disciplinary actions are taken when support staff fail to meet performance expectations.  
· If performance deficits are identified, corrective action plans may be constructed and implemented. 
· The Executive Director or designee is responsible (with input from other managers and supervisors) for disciplinary actions beyond written counseling.

FAMILY SURVEY

· CORE conducts an annual survey of families and conservators.  Any concerns listed on the survey responses will be addressed by the Executive Director and/or the management team.  Feedback is used on the annual trend analysis and quality improvement plan
· Any CORE employee who becomes aware of a family or conservator concern or issue regarding any of our programs will report the concern to their supervisor so that the management team can address the concern and take corrective action. 

PEOPLE SUPPORTED

· The preferences and choices of people supported by the agency will be considered when identifying regularly assigned staff
· Preferences and choices will be learned through conversations with people, focus groups, annual assessment of rights, annual POM interviews and involvement with people in employment interviews
· The agency will take into consideration use of nonverbal communication, concerns and complaints when developing staffing plans and on-duty work schedules.
VEHICLES AND FACILITY


· Monthly inspections are conducted at each residential site.

· Monthly inspections are completed on all agency vehicles and on the employee, vehicles used to transport individuals.

· Facility or vehicle problems are reported to the Program Supervisor
· Routine maintenance and repairs are provided on agency facilities and vehicles.
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