Service Handbook and Admissions Agreement

Introduction

Thank you for choosing the Community Access Services, operated by Contra Costa ARC,
as your service provider. We are proud to be serving people with developmental
disabilities in this community for over 40 years.

Your needs, choices and expectations are very important to us and we encourage you
to fully participate in expressing your preferences with your Program Manager, in your
Annual Review meeting, through our Consumer Satisfaction Surveys, at Consumer
Council meetings and at any other time.

The following Service Handbook and Admissions Agreement is given to you and/or your
representative for review. Portions of this Handbook are re-reviewed during your annual
review meeting. Please contact any staff member at the program with any questions
you may have.

This Handbook includes admissions criteria, our mission and values, grievance
procedures, ways that you can give input about your services and much more.

The Handbook is also available in a video version in English, as well as Spanish.
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Our Mission and Values

Contra Costa ARC, a private, non-profit, membership-based organization has been
providing direct services to children and adults with developmental disabilities in our
community for over 40 years. Our organization, founded by parents, is strongly
mission-driven. Our mission is to enhance the quality of life to those we serve by:

e Advocating for individuals with developmental disabilities at personal, local, state
and national levels;

e Providing direct services to individuals with developmental disabilities in our
community.

To fulfill our mission and to keep our original commitment to the individuals we serve,
to their families, and to our community, we are guided by a core set of values that
include:

= QOperating only high quality services that are stable and sustainable.

= Listening to consumers and families we serve and allow their feedback to be
the primary gauge of whether or not we are fulfilling our mission.

= Whenever possible, developing new services and supports in response to
emerging consumer and family needs.

= Working collaboratively with our community partners.

The Community Access Services offers various types of services including:

Community-based services

Adult development services

Volunteer work

Senior services

Limited medical services (Restricted Health Conditions)
Educational support

Recreational support

Self-advocacy support

Services at the Community Access Programs (CAP) and the George Miller Centers (GMC)
are regulated by the State of California, Department of Social Services (Community Care
Licensing-7itle 22). All Community Access Services are also regulated by the Department
of Developmental Services (Regional Center of the East Bay-7it/e 17) and the Department

of Labor.



Our Program Goals:

The goals of the Community Access Services are to assist you to live, work, and play in
your community as independently as possible, thus improving your quality of life. To attain
these goals, specific program objectives are designed to help you improve or maintain skills

in the following areas for the CAP and GMC services:

= Domestic skills (personal care, household activities, etc.)
= Recreation/Leisure skills (fitness, hobbies, art, bowling, etc.)
= Vocational skills (paid work, volunteer work, work behavior, etc.)

= Community awareness (use of public facilities, such as buses, stores, parks; social

behavior, communication, money use, street safety, etc.)

For ARC Inroads the program goals include:

e Self-advocacy (proactive communication skills, self-determination)
Community experiences (utilizing community resources)
Social Networks (social skills, developing friendships, etc)
Vocational skills (part time paid work, volunteer activities)
Education (attending adult education classes, life-long learning)

Our Admission Criteria:

The Community Access Services serves adults with developmental disabilities. In the
State of California, the Regional Center contracts with us to fund our services. In order
to be eligible for our services, you must be:

e Diagnosed by the Regional Center as having a developmental disability

e Able to have program staff manage an additional medical condition, if any, under
Community Care Licensing regulations (7itle 22) for Restricted Health Conditions;

e Over the age of 18 if ineligible for public school services; otherwise, be over the
age of 21;

e Able to be safe with the program’s approved staffing ratios; not be a danger to
self or others;

e Able to benefit from the services offered.
Eligible for third-party funding, such as the Regional Center of the East Bay;

Qualifications of Our Staff:

Before being hired by Contra Costa ARC, applicants for staff positions are carefully
screened, interviewed and tested. Upon hire, they undergo a medical examination and
TB test to assure they are healthy. They are also drug screened, unannounced. In
addition, Community Care Licensing requires that each person pass a Department of
Justice criminal record clearance prior to working. We monitor each persons DMV
driving record to assure that all are safe drivers, as well.



You will come into contact with people with the following job titles:

1. Program Director. The Program Director oversees the Community Access
Services that involves several programs. He or she is responsible for hiring people,
monitoring the finances of the programs, organizing staff training and making sure that
services are provided to you in a way that is consistent with our mission, values and
regulatory requirements. The Program Director has a college degree and at least 5
years working with people with developmental disabilities.

2. Program Coordinator: The Program Coordinator oversees a particular service.
He or she participates in the hiring process, supervises the direct care staff, and
oversees the ISP meetings, vehicle management, and facility management. He or she
has a college degree and at least 3 years of experience, including at least 1 year of
supervisory experience. Additional experience may be substituted for a degree. The
Program Coordinator is supervised by the Program Director.

3. Instructor: Instructors develop the lesson plan, attend your ISP meeting as your
Program Manager and advocate for you in any way. They teach classes, develop
teaching materials, organize special events, such as parties, and generally implement
program plans. Instructors need a college degree and at least 2 years experience
working with people with developmental disabilities. Additional experience may be
substituted for a college degree. Instructors are supervised by the Program
Coordinator.

4. Instructional Aide:. Instructional Aides implement program plans and lesson plans
developed by the Instructors. They teach classes, assist with developing materials, and
assist Instructors with whatever is needed. Instructional Aides must have a high school
diploma and at least one year experience working with people with disabilities. A CNA
certificate may be substituted for experience. Instructional Aides are supervised by the
Program Coordinator.

5. Community Support Specialist. A Community Support Specialist is the staff title
for people that work directly with you at ARC Inroads. He/she develops your ISP and
plan daily activities. He/she is also responsible for maintaining the vehicle. A
Community Support Specialist must have a college degree and at least 2 years
experience working with people with disabilities. Additional experience may be
substituted for a degree. Community Support Specialists are supervised by the
Program Coordinator.

Prior to Enrolling:

You, your representative, and/or your Regional Center Case Manager may submit an
application or “intake packet” to the program for consideration. Upon receipt, and if a
service opening exists, the Program Coordinator will schedule an assessment date. The
interview and assessment consists of:



= An overview of Contra Costa ARC and the Community Access Services,

= A facility tour,

» An interview with you and/or your representative,

= A review of consent forms and the Rights of Individuals with Developmental
Disabilities document,

= A discussion of service interests and program goals,

= A discussion of funding and transportation arrangements, and

= A formal assessment.

Following your interview, an entrance decision will be made by you, the Program
Coordinator, and your Regional Center Case Manager (Interdisciplinary team). If you
enroll, a start date will be agreed upon at this time. Funding for the services is
provided by the Regional Center and it usually takes about 10 days to arrange. If you
do not enroll, then conditions for admission will be agreed upon or a referral to more
appropriate services will be made.

In addition, California state law requires that you submit a medical report, including
recent (within one year) TB test results, prior to attending the program. A request may
also be made for any relevant psychological, social, or educational reports.

Following enroliment, there is a 90-day trial period. This period allows for gathering of
additional information and determining your service interests, preferences and desires.
If concerns arise during this trial period, a review can take place at any time to resolve
them. At the end of 90 days, the Interdisciplinary Team will determine if the program
meets your needs and interests or if another service referral is more suitable.

In the event that the Community Access Services is filled to capacity or is not accepting
new participants at this time, a waiting list will be developed. The waiting list is
composed of those applicants who have completed an application, personal interview,
and tour of the facility. When a service opening becomes available, applicants are
assessed formally in the order in which the applications were received by the Program
Coordinator.

Program Planning Process:

An Individual Service Plan (ISP) will be developed collaboratively with you within your
first 90 days. This is accomplished through interviews, observations, and discussions
with you, with a strong emphasis on your interests, choices, and personal goals. An
assigned Program Manager develops the written plan with you, as well as writes
monthly progress notes on each objective in the plan. Your Program Manager will
review progress with you regularly.

Then, annually, during your birthday month, your Program Coordinator will schedule a
formal annual review of your ISP. You determine who attends this annual review.
Typically, it involves your Regional Center Case Manager, your Program Coordinator,



It is our experience that many times complaints and suggestions result in improvements
to our services. At no time will your complaint result in any retaliation or service denial.

Expected Conduct:

Human Rights: Respect for all people is the primary rule at the Community
Access Services. It is the policy of Contra Costa ARC and the Community Access
Services to ensure that you are made aware of your rights, in writing, at the time
of admission and on a regular basis thereafter. A copy of your signed Rights of
Individuals with Developmental Disabilities form is maintained on file at the
program and reviewed annually. Any suspected abuse of your rights will be
remedied through the grievance procedures, personnel policies, State reporting
requirements, and/or utilization of law enforcement agencies, when necessary.

Contra Costa ARC and the Community Access Services prohibits unlawful
discrimination based on race, color, creed, sex, marital status, sexual orientation,
age, national origin, physical handicap, disability, medical condition, ancestry, or
any other consideration made unlawful by federal, state, or local laws.

Please be aware that the Community Access Services, while making every effort
to safeguard the belongings of all, is not responsible for the loss or theft of your
personal items. It may be prudent to clearly label jackets, sweaters, etc., to
assist in assuring your belongings are returned to you.

Smoking is prohibited in all facilities and vehicles of the Community Access
Services.

A clean and neat appearance is warranted, as training occurs in public places.
During the hot summer months, it may be prudent that you apply sunscreen
prior to arriving at the program.

Inappropriate social behavior, such as aggression towards others, destruction of
property, self-injurious behavior, running away or inappropriate sexual behavior,
may lead to suspension or termination from the program services.

In the event that program suspension is necessary for your safety or the safety
of others, and not part of a pre-arranged behavioral intervention plan, a meeting
of the I.D. Team will be called within three days of the incident. At that time, the
incident will be discussed and recommendations made to ensure the safety for
all.

You are expected to arrive at the program in good health. For the safety of you
and others, evidence of illness will result in your being sent home until well. In
the event that no one can be reached at home, your emergency contact will be
utilized.
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Confidentiality:

All records and files at the Community Access Services are confidential. As required by
law, representatives from our regulatory agencies, such as Community Care Licensing
and the Regional Center of the East Bay, may perform an inspection of all records at
any time during regular business hours.

In the event that you would like us to share information with your doctor or any other
person, we will do so with your (or your conservator’s) written consent.

Resource Information:

Your Program Coordinator and Regional Center Case Manager can provide you with
detailed information about other resources in our community. Please discuss your
interests with them.

Listed below are various service organizations that may be of interest to you:

Regional Center of the East Bay

2151 Salvio Street, Suite 365
Concord, CA 94520
925-798-3001

Or

7677 Oakport Street, #300
Oakland, CA 94621
510-383-1200
www.rceb.org

Respite Services

The Respite Inn
906 Lee Lane
Concord, CA 94521
925-686-5758

Bay Area Family Services
315 Henry Street

Vallejo, CA 94591
707-644-4491

Independent Living and Supported Living Services
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Full Circle of Choices
5167 Clayton Road, Suite B
Concord, CA 94521

Center for Independent Living
Concord: 925-229-9200
Berkeley: 510-841-4776

Center for Accessible Technology
2547 8™ Street, 12-A
Berkeley, CA 94710

Western Rehab (wheelchair repairs)
825 Arnold Drive, #112

Martinez, CA 94553

925-313-5770

Advocacy Organizations

Contra Costa Developmental Disabilities Council
597 Center Avenue

Martinez, CA 94553

925-313-6836

AREA Board V

1515 Clay Street, # 3005
Oakland, CA 94612
510-286-0439

Marsha Siegal

Client’s Rights Advocate
449 15™ Street
Oakland, CA 95612
1-866-865-1758

Protection and Advocacy, Inc.
1330 Broadway, Suite 500
Oakland, CA 94612
1-800-776-5746

Adult Protective Services
40 Douglas Drive
Martinez, CA 94553
1-877-839-8736
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Contra Costa Crisis Center

24 hour Crisis Line: 1-800-833-2900
Or 211

www.crisis-center.org

Stephan Dale, Esqg. (conservatorships, trusts and wills)
1901 Olympic Blvd, #230

Walnut Creek, CA 94596

925-280-0172

www.achievingindependence.com

Specialized Recreational Services

dprc

1900 Barrett Avenue
Richmond, CA 94806
510-620-6814

City of Concord-Specialized Recreation
2727 Parkside Drive

Concord, CA 94519

925-671-3321

Special Olympics

7700 Edgewater Drive, #800
Oakland, CA 94621
510-553-9833
WWW.SONC.0rg
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Service Handbook and Admissions Agreement

| , have received the Service Handbook and
Admissions Agreement of the Commumty Access Services and agree to support the
policies and philosophies stated within, including:

Introduction

Our Mission and Values
Our Program Goals

Our Admissions Criteria
Our Program Goals

Prior to Enrolling

Program Planning Process
Days and Hours of Operation
Medical Considerations
Meals

Safety Considerations
Transportation

Funding Considerations
Service Input

Consumer Council
Grievance Procedures
Expected Conduct
Confidentiality

Resource Information

Signature Witness

Conservator, if applicable Date
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