













[image: Phoenix%20arch%20logo[1]]Welcome to Phoenix Residential Services—we’re glad to have you on our team.  At Phoenix Residential Services, we believe that our employees are our most valuable asset.  In fact, we attribute our success as a company in significant part to our ability to recruit, hire, and maintain a happy and productive work force.  We hope that during the time of your employment with Phoenix Residential Services you will become a productive and successful member of Phoenix Residential Services team.

	This employee handbook describes, in summary form, the personnel policies and procedures that govern the employment relationship between Phoenix Residential Services and its employees. The policies stated in this handbook are subject to change at any time at the sole discretion of Phoenix Residential Services.  This handbook supersedes any prior handbooks or written polices of Phoenix Residential Services that are inconsistent with its provisions.  You may receive updated information concerning changes in policy from time to time, and those updates should be kept with your copy of the handbook. If you have any questions about the provisions in the handbook, please ask your supervisor or the Human Resources Manager.

	This handbook does not create a contract of employment between Phoenix Residential Services and its employees.  Although we hope that your employment relationship with Phoenix Residential Services may terminate this relationship with Phoenix Residential. Services will be long-term, either you or Phoenix Residential Services may terminate this relationship at any time, for any reason, with or without cause or notice.  Our relationship remains at-will notwithstanding any provision in this handbook to the contrary.  No supervisor, manager, or representative of Phoenix Residential Services other than the President/CEO has the authority to enter into any agreement with you regarding the terms of your employment that changes our at-will relationship or deviates from the provisions in this handbook.
					Sincerely, 

					Lisa LaTray
					President/CEO
 


	 
GENERAL POLICY STATEMENT 



 
This employee manual is intended as a general reference guide to procedures that must be followed at Phoenix Residential Services and the rules and practices governing your employment with Phoenix Residential Services.  This employee manual supersedes any and all prior practices and policies of the Company, oral or written, and rescinds prior policies, procedures, handbooks, or general Company rules previously in effect.
 
Any and all statements and policies herein are subject to unilateral change in whole or in part by Phoenix Residential Services at any time.  Phoenix Residential Services retains the right to change, modify, suspend, interpret or cancel in whole or in part any of the published or unpublished personnel policies or procedures of the Company, without advance notice, in its sole discretion, without having to give cause or justification or consideration to any employee.   Recognition of these rights and prerogatives of the company is a term and condition of employment and of continued employment.
 
THIS STATEMENT OF POLICIES AND PROCEDURES IS NOT INTENDED TO BE A CONTRACT OF EMPLOYMENT.  THE EMPLOYMENT RELATIONSHIP IS TERMINABLE AT THE WILL OF THE COMPANY OR THE EMPLOYEE.   This means that just as any employee may terminate their employment with the Company at any time, for any reason or no reason, so may the Company terminate an employee at any time, for any reason, or no reason.
 
Terms of the employment relationship and any provision of this manual may not be revised by oral statements made by supervisors. Modifications can only be made by the CEO of Phoenix Residential Services.  Phoenix Residential Services may set rules and regulations governing the conduct of employees. The rules, however, are not intended to cover all circumstances and do not alter the fact that the employment relationship is terminable at the will of either party.  The direction and control of all work for employees includes, by way of illustration and not of limitation, the right to hire, assign, suspend, transfer, demote or discharge and is the sole prerogative of the Company.
 
 The employer expressly retains and reserves, including but without limiting the generality of the foregoing, the right to:
 
1.	Hire, fire, suspend and otherwise discipline its employees as the employer, in its sole discretion and within the boundaries of all local, state and federal personnel laws, deems advisable.
2.	To determine the work hours of the employees, to assign the employee and to lay off the employee as the employer, in its sole discretion and within the boundaries of all local, state and federal personnel laws, deems fit.
3.	To determine the job classifications and duties of each employee, subject to change without written notice to the employee.
4.	To manage its affairs efficiently and economically, including the determination of quantity and quality of services to be rendered, the control of equipment to be used, and discontinuance of any services or methods of operations.
5.	To produce new equipment, methods, or processes, change or eliminate existing equipment, and institute technological changes, decide on supplies and equipment to be purchased.
6.	To sub-contract or purchase the construction of new facilities, or the improvement of existing facilities, as the employer, in its sole discretion, deems advisable.
7.	To determine the number, location, and type of facilities, to direct the work force, to assign the type and location of work assignments, and determine the number of employees assigned to operations.
8.	To close or otherwise reduce the scope of operation of any or all facilities.
9.	To determine starting and quitting times, and the number of hours to be worked by employees.
10. To establish and change work schedules, work standards, and the methods of processes and procedures by which such work is to be performed by employees.
11. To select employees for promotion or transfer to other supervisory positions, and to determine the qualifications and competencies of the employees to perform the available work.

	 
CONFIDENTIALITY OF INDIVIDUAL’S
RECORDS
 


 
POLICY:

	Records will be available only to the staff of Phoenix Residential Services and contracted services whose access is in the best interest of the Individual’s care and habilitation, or to other individuals who have been authorized in writing by the Individual, his/her parent or guardian, or to authorized representatives of the County, State or Federal monitoring agencies.
 
PROCEDURE:
 
A. Phoenix Residential Services office shall maintain an official Individual Record for each individual receiving service in their respective areas.	
B. All records and information regarding an Individual Record for each released only to individuals or agencies that have proper authorization from the Individual/legal representative.
C. It is the legal responsibility of Phoenix Residential Services’ employees and contract providers to protect the privacy of Individuals, and to ensure the protection of confidentiality.
D. Phoenix Residential Services shall ensure that the Individual’s records are protected from loss, defacement, tampering, destruction, and violation of confidentiality.
E. As part of employee orientation, each employee will sign an Acknowledgment of Understanding of Confidentiality of Individual Records and other Individual information.
F. In order to protect any individual from invasion of privacy and to protect the interest of the agency, any information gathered for client care or operations will be gathered, maintained and stored in such a manner as to assure confidentiality.
G. Access to information will be limited to a need to know basis to perform the scope of one’s duties and responsibilities.
H. Dissemination of information will be handled according to agency policy, and staff will be informed during orientation, will sign the confidentiality statement and it will be placed in the employee’s file.
I. Proven violation of breech of the confidentiality agreement may be cause for immediate termination.
 
Each Individual is informed of his/her right to view their own record at the time of admission. This right is reviewed annually with the individual at the time of his/her annual staffing.
 
Phoenix Residential Services will respond to the individual’s request to view their record by assisting the Individual as necessary with reading their record.  An Individual may request copies of portions of his/her record in writing.  These copies will be released as per Phoenix Residential Services policy.
		
	
PHILOSOPHY, MISSION, GOALS,
VALUES AND OBJECTIVES


 
Philosophy:

Phoenix Residential Services believes in the worth and dignity of each individual who is developmentally disabled, regardless of one’s functioning level, and in the basic rights of all human beings.  We believe that each individual should be granted the opportunity to develop to his or her fullest potential in a community environment that is the least restrictive possible and feasible for that individual.  Because of this philosophy, Phoenix Residential Services has the following mission as its role in the service delivery system.
 
Our Mission:

1. To act as a service company for people with developmental disabilities and mental illness.
2. Encourage public and legislative recognition and acceptance of programs for people with developmental disabilities.
3. Promote the training of personnel to work with people with developmental disabilities in accordance with normalization and this Corporation’s directives.
4. Serve as advocates for the rights of people with developmental disabilities.
5. To coordinate the lease or purchase of such real and personal property as shall be necessary or helpful in furthering and effectuating the mission and goals of this Corporation and any of its activities.
6. Enter into contract with appropriate state agencies for the purpose of home locating which secures less restrictive community placements for persons with developmental disabilities.
7. Serve as administrative and program consultant to other agencies and organizations in the development of community habilitation systems for people with developmental disabilities.
8. Provide all necessary services as prescribed in a comprehensive contract called an Individual Plan (IP) to provide services for the individual.  This plan is developed and monitored by an Interdisciplinary Team.  This IP, through functional assessments of the individual, established goals to be realized within a certain time frame.  These goals are stated outcomes of any number of objectives that build in achievement, one leading to the next, until the final goal is a reality in the individual’s life.  These goals are themselves the skills that the individual needs to function as independently as possible at home, work and leisure.
9.  Support the development of a Statewide Individual and Parent Advocacy Group.
 (
Independence, normalization and functional living for persons with developmental disabilities are the goals of all the programs and services offered by Phoenix Residential Services.
)



Goals:

The goals and objectives of this program are to provide the following for the individuals who are developmentally disabled: 
· the opportunity to realize one’s fullest potential as a human being;
· the acquisition of skills necessary to deal with one’s limitations;
· the training and experience necessary to allow one to live and function in the least restrictive environment possible.
Values:

Phoenix Residential Services is committed to the principle of normalization as defined in the company policies on Normalization.
This agency utilizes the least restrictive alternatives that are consistent with the developmental needs and objectives of the individual as defined in our policy on Least Restrictive Alternatives.
Phoenix Residential Services is committed to the interdisciplinary approach for the provision of services to the individuals and their families, as outlined in the policy on the Interdisciplinary Process.
The agency protects the rights of individuals through having a Human Rights Committee (HRC) and as defined in the Individual Grievance Policy.
This agency is also committed to strive to meet the highest standards in the provision of services by complying with the DDSD Quality Assurance Standards, and all applicable local, state, and federal regulations.
Phoenix Residential Services highly values family relationships; therefore this agency works closely with families of individuals in coordinating services, identifying genuine needs, and advocating for services.
Objectives:

Phoenix Residential Services’ goals include the following, depending upon the needs of the person served:
· To adequately feed, clothe, house and provide safe, healthy, nurturing, caring and age appropriate environment where each individual realizes a high quality of life, self-esteem and dignity.
· To provide individual training programs for each individual with periodic reviews and progress reports.
· To allow each individual to participate in the planning and development of his/her total care and training program.
· To encourage individual decision making, responsibility and self-sufficiency.
· To help each individual develop self-control of emotions and feelings and to develop mental and physical competence to the maximum degree possible.
· To help each individual learn how to develop efficient use of leisure and recreation time.
· To teach each individual how to cope with potential difficulties in community living. To keep family/guardian/responsible relative informed of the individual’s progress and significant change and to counsel with and involve them in our program to the maximum degree possible.
· Provide education and training for individuals in matters of gainful employment, finances, and everyday living skills, safety, recreation, civil rights, and other living skills.
· Help to inform individuals of all their levels of waiver services, and their service delivery system.
· Educate the general public on the needs of persons with developmental disabilities, i.e., the need to be helped to reach normalization where living is typically exemplary.
· Through a continuing inter-agency and intra-agency training program, increase the skill, expertise, and knowledge level of all staff.
· Coordinate services with other social services agencies.
· The philosophy and goals are summarized in the agency’s brochure and can be obtained by request in the office.


	 CONDITIONS OF EMPLOYMENT



The following are conditions of employment at Phoenix Residential Services:
 
1.	Each employee must attend the required number of sessions of new employee orientation.  Failure to meet this requirement may lead to disciplinary action.
 
2.	Each employee must attend all staff meetings, unless excused by the employee’s supervisor.
 
3.	Each employee must attend all required training meetings, in-service training, workshops, etc., unless excused by the employee’s supervisor.
 
4.	Each employee must attend a required “exit interview” upon notice of termination.
 
5.	Because of the type of service we provide and the amount of care needed for some consumers, Phoenix Residential staff, at times, may be asked to work shift(s) outside of their normal work schedules on less than 24 hours’ notice.  Employees/co-workers are expected to work with their peers to provide coverage when circumstances cause schedule changes.
 
6. Each employee must provide proper documentation (current Oklahoma driver’s license, current Oklahoma nursing license, and social security card or birth certificate) and must complete all “New Hire” paperwork.
 
	EMPLOYEE
RECRUITMENT AND SELECTION



POLICY:
 
Phoenix Residential Services is a diverse agency which values the uniqueness that each person brings to fulfilling its mission.  Our differences are physical, such as race, gender and age.  They also include less visible differences such as cultural heritage, personal background, functional expertise, and certain strengths and skills which are inherited and learned.  Many of those with limited motor and sensory capabilities are valued contributors because of the unique perspectives they bring to our mission.  We are as diverse as the society we seek to serve.
 
The policies and procedures for employee recruitment and selection are established to facilitate the agency’s commitment to: equal opportunity employment, hiring the best suited applicants, making the best use of their abilities, providing job satisfaction, and ensuring appropriate communications, records, and human resources controls are maintained.
 
The employment functions are centralized in the Human Resources Department.  All recruitment and selection procedures will conform to established personnel law.  Appropriate communications between any satellite offices and the Human Resources Department should be maintained as specified in this policy.
 
PROCEDURE:
 
Employee Requisition – To initiate the recruitment process, the hiring manager must submit to Human Resources a Personnel Request form, identifying the position to be filled, hours to be worked, minimum qualifications, etc.  This requisition must be signed by the interviewing manager.
Managers at satellite locations may initiate recruitment procedures themselves for replacement positions, but must complete the requisition process above for newly created positions and for new or replacement management positions.
Applicant Resources – All managers should attempt to fill positions in-house before recruiting someone from outside the agency. The Human Resources Department will maintain a record of employees who have identified their interest in moving into another position or location, and will attempt to match in-house candidates with position availabilities.  Managers in outlying areas may not be able to practically and expediently consider in-house candidates for all job openings; however, they should determine if there are in-house candidates for managerial positions prior to seeking outside candidates.
The Director of Human Resources must either place or approve (by phone) all employment advertisements to ensure language consistent with Phoenix Residential Services’ commitment to equal opportunity employment.
Employment Applications Form – This utilizes a standard Application for Employment form for all positions.  This form must be completed and signed by an applicant prior to being considered for employment.  Candidates who submit resumes should be required to complete an application form at the time of their interview.  A supply of these application forms will be made available to any satellite offices through the Human Resources Department.
Receipt – Individuals interested in completing an application for employment may do so at any time during business hours. Applicants should be made aware that their application will remain on active file for three months, and if we desire to interview them should a suitable opening occur, we will contact them.  Applicants should be treated professionally, courteously, and with respect.
Retention - Each month, application files should be purged by the Human Resources Department to ensure applications remain on “active” file for three months and are placed on “inactive” at the appropriate time.  Misrepresentations, falsifications, or material omissions on the application may result in Phoenix Residential Services’ exclusion for consideration of employment or termination.
Review - Applications should be carefully reviewed prior to the applicant’s leaving to ensure the application has been thoroughly completed and signed.  Personnel receiving and reviewing applications should take care to avoid writing notes of any kind on applications or resumes.  Any misrepresentations, falsifications, or material omissions on the application may result in Phoenix Residential Services’ exclusion for consideration or termination.  Copies of applications and resumes of managerial candidates received by satellite offices should be forwarded to the Human Resources Department for filing.	
Pre-Employment Interviews – Pre-employment interviews for outside candidates will be arranged and conducted by the hiring manager.  All managerial employees who conduct pre-employment interviews should study and practice the recommendations for interview procedures and fair employment practices which are available from the Director of Human Resources.
Reference Checks – All employment is subject to the receipt of acceptable references unless extenuating circumstances occur, in which case the CEO must approve a hiring decision.  Reference checks will be conducted by the Human Resources Department.
If an applicant is rejected on the basis of reference information, it is important that the source of this information be protected so as to avoid a lawsuit on the basis of derogatory, slanderous information.  You should not and are not obligated to reveal to the applicant the source or content of the reference check information.  It is confidential and for our use in the hiring decision only.
Note:  All requests from other companies for reference information on the company’s current or previous employees must be referred to Human Resources.  No one else, except the Executive Director or his designee, may release any employment information.
Physical Examinations – After an offer has been made to an applicant entering a designated job category, a medical examination may be required at Phoenix Residential Services’ expense by a health professional.  The offer of employment and assignment to duties is contingent upon satisfactory completion of the exam.  Information on an employee’s medical condition or history will be kept separate from other employee information and maintained confidentially.
Accepting/Rejecting Applicants – Before a hiring decision can be made, the candidate must be approved by the Human Resources Manager.

	

COLLEGE OF DIRECT SUPPORT



Implicit in our efforts to increase recognition and value the critical work done by Direct Support Professionals, Phoenix believes in life-long learning and development. The College of Direct Support is an excellent example of how to serve that need in a creative, flexible and cost-efficient manner.  CDS is a web-based learning management system available 24 hours a day, seven days a week for professionals to improve their skills in providing supports for people with disabilities.

Website: www.collegeofdirectsupport.com/okdhs
Learner ID: First initial, last name, last 4 digits of SS#
(This is your legal name, not the name you go by. Do not use spaces. The system is not case sensitive.)
Example:  tsiler1234
Password: hello
(This is the default password. You can change the password by clicking “Change My Password” on your Personal Page)

When you look at your personal page you will find the training that has been assigned to you. You can then click on the training for the class to begin. Once you have completed the assigned class, you can then take the test and you will have on your transcript the completed course.

If you are unable to sign in, contact Teresa Siler at 918/245-1884 or after hours by calling 918/378-2596 or by email at teresa@phoenixresidential.org 

	
EMERGENCY NUMBERS FOR
INCIDENT REPORTING -
ABUSE, NEGLECT, EXPLOITATION


 
All staff is responsible to report any incident or suspected incident of abuse, neglect or exploitation IMMEDIATELY.  Report the incident to the appropriate agency and then to Phoenix Residential Services.  Lisa LaTray can be reached 24 hours a day, 7 days a week for such purposes at 918-691-1856.
 
Emergency Numbers for Incident Reporting: ABUSE, NEGLECT or EXPLOITATION: 
 
Office of Client Advocacy:	1-800-522-8014 (all class members) 
Adult Protective Services:	1-800-522-3511 (all adults except class members)
Child Protective Services:	1-800-522-3511 (all children)
DDSD on Call:			1-800-522-1075
 
I have received this information and my supervisor has explained what abuse, neglect and exploitation is. I agree to report any incident of abuse, neglect or exploitation to the appropriate authorities as soon as I am aware of the situation.  I will also notify my supervisor at Phoenix Residential Services.
 
 
	PAID HOLIDAY POLICY –
DSP, ETS and VTS POSITIONS



PAID HOLIDAYS:
 
Phoenix Residential Services provides two paid holidays to employees in the capacities of Direct Support Professional, Employment Training Specialist, Agency Companion and Vocational Training Specialist:  Fourth of July and Christmas Day.  The following section explains how these holidays are paid:
 
FOURTH OF JULY:
	Any employee working twenty (20) hours or more during the week of July 4 will be paid eight (8) hours holiday for July 4.  Mark eight (8) hours holiday pay on your time sheet.
	Any employee working ten to nineteen (10-19) hours during the week of July 4 will be paid four (4) hours of holiday pay for July 4.  Mark four (4) hours of holiday pay on your time sheet.
	Any employee working less than ten (10) hours or not working at all during the week of July 4 will not be paid any holiday time.
 
CHRISTMAS DAY:
	Any employee working twenty (20) hours or more during the week of December 25 will be paid eight (8) hours holiday for Christmas Day, December 25.  Mark eight (8) hours holiday pay on your time sheet.
	Any employee working ten to nineteen (10-19) hours during the week of December 25 will be paid four (4) hours for Christmas Day, December 25.  Mark four (4) hours holiday pay on your time sheet.	
	Any employee working less than ten (10) hours or not working at all during the week of December 25 will not be paid any holiday time.
 
	
COMMUNICATION POLICY



 
Phoenix Residential Services shall adopt a policy to clarify what will be considered appropriate vs. inappropriate communication.
 
Our goal is to encourage and help maintain a professional, respectful atmosphere in which employees, consumers, and visitors can be present without offense.
 
1.	All employees of Phoenix Residential Services will communicate without the use of profane words or gestures.
2.	When addressing another person, Phoenix Residential Services employees will use the person’s name unless given permission by the person to do otherwise, as anything else could be considered offensive by that person.
3.	A proper title, such as Mr., Mrs., or Dr. will be used unless given permission by the person to do otherwise.
4.	Phoenix Residential Services employees will communicate without the use of racial, religious, sexual or other generalization or derogatory comments.
5.	Topics of conversation will be kept on an adult, professional level using correct terminology as opposed to slang terms.
 
	 
CONFLICTS OF INTEREST POLICY
 



 
It is the policy of Phoenix Residential Services to prohibit its employees from engaging in any activity, practice, or act which conflicts with the interests of the Agency or its consumers.  Several examples of conflicts of interest which should always be avoided are set forth below.  Similar situations which may create an actual conflict of loyalty or interest or even the appearance of such a conflict must be scrupulously avoided unless approved in advance by the supervisor.
 
· If an employee or a member of his/her immediate family has a financial interest in a firm which does business with Phoenix Residential Services, the employee must report the interest to the CEO of Phoenix Residential Services and must not represent Phoenix Residential Services in such transactions.
 
· No employee or member of his/her immediate family shall accept gifts from any person or firm doing or seeking to do business with Phoenix Residential Services.  Such gifts should be returned with a note of explanation.  Employees are not, however, prohibited from accepting advertising or promotional novelties such as pens, pencils and calendars, or other gifts of nominal value when circumstances clearly show the gifts are offered for reasons of personal esteem and affection.  
 
· No employee shall directly or indirectly engage in conduct which is disloyal, disruptive or damaging to the Agency.  
 
· Employees shall not display favoritism or preferential treatment of one consumer or group of consumers over another.
 
	
DRUG-FREE WORKPLACE POLICY



 
PURPOSE AND GOAL 

Phoenix Residential Services is committed to protecting the safety, health and well being of all employees and other individuals in our workplace.  We recognize that alcohol abuse and drug use pose a significant threat to our goals.  We have established a drug-free workplace program that balances our respect for individuals with the need to maintain an alcohol and drug-free environment. 
This policy recognizes that employee involvement with alcohol and other drugs can be very disruptive, adversely affect the quality of work and performance of employees, pose serious health risks to users and others, and have a negative impact on productivity and morale.
As a condition of employment, Phoenix requires that employees adhere to a strict policy regarding the use and possession of drugs and alcohol.  Phoenix encourages employees to voluntarily seek help with drug and alcohol problems.
 
COVERED WORKERS 
 
Any individual who conducts business for Phoenix, is applying for a position or is conducting business on Phoenix's property is covered by our drug-free workplace policy. Our policy includes, but is not limited to, CEO, executive management, managers, supervisors, full-time employees, part-time employees, off-site employees, contractors and volunteers. 
 
ASSISTANCE 
Phoenix Residential Services recognizes that alcohol and drug abuse and addiction are treatable illnesses.  We also realize that early intervention and support improve the success of rehabilitation.  To support our employees, our drug-free workplace policy:
  Encourages employees to seek help if they are concerned that they or their family members may have a drug and/or alcohol problem.
 Encourages employees to utilize the services of qualified professionals in the community to assess the seriousness of suspected drug or alcohol problems and identify appropriate sources of help.
 Phoenix management will keep a list of available treatment centers and related programs and qualified professionals.  The booklet is available for viewing by staff during regular business hours.
Treatment for alcoholism and/or other drug use disorders is supported.  However, the ultimate financial responsibility for recommended treatment belongs to the employee. 
CONFIDENTIALITY 
All information received by Phoenix through the drug-free workplace program is confidential communication.  Access to this information is limited to those who have a legitimate need to know in compliance with relevant laws and management policies. 
SHARED RESPONSIBILITY 
A safe and productive drug-free workplace is achieved through cooperation and shared responsibility.  Both employees and management have important roles to play. 
Employees are required to use their better judgment and refrain from reporting to work in an altered state due to narcotics or alcohol.  If the situation warrants, Phoenix Residential Services may perform an on-site drug test.  The results of such test will be confidential information between the employee and his or her supervisor.  In addition, employees are encouraged to: 

 Be concerned about working in a safe environment.
 Support fellow workers in seeking help.
 Report dangerous behavior to their supervisor.


It is the supervisor's responsibility to: 
 Inform employees of the drug-free workplace policy.
 Observe employee performance.
 Investigate reports of dangerous practices.
 Document negative changes and problems in performance.
 Counsel employees as to expected performance improvement.
 Clearly state consequences of policy violations.

COMMUNICATION 
Communicating our drug-free workplace policy to both supervisors and employees is critical to our success.  To ensure all employees are aware of their role in supporting our drug-free workplace program: 
 All employees will receive a written copy of the policy.
 The policy will be reviewed in orientation sessions with new employees.
 The policy and assistance programs will be reviewed at safety meetings.
 All employees will receive an update of the policy annually with their paychecks.
 Every supervisor will receive training to help him/her recognize and manage employees with alcohol and other drug problems.
 
	 
 NEPOTISM POLICY 



It is the policy of Phoenix Residential Services to avoid any business relationship that may cause questions or result in conflict because of nepotistic relationships. 
 Therefore, relatives may not have direct supervision of relatives such as mother/daughter, mother/son, father/daughter, father/son, sister-brother/brother-sister, aunt/niece-nephew, uncle/niece-nephew, grandmother/grandfather.
 Employees of Phoenix Residential Services will not rent or lease homes or apartments to people who receive services from Phoenix Residential Services. 
 Members of the Board of Directors of Phoenix Residential Services may be relatives of the CEO as long as that fact is disclosed to other board members.
  Phoenix Residential may contract with and employ relatives as long as the same procedures that are used to hire and contract with non-relatives are followed.  The purchase of real property and equipment is also allowed between relatives but must follow approved business practices and property must be sold for appraised value.
 Auditing agencies are not to have relationship with employees of or board members of Phoenix Residential Services.

	POLICIES AND PROCEDURES
ORIENTATION ACKNOWLEDGEMENT
 



I acknowledge that I have been oriented to the agency’s policies and procedures manual and I agree to follow all guidelines, both written and verbal.  I understand that if the guidelines, policies and procedures are not followed, I may be terminated immediately.  I also have had the opportunity to ask questions regarding the policies and procedures manual and I know where it is located for future reference.

	 
SAFETY POLICY
 


 
It is the policy of Phoenix Residential Services to provide a safe and healthy environment for all of its employees and individuals who are associates with our operations.  Each Phoenix Residential Services employee is obligated to observe safe practices and obey safety rules.  Each Phoenix Residential Services employee must be able to perform the essential functions of the job, which includes bending, reaching, pulling, grasping, able to climb stairs, and is generally insurable.
 
This job description is not intended to be all-inclusive.  Therefore, the employee may be requested to perform other reasonable related duties as assigned by the immediate supervisor and other management as required.
 
The company reserves the right to revise or change job duties as business requirements dictate.  It is mutually agreed that the job description does not constitute a written or implied contract of employment.  It is also understood that the company reserves the right to change work schedules as required, including overtime.
 
	 
THERAP
 



Phoenix HTS
Basic Intro Instructions

First Time Users:
All Phoenix Residential Services employees that are first time users of Therap must first be setup in the Therap program by the Program Administrator.  Once you are notified by your PC that you are entered in the system then you can begin the following steps.  If at any time you are not sure how to do something in this program, please feel free to call Teresa Siler @ 378-2596 or Bambi LaTray @ 640-3297 for assistance.
 Therap has two options for how your page can look, the basic and the dashboard view.
First get onto the internet and go to http://www.therapservices.net/
In the right hand corner of the Therap home page is “Secure Login,” right click there once.
This will take you to the Log In page.   You will see and fill in:  Login Name, Password, and Provider Code.
Login Name: This will be your first and last name in lower case letters and no spaces (example:  elvispresley)
Password: All new users have changeme as their password (lower case letters).  You will be changing this in a few minutes to be your own secret password.
Provider Code: The Phoenix code is PHO-OK.  This must be in capital letters or it will not work.
Once you have filled this all out just click “Login” and you will be into the Therap System.
The beginning page that you see will be an info page that will be giving helpful information about Therap.  If you do not want to see this, just click the box that says “Do not show this message again.”  Otherwise, just click on the ‘First Page’ box.
On the right hand side of your first page there is a section called “My Account.”  This is where you will begin by completing “My Profile.”  Click on “My Profile” and fill in all the information that is left open for you to fill in.  When you are done, go to the bottom of the page and click “Save.” 
Next click on “Change Password” in that same section of “My Account.”  This is where you can enter your own personal password for Therap.  The system is case sensitive, so it will recognize the lower or upper case letters that you choose to use.   Also, your password must be at least 8 characters long.  It can include numbers as well as letters; in fact, it’s usually more secure to have a mixture of both.  This is very important to only be used and known by you so that we can insure client confidentiality and this system is used properly.  If you should forget your password then you must notify Teresa Siler or Bambi  LaTray at the Phoenix office to reset it back to ”changeme”.  
 After completing the areas on this page just click “Save.”  This will bring you to your first page.
Notice:  Your password for Therap will only be good for 1 year, then will need to be reset.  You will not be able to use the same password.  You will have to change your password to something you can remember.
If the person that you are working with is already set up in Therap then you will see them listed as a case load in “My Profile” and you are now ready to continue onto the next step of beginning to use Therap to do your daily documentation.   If they are not listed, please get with Phoenix to find out when they will be.  If at any time you find information that is incorrect please let us know ASAP.
Remember to log out if you are not going to continue on to T-Logs.  This will conclude your session in Therap for this time.  
 
Creating T-Logs (Progress Notes):  

This is where you will enter your daily activities that you have experienced with the individual you are working with.  If you are not already logged in with the new password that you created before, please do so now.
1. T-logs are in the far top left hand corner of your First Page.  You will see three options:  New, View and Search.  To write a new progress note click “New.”  
2. Then you will see the list of individuals that you are approved to report on.  Click on the name of the person that you want to write a progress note on.
3. The name of the individual will automatically be inserted.  You will need to select a Notification Level of Low, Medium or High.
 Low - Everyday events that are important to report but not of an emergency nature.
Medium - This can be an out of the usual event or something of concern but not an emergency.
High - This would be an emergency or highly concerning event that needs an immediate response from everyone on the team.
4. Next select the Type of T-Log. (Check one box only)
Health: This would be anything to do with the individual’s health (doctor’s appointments, dentist visit, date of menstrual cycle beginning and ending, report of sickness, etc.).
Notes: This would include little reminders that pertain to this individual’s schedule or care.
Follow Up: This would be used if you wanted to follow up to a previous T-Log or a note that someone else on the team entered pertaining to that individual’s care.
Behavior: This does not have to be something negative or violent.  We have all kinds of behaviors and they can be positive and enjoyable ones as well.
Contacts: This would mostly be used by administrative staff or case managers for when they conduct a visit to the home or work place.
General: This would be what most of your T-Logs will fall under.  Just everyday events, outings, progress on objectives. 
5. Now enter a short description of the information that you will be reporting on in the “Summary” area.  Example:  Outing, trip to the movies.
6. Now make your entry of what you are reporting about.  Write a short narrative of the events of your time with this individual and remember to note the progress they have made on their outcomes.  Later when this program is up and running longer we will have a separate area you will go to and more accurately report on these outcomes, but for now this will work just like your progress notes have been.
7. In the right-hand side of the bottom of the entry area is ‘Show Details,’ click on this.  This will open a tab below the entry area.  Reporter:  Here you can select who is filling out the log (even though we will already know it is you), select a date and time (if you are not reporting it on the same day it happened).  Attach a file (something like a report that is relevant), and attach a photo (if there was a medical concern like a rash or even just a great looking photo that is noteworthy).  
8. Finally you can click on CREATE to finish the T-Log.  You are done!!
 
	 
PROGRESS NOTES
 



1)  Phoenix is responsible for a monthly report to the DDSD Case manager by the 10th.
2)  Your progress notes are a record of what you did with your client, son/daughter for the particular time in which you worked. This is the time you submitted on your timesheet. In other words, your progress notes should match the date and time on your timesheet. See Example below.
3)  Phoenix needs to read the Progress Notes and prepare a report before the 10th of every month for every individual.
4)  There is a yearly assessment done with your case manager. The assessment has written outcomes and methods the team and client, or your son/daughter wants to accomplish. These range from independently setting the table, taking out the trash, making the bed, brushing teeth, choosing to attend a leisure activity, etc.  This is the service of HTS (DSP).  This is what you do when you are with the individual, your son/daughter, loved one.
5)   All notes are confidential and become a legal document.  Once you have documented, over time, the team will be able to see progress or lack of progress in the person you are working with. Progress is not always fast and it doesn’t happen overnight but over time and through repetition you will see progress. 
 
Once an outcome or method has been achieved then it is time to move on to something new and the team can discuss your goals for the person you work with.
 
     If you have any questions or need a suggestion feel free to call any of us here at Phoenix at 918/245-1884 and we will be happy to help you.  Always remember you are a part of a team.
 
NOTE: Progress notes need to be turned in to us on the day your time sheet is due either on paper or Therap format online.
 
Thank you for understanding the rules Medicaid requires us to follow. We hope you enjoy teaching your client, son/daughter new things.

Please note:  Phoenix gets hundreds of papers over the fax machine/or mail. We read all them and are required sign every page and your notes need to be complete.  Don’t assume the person viewing them knows who they are for.
 
Phoenix supervisors need to be able to read what is actually written, summarize progress, and send a monthly report to the DDSD Case Manager by the 10th.
 
Please leave out personal opinions [Ex: I don’t think the last HTS did it this way].
 
The progress notes are a confidential legal document that becomes a part of the person’s record.
 
See attached 2nd page for new Daily Progress Notes sheet and instructions on how to complete it OR Therap HTS instructions.
 
Progress
 
We have a column for you to indicate the progress for the person with whom you are working with “improving”, “needs more teaching“, “refused“, etc.
 
Remember, it can take years for an individual to get one step to a 5 step task; that is still progress. The Goal is to not give up. When the team has yearly meetings, your notes or observations are important to develop new goals. Goals encourage some level of independence and they justify keeping services.
 
 Example	Outcomes for Penelope Wonderkind
 
Outcome 1: Penelope will learn to perform basic household tasks more independently.
 
Method a: Penelope will practice laundry skills; sorting as to color. Selecting water temperature, measuring laundry soap 2 times a week.
Method b: Penelope will practice basic house cleaning skills such as dusting, making her bed, loading the dishwasher, vacuuming 3 times a week, assist to clean bath area or kitchen.
Method c: Penelope will practice making a grocery list of food she enjoys. She will practice shopping for these items staying within her budget. She will do this once a week.
 
Outcome 2: Penelope will increase her participation in recreational and socialization activities when informed of choices.
 
Method a: Penelope will continue to participate in community and church activities 2x a month (or 4x a month or what team decides). 
 Method b: Penelope will have assistance to choose an activity she would enjoy once a week.
 



SAMPLE

Daily Progress Notes
Penelope Wonderkind 
March 2009
 
Penelope Wonderkind 
March 2009
Please indicate activities concerning Outcomes. Be factual. Indicate whether progress toward Outcomes was “good”, “improving” or negative”, or “needs more teaching”, “refused to do”, etc. You may use more than one line per day.

	Date
	Time----------EXAMPLE--------
	Progress

	8/2
Outcome 1
Method b
	4pm7pm -/ Pen made Jello by stirring water and mix Helped make tuna salad by cutting up deviled eggs & onions put in Tuna & mixed it up for supper.
After supper she put dishes in dishwasher.
	-did good
-HTS helped little bit.
- doing much better
 

	8/3
Outcome 1 Method c
	3pm-7pm /We worked on grocery list of things for Pen’s lunches. Went to store. Pen picked out fruits, veggies, lunchmeat and bread.
	-HTS helps pick out groceries & fruit

	8/5
Outcome 1 Method c
	5pm-7pm/ Took Penelope to Dollar Tree to get personal items. I let her go in and locate the items she needed, place in basket and pay for them.
	-she is doing much better gaining confidence; improving

	8/6
Outcome 1
Method a
	11am-2pm/ Did 2 loads of laundry- Pen is getting much better at separating colors & whites- she still needs help deciding how full to get the washer - doing better at measuring soap.
	-still working on proper water temp.
Needs more teaching

	8/7
Outcome 1
 method a
	2pm-6pm/ changed her bed clothes - washed a load of whites. Pen vacuumed & dusted her room. I let her try throw away dust rags as she gets carried away with spray can of Pledge.
	-Penelope is getting better at seeing what needs to be done.
Needs more teaching

	8/11
Outcome 2
Method a
	6pm-9pm/  I took Pen to play Bingo at the care givers night out at the First United Church
	-Pen had a great time seeing her friends.


 
HTS signature/DSP: Gwendolyn Wonderkind                   date: 3-2-09
 
Program Coordinator/Supervisor Review: Jane Risley_            date: 3-02-10
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