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	                                                                                                                                  4151 E Commerce Way, Sacramento, CA 95834
		Tel (916) 978-6400


Standard Program Design Requirements for Employment Programs 
This outline is generated from Title 17 Regulations, Section §56712.  It is designed to be utilized as a quick reference tool.  For specific language or sections, refer directly to the regulation.

 Key considerations for writing your program design:
· The program design is part of your contract with the regional center and will be used to hold you accountable for the services you provide. 

· Describe the who, what, when, where, why, and how of your program services.  

· Your program design will be used as a tool by service coordinators to assess your program for fit with our clients. 

· Be sure that all spelling, grammar, and formatting is correct.

· Be specific and concise.

· This program design is specific to services provided to clients of Alta Regional Center.  To avoid confusion, do NOT include policies and procedures that only apply to private pay or insurance funded clients. 

· All pages: The page number, name of program, and date of submission must be included in the footer of each page.  




70 Page Max - Limit 
Please limit your submission to no more than 70 pages (including Appendix/Attachments).  All Program Designs submitted outside of the 70-page max will be returned.


· Once complete, submit the program design electronically to your assigned Community Services Specialist.  For initial drafts, you can expect to receive feedback within 45 days with written description of any needed revisions.  







Cover Page (1 page max)
· Include program name, vendor number, contact information, and date (month/year) that program design was submitted

Table of Contents (1 page max)
Include each of the following sections, with the page numbers on which they can be found.  

Section A - Client Services

Section B - Organizational Structure, Staffing and Responsibilities

Section C – Appendix
· All forms noted
Organizational Chart

· Provide a copy of the organizational chart detailing the various personnel classifications (including the names of all identified personnel, licensee, owner, and any consultants or contract employees involved in service delivery). See sample:
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*Replace with Direct Support Staff, Job Coach, or other titles as appropriate for the type of program you are developing

Section A: Client Services

Statement of Program Purpose (1-page max)
· Pursuant to Title 17 §56712 and § 58811, describe the program’s mission and philosophy
· Describe interactions with local agencies such as regional centers, vocational rehabilitation offices, or other related programs
· A description of the program including: 
· Employment/Habilitation philosophy, including purpose and goals;


Client Services (8-page max)
Pursuant to Title 17 §56712 and T 17 § 58811, describe program services, including: 
· Specific services offered 
· Service code(s) and staffing ratio
· Hours of operation
· Ages of clients to be served
· Plan for transportation to/from, and during program as a planning team decision
· The methods utilized for job development, placement and retention;
· A description of the services and supports used to assist consumer(s) to meet employer requirements; 
· A description of the person-centered planning process used to facilitate a consumer's vocational and career outcome(s); 
· The specific services and supports it typically provides;
· A definition of the geographic area and anticipated number of individuals the vendor intends to serve;
· The methods used to inform consumers about the programs services and supports, employment, and career options

Referral/Intake Process (2-page max) 
Pursuant to section T 17 §58811
· Describe the process for initial intake and referrals to program:
· Method for client referral process
· Identify required client referral documents needed from case management

Entrance/Exit Criteria (1 page)
Pursuant to sections T 17 §58811, §56714 and §56746, describe program entrance and exit criteria. Describe process for determining whether exit criteria is met, and how program will take steps to exit client when necessary (i.e. planning team meeting, 30 day written notice, etc.):
· Entrance:
· Age range of the clients to be served: 18 years with a diploma or 22 years and above.
· Ambulatory / non-ambulatory status
· Regional Center referral
· Involvement of client’s ID team
· Other pre-requisites required for participation in the program
· Describe the level of skills and ability needed for participation in program:
· Self-help skills.
· Physical and medical conditions, to include Restricted Health Care Conditions.
· Behavioral characteristics.  Description of behavioral characteristics should include types of behaviors the program can manage (including level of intensity and frequency of these behaviors).
· Exit: 
· Need for supervision decreases to warrant a less restrictive program
· Client’s non-participation in the program
· Client chooses to leave program
· ID Team determines during review that program no longer meets the client’s needs
· Identify behavioral excesses that would result in client being exited from the program.



Client Outcomes (1-page max)
Pursuant to section §58811
· Desired consumer outcomes stated in measurable terms

Attendance Policy (1-page max)
Pursuant to Title 17 §56712 and §58811, include a statement of the program’s attendance policy for participating clients which includes the following:
· Attendance policy
· Efforts to be made by program to assure client attendance
· Statement of requirement to notify regional center on or before a client’s fifth consecutive day of unplanned absence 

Assessment/Evaluation Process (3-page max)
Pursuant to Title 17 §56712 and §58811, describe in detail the assessment and evaluation process used to determine how the program will assist each client in meeting IPP objectives for which the vendor is responsible, including:  
· Client assessment procedures and timelines
· Instruments/tools used and how they are applicable in assessing client needs
· Utilization of assessment data to determine specific service plan per individual client
· Describe the process used to determine how the vendor will assist each consumer serviced in achieving his/her IPP objectives.
· Describe on-going evaluation procedures used to determine the extent of a client’s progress toward achieving the specific outcomes in each IPP objective for which the vendor is responsible
· Include copies of the assessment tools (in appendix) as applicable
· A description of the process the program uses for evaluating and promoting consumer career/vocational development
· The process used to determine either Individual or group placement.

Grievance Procedure (2 page max)

Describe the internal client grievance procedures required pursuant to Title 17 
§56710(a) and Welfare and Institution Code, Section 4705:
· Written policy and procedure for clients
· Annual review of policy with current signatures and dates
· Describe process for informing the regional center
· Include timeframes for each step of the conflict resolution process
 
Client Files/Records

Pursuant to Title 17 §56730: View Document - California Code of Regulations

Vendor identified above hereby acknowledges that the regulations referenced herein have been reviewed and understood. The Vendor further agrees to comply with all applicable regulatory requirements as set forth above and to adhere to all obligations imposed thereunder.

Initial: ____asdfa___________


Section B: Organizational Structure, Staffing and Responsibilities:
Reporting Requirements (5-page max)
Pursuant to section § 58812: Following regional center referral of a consumer to a Habilitation service provider, the service provider shall develop and submit for regional center review an initial IHSP within 90 days of the start date.
· The IHSP shall include the following:
· Service provider name, address and vendor number;
· Consumer name, UCI number and social security number;
· Reporting period;
· Objective, status and progress;
· Current vocational functioning;
· Goals and methods to measure progress
· Persons responsible for implementation
· Achievements summary;
· Attendance, wage statistics and percentage of intervention; and,
· Signature of consumer and/or conservator.
· Following development, and adoption of the consumer's initial IHSP, the vendor shall submit for regional center review an updated IHSP, within thirty (30) days of the consumer's birthday annually thereafter.
· The Habilitation services vendor, working collaboratively with the consumer and/or his or her family or authorized representative, shall review the IHSP, at least, semiannually, or as specified in the IHSP, and document progress achieved toward each IHSP objective.
· The IPP team of a consumer receiving Habilitation services shall meet whenever it is necessary to review:
· Job placement considerations, including the appropriateness of the placement;
· The efficacy of services at the consumer's Work Activity Program or Supported Employment Program; and
· The Individual Habilitation Service Plan.

Additional reporting requirements:
Pursuant to WIC §4870, provider will submit data on PIP and CIE to the regional center annually- California Code, WIC 4870
Vendor identified above hereby acknowledges that the regulations referenced herein have been reviewed and understood. The Vendor further agrees to comply with all applicable regulatory requirements as set forth above and to adhere to all obligations imposed thereunder.

Initial: _______________


Special Incident Reporting:
Pursuant to Title 17 §54327, all vendors shall report to the regional center any reasonably suspected abuse/exploitation of clients 24 hours via telephone, electronic mail, or fax immediately, but no more than 24 hours after learning of the occurrence of the special incident. Vendors shall also submit a written report within 24 hours. 
Vendor identified above hereby acknowledges that the regulations referenced herein have been reviewed and understood. The Vendor further agrees to comply with all applicable regulatory requirements as set forth above and to adhere to all obligations imposed thereunder.

Initial: _______________

Organizational Structure (2-page max)
· Identify type of organization (nonprofit, for profit, corporation, LLC, etc.)
· Submit Articles of Incorporation, Articles of Organization, etc., as appropriate 
· Submit Organization work chart
· Submit Map/Directions to office and/or facility, as applicable

[bookmark: _Hlk212114201]Staff Qualifications and Job Descriptions
Pursuant to Title 17 §56724: View Document - California Code of Regulations

Vendor identified above hereby acknowledges that the regulations referenced herein have been reviewed and understood. The Vendor further agrees to comply with all applicable regulatory requirements as set forth above and to adhere to all obligations imposed thereunder.

Initial: _______________

Staff Training Plan: (4-page max)
Include a Staff Training Plan that adheres to Title 17 §58811.

CARF and DOR
Pursuant to §58810, §58840, and § 58841- View Document - California Code of Regulations

Vendor identified above hereby acknowledges that the regulations referenced herein have been reviewed and understood. The Vendor further agrees to comply with all applicable regulatory requirements as set forth above and to adhere to all obligations imposed thereunder.

Initial: _______________


Process for Program Design Plan Modifications (2-page max)
Pursuant to Title 17 §56712, describe process for program design modifications.  Please include the following language: 
· If changes will be made to the type of services provided, program will notify clients and caregivers as appropriate, as well as submit a revised program design at least 30 days prior to the vendoring regional center as well as any user regional centers.
· A revised program design is required for changes to any of the following:
· Locations in which client training occurs
· Curriculum training components
· Approved service code
· Existing approved staffing ratio
· Entrance and/or exit criteria
· Hours of service provided
· Any / all other changes that significantly impact program operations.

Termination of Services and Change of Ownership of the Practice (1 page max)
Please include the following language, pursuant to Title 17, §54330: 
1. Program will provide written notification to ACRC’s Community Services and Supports department at least 30 days prior to any change in ownership, location, license, certificate, registration, credential, or permit.
2. Program will provide written notification to ACRC’s Community Services and Supports Department in writing at least 60 days prior to discontinuation or termination of services to all regional center clients.


Section C- Appendix (32-page max)
All documents cited in the program design should be included as appendices.  Likewise, every item included as an appendix should be cited within the body of program design.  Identify when that document is used, by whom, for what purpose, etc.
· Provide examples of any resources (curriculum, templates, etc.) referenced in the program design.  
· Provide examples of any client assessment tools, as applicable.
· Include additional documentation as required: business license, evidence of insurance, resumes for administrative positions with credentials to meet Title 17 56754 requirements, etc.
· ACRC approved Release of Information (ROI) 









Updated 1.27.2026- Carly Moorman, Client Employment Specialist
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