Parenting Support Services (PSS)
Program Design Requirements
Service Code 108
“Community Based Day Programs” means those programs which provide services to individuals on an hourly or daily basis, but less than a 24-hour basis in the community rather than at a developmental center.  Only the following types of services are community-based day programs: activity centers, adult developmental centers, behavior management programs, independent living programs, infant developmental programs, and social recreation programs.  (Title 17 Section 54302(a)(16)

“Community Integration” means presence, participation and interaction in natural environments.  (Title 17 Section 54302(a)(17)
You are required to ensure that you are familiar with Alta California Regional Center’s (ACRC) expectations for a Parenting Support Services (PSS) provider. You should have a copy of and be familiar with any regulations relating to community-based programs as well as vendorization in general. To view Title 17, go to the Department of Developmental Services’ (DDS) website at www.dds.ca.gov  

ACRC Services Coordinators (SC) will read your program design which enables them to gain information as well as increase their sense of your program, its mission and service goals.  Through this informed understanding, an SC can more easily assist their clients and families in their process towards choosing an PSS program.  

An PSS service agency/specialist is an agency or person vendored by ACRC.  PSS services directly provide those services detailed in the client’s Parenting Support Services component of their Individual Program Plan (IPP).  All services directly provided to the client shall be in accordance with the PSS program design and in compliance with Title 17 Section 56710-56756.  The program design and these regulations compile the vendor’s contract with ACRC.
Composition and Efficiency
Requirements of the program design:
· Submit the Program Design via email as a PDF document
· The program design is to be type written

· All pages: The page number, name of program, and date of submission must be included in the footer of each page.  Page 1 will be the Approved Program Design Cover Sheet, page 2 will be the Program Design Cover Page, etc. 

· The potential vendor is responsible for all content of the program design; the program design shall be composed by the potential vendor.

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

· Use present tense when writing the program design (as if provider is in operation)

· The initial program design shall be submitted within 60 days of the program design workshop.
· All revisions to the program design are to be received by ACRC within 60 days of the latest program design review. The max amount of program design drafts is 3.
Program Name
Parenting Support Services
Vendor Number
Business Address

Mailing Address (if any)
Contact Name with Title

Contact Email
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Organizational Chart
Name of Agency
Address

Telephone Number

Mission Statement
The program design is required to have a mission statement which outlines how the provider is providing services that match the goals and objectives for an PSS provider.

Purpose and Goals

The purpose and goals of the program design should support the mission statement.  

Anticipated Outcomes
The program needs to have expectations for the services.  The outcomes need to be stated in measurable terms.  What are the clients going to learn from the services provided?  The outcomes should support the purpose and goals which should support the mission statement.
Location of Training
1. The program design needs to state that PSS is a community-based program and that the training occurs either in the client’s home or natural environment and is not center-based. 
2. Identify the counties and cities you will offer services in

a. ACRC’s catchment area includes 10 counties: Alpine, Colusa, El Dorado, Nevada, Placer, Sacramento, Sierra, Sutter, Yolo and Yuba
Program Curriculum
Develop a curriculum for each functional skills training component you will be training your clients on in relation to parenting.

List each functional skills training component and under each one provide a description of the following: 
1) Location of training
2) Client training activities
**Activties need to be designed to ensure that the entire direct services time is focused toward the achievement of the clients’ objectives

3) The age appropriate materials that will be used
4) Specific client outcomes that are expected
5) How progress will be tracked
Attendance Policy
Review Title 17 Section 56712 and develop an attendance policy. Listed below are the main components and requirements of this policy.
Title 17 Section 56712 (a)(1)(E):

(E) Client attendance policy which includes the following:

1.  The requirement for the vendor to notify the Regional Center on or before the client’s fifth consecutive day of unplanned absence;    
2. The attendance requirements for clients to remain enrolled in your program; and

3.  The efforts the program will make to assure attendance at the program as frequently as determined necessary by the ID team.
Ensure that if you identify poor attendance as a reason to provide a client a 30-day written notice to exit the program then you clearly define what poor attendance is measured to be, what steps you will take prior to providing the written 30-day notice and you I must identify this reason in your Exit Criteria section to be consistent across your program design.
It is highly recommended that you review your Attendance Policy and have the client sign in acknowledgment upon start of services and annually. If this will be your practice state that in this section.

· The Attendance Policy and Acknowledgement Form should be submitted to the Addendum #2: Forms section

Schedule of Operating Hours
· Identify your operating hours and business hours

· If you have different office hours than you have operating hours be sure to make that clear

· Operating hours are the hours in which your agency is available to provide training to clients – make this clear when you identify them

· Operating hour hours may not be the traditional working hours
· List out your holidays to ensure we know what days your staff are not available due to the holiday.

Sample Weekly Schedule
· Submit a sample weekly schedule which shows the times you are scheduling PSS Instructors with various clients.
· Ensure you are consistent with the operating hours. 

· We are only requesting scheduled training sessions with different clients, we are not asking for any other meetings to be shown on this sample schedule.

Entrance and Exit Criteria
The entrance and exit criterion for the service needs to be developed in compliance with Title 17 Section 56714 and 56746 as well as Welfare and Institutions Code 4648.55
Entrance Criteria:

Exit Criteria:

Discuss the measures your agency will take prior to providing a written 30-day notice to exit the program – example: planning team meeting to discuss barriers that are occurring and propose resolutions, such as changing PSS Instructors, reducing PSS hours, etc.

Provide a statement that when a client is to be exited from the program a written 30-day notice will be provided to the client, their authorized representative and their Service Coordinator, identify who at your agency will be composing and submitted this notice.
If the exit is due to a health & safety threat, such as physical aggressive behavior from the client, a written 3-day notice is allowable and should be submitted to the client, their authorized representative and their Service Coordinator as well as a planning team meeting needs to occur within 3 business day of notice being issued.

Intake Procedures
The program design needs to describe in detail:

· The screening process of new clients

· Ensure you list out what is required in the referral packet

· Example: IPP, CDER, previous ISP reports from any day program or PSS agencies, psychological assessment, etc.

· If you plan to use a referral cover sheet, be sure to identify that and include this in your Addendum #2: Forms section
· Identify who reviews referrals to ensure they meet your entrance criteria

· Identify how long the screening will take from receiving the referral before either you:

· Deny referral

· Schedule assessment for ongoing services

· The assessment procedure
· Identify who completes the assessment

· Identify what the assessment looks like

· Example: in-person interview at the referred client’s home

· Identify instruments or forms used

· Identify that the instruments used will assess the need for all 13 functional skills as outlined in T17, but only the functional skills agreed upon with the client will be determined as the client’s PSS goals

· Identify that the instruments used will also measure and collect data related to the client’s wants, needs and interests

· Identify how long the assessment takes

· Example: it will take a total of 30 days to schedule assessment, to conduct assessment and to write the assessment report

· Identify that the assessment report will identify whether or not your agency can provide ongoing PSS training for the client based on their needs and wants assessed for PSS
· The assessment report should identify the number of hours for each assessed PSS goal – the total will be the monthly PSS hours requested for the ongoing Purchase of Services (POS) – monthly hours should not exceed 35 hours per month and should be agreed upon with the client
· Identify who composes and who submits the assessment report to the Service Coordinator

· Identity the forms that will be completed the day ongoing services begin

· Example: Attendance Policy and Acknowledgement Form, Grievance Procedure and Acknowledgement Form, Release of Information Form(s), etc.

An example of the Assessment Report should be submitted to the Addendum #1: Practice section
A copy of any forms should be submitted to the Addendum #2: Forms section

Process to Determine Achievement of IPP Objectives

Describe in detail the following information:
· How your agency will evaluate each cleint’s progress towards achieving their goals

· Example: 
· The Assessment Report and procedure will assess the specific functional skills wanted and needed for PSS training
· Within the first 30 days of ongoing services an initial Individual Services Plan (ISP) will be composed (by who) to detail how your agency will assist each client in achieving their IPP objectives for which your agency is responsible for
· Internal reports will be completed (name them, ex: daily notes, monthly reports, etc.) to track progress and barriers in the achievement of their PSS goals on a more frequency basis

· Internal report will be reviewed (by who) on a bi-monthly basis to ensure services are being provided as outlined in the IPP

· Semi-annually from a client’s birthday month a progress report will be written to evaluate the client’s performance and progress, to identify any barrier to success in achieving their IPP objectives for which your agency is responsible for, to identify how those barriers will be overcome, and whether or not your agency can continue to meet the client’s needs as specified in the IPP
· The ISP will be updated annually during the client’s birthday month, again, it will detail how your agency will assist each client in achieving their IPP objectives for which your agency is responsible for
An example of the following reports should be submitted to the Addendum #1: Practice section:

· Assessment Report

· Any internal report

· Semi-Annual Progress Report

· ISP

If there is a form your staff will use to compose these reports they should be submitted to Addendum #2: Forms section

Report Requirements

Title 17, Section 56720 requires you to provide ACRC with progress reports semi-annually as well as initial and annual ISP report. 

Any additional reports you choose to create in order to keep track of achievement of IPP objectives is your business decision and are considered internal reports, but we highly recommend you include internal reports as your standard business practice as it may be difficult to track necessary information over long period of time without more frequent reports. If you determine in your program design. If you write within your program design that you will have internal reports this will be a contracted requirement once vendored.

Outline your agency’s reporting requirements using a chart, such as the example below:

	Name of report
	When is it due
	Who composes the report
	Who is the report submitted to
	Where is it filed

	Assessment Report
	Within 30 days of receiving the referral
	Director
	ACRC Service Coordinator
	Within client’s file at our agency and ACRC

	Initial ISP
	Within 30 days of the start of ongoing services
	Director
	ACRC Service Coordinator
	Within client’s file at our agency and ACRC

	Daily Notes
	The same day the PSS training occurs with the client
	PSS Instructor
	Internal report – will be submitted to ACRC SC upon request
	Within client’s file at our agency

	Semi-Annual Progress Report
	Every 6 months from the client’s birth month
	PSS Instructor
	ACRC Service Coordinator
	Within client’s file at our agency and ACRC

	Annual ISP
	Annually within the client’s birth month
	PSS Instructor
	ACRC Service Coordinator
	Within client’s file at our agency and ACRC


Internal Grievance Procedure
The program design needs to describe the provider’s internal grievance procedure and ensure that the procedure complies with Title 17 Section 56710(a) and Welfare and Institution Code 4705
Write a narrative describing your internal grievance procedure 

· Explain how clients and their planning team members can file a written grievance using the grievance form you create

· Identify who the grievance form should be submitted to at your agency
· Provide timeframes for resolution
· Example: 5 business day from the PSS Director receiving the grievance form a propose resolution will be provided to the client and person who submitted the grievance form
· Identify that first day of ongoing services and annually (in the client’s birth month) the grievance procedure will be reviewed verbally and the client shall be notified in writing in a language which they comprehend and the client will sign in acknowledgement

· The client will need to understand that grievances are not always major issues but that a grievance may be when they have a complaint or feel they have been wronged
A copy of the Grievance Procedure and Acknowledgement Form and Grievance Form should be submitted to Addendum #2: Forms section
Staff Qualifications and Job Descriptions
Identify the staff qualifications and job descriptions for each title and role identified on the organizational chart.
· This entire section must be in compliance with Title 17 Sections 56722
· Including: your agency shall not assign any staff person to more than one full-time position
· Qualifications be in compliance with Title 17 Sections 56754
· Job descriptions must be in compliance with Title 17 Section 56724
Director 
Qualifications:

Job Descriptions:

Duty statement:
Work hours:
Positions supervised:
Program Supervisor
Qualifications:

Job Descriptions:

Duty statement:
Work hours:
Positions supervised:
Reporting supervisor:

PSS Instructor 

Qualifications:

Job Descriptions:

Duty statement:
Work hours:
Reporting supervisor:
Submit the Director’s resume and the Program Supervisor’s resume to the Addendum #3: Qualifications section

Staffing Ratio
Provide a description of the 1:1 ratio you intend to provide. All PSS training as outlined in the IPP are direct services, only direct services are billable, all direct services should be provided in a 1:1 ration, 1 client to 1 PSS Instructor.
Staff Training Plan
Develop a staff training planning plan that is in compliance with Title 17 Section 56726. Include timeframe requirements for each type of staff training. Your lists should be exhaustive.

1. New employee orientation

· Training in client safety procedures to be used in the event of an emergency
· Zero Tolerance Policy – upon hire & annually

· CPR/First Aid

· CPS, APS, Law Enforcement – mandated reporter requirements
· SIR

· IPP, ISP, other required reports

· Program design

· HIPAA

· Person Centered Planning and Thinking

2. On-going staff training
Each employee’s personnel file shall have proof of training in mandatory reporting, signature of employees are required. 
Supervision of Staff 

Describe the level of supervision provided to the staff to ensure that the services are being provided as outlined in each client’s IPP.

· Example: The Director will conduct unannounced visits to 5 different client’s every 6 months, these visits will occur during scheduled PSS training sessions which should match with the PSS Instructor’s weekly schedule

· Example: The Program Supervisor will make unannounced calls to 3 different client’s every quarter and ask them about their current PSS goals and most recent PSS training sessions which should match what’s written in the most recent internal report: daily notes which was composed by the PSS Instructor

· Example: GPS Location Tracking app to track location of where staff clock-in prior to their PSS training session which should match what’s written in the most recent internal report: daily notes which was composed by the PSS Instructor; the Program Supervisor will check the GPS Location Tracking app on a bi-monthly basis when daily notes are reviewed

Describe what will occur if it is determined the staff is not meeting with the client and providing services in accordance with the client’s IPP

It is important to monitor your staff who are providing direct services to our clients as often as possible – if your staff report to you that they provided 15 hours, for example, of PSS services in a month and you bill that amount and ACRC CSS discovers after investigation that those hours were actually not provided in direct services to the client, we will audit your vendorization as this is fraudulent billing and ultimately your responsibility. 
Evaluation of Program Effectiveness

Provide a detailed description of how you will evaluate the extent of the progress clients make toward achieving IPP objectives – this is a big picture evaluation of the effectiveness of your entire program. See your mission, purpose and goals of services and curriculum.

· Identify that the program evaluation review will result in a written evaluation report

· Identify what you will include in the written evaluation report

· The evaluation report is required to be in compliance with Title 17 Section 56732(b)

· Identify that the written evaluation report will be submitted to the vendoring regional center and to the Department (DDS)

· Identify that a copy of the written evaluation report will be maintained by your agency for review by the regional center or the Department

· Identify the timeline required for this review and evaluation report, see Title 17 Section 56732(a)

Addendum #1: Practice 
You are required to show an understanding of the documentation process of an PSS provider. In this documentation ACRC will be evaluating your ability to show the connection from the assessment, to the ISP, semi-annual progress report, and finally to the internal progress reports.
Practices to include:

1. Assessment Report
2. Any internal report

3. Semi-Annual Progress Report

4. ISP
Addendum #2: Forms
Provide a copy of all forms the provider intends to utilize in providing the service.  Be sure to include documents you originated and if you do use other individual’s forms be sure to show that you have been given permission by the originator to utilize the information.
Example of Forms to include:

1. Attendance Policy and Acknowledgement Form

2. Grievance Procedure and Acknowledgement Form

3. Release of Information Form

4. Assessment tools (such as questionnaires, surveys, etc.)

5. Referral Cover Page (if applicable)

6. Any forms staff will use to compose reports (Assessment Report, Any internal report, Semi-annual progress report, ISP - if applicable)
Your Internal Grievance Form should include the following information:

· Date of the grievance being reported

· Date the grievance actually occurred

· Identify the grievance reported by the client
· Agreed upon resolution

· Client and Director signature and date 

Addendum #3: Qualifications
· Submit Director’s resume

· Submit Program Supervisor’s resume

Addendum #4: Employee Manual 
Submit with your program design an Employee Manual.  Please include a table of contents as a part of this manual.  
Director:





Program Supervisor:
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