Agency Policies and Procedures Checklist

**DISCLAIMER:  The information contained herein are only suggested elements of a provider’s Policies & Procedures and are not mandated by rule or statute.  Checklist is provided for informational purposes only.**

Policies

Policies are clear statements of how your organization intends to conduct its services, actions or business. They provide a set of guiding principles to help with decision making.

Procedures

Procedures describe how each policy will be put into action in your organization. Each procedure should outline:

· Who will do what.  

· What steps they need to take to ensure their policies are being adhered too.  

· Which forms or documents to use.
Did you include all items listed below?

 FORMCHECKBOX 

Mission statement

 FORMCHECKBOX 

Table of Organization, including Board of Directors (when applicable), Directors, Supervisors, support staff, and all other employees with names 


 FORMCHECKBOX 

Describe the population and counties to be served

 FORMCHECKBOX 

Job description with qualifications for services selected

 FORMCHECKBOX 

A description of training plan for employees that specifies how pre-service and in-service activities will be carried-out

 FORMCHECKBOX 

Training courses, requirements, and timelines for all required trainings and certifications.

 FORMCHECKBOX 

Policies and procedures for Zero Tolerance

 FORMCHECKBOX 

Policies and procedures that will protect the health, safety and welfare of every individual and promote person-centered services for all that receive services from the provider to include: 

· Abuse, neglect and exploitation reporting to contain a log with responses procedures (forms and protocol)
· Incident reporting to the management and APD with time frames
· Bill of Rights for Persons with Developmental Disabilities
· Policies to promote dignity, respect, privacy and confidentiality

· Promote opportunities for choice.

· Solicitation and Marketing

· Personal Outcomes

· Person centered planning

 FORMCHECKBOX 

Background Screening – What are the requirements for owners and employee’s Level 2 screenings and re-screenings?  The AHCA Clearinghouse must be used to obtain the DCF-APD General clearance. Background screening requirements also include: Local Law checks and a notarized Affidavit of Good Moral Character. How will the results and information be maintained and re-screenings be completed on time?
 FORMCHECKBOX 

Methods for management and accounting of any personal funds of any and all recipients in the care of, or receiving services from, the provider. 
 FORMCHECKBOX 

Plans for medication administration, validations, and trainings.  
 FORMCHECKBOX 

Transitioning of services and documents to and from other providers.

 FORMCHECKBOX 

Maintaining security for all documents, files, and electronic data.

 FORMCHECKBOX 

Policies and procedures for incident reporting
 FORMCHECKBOX 

Consumer and employee grievance procedures 

 FORMCHECKBOX 

Grievance log

 FORMCHECKBOX 

Procedures for conducting self-assessments:

· Internal audit which is service specific

· Consumer Satisfaction Survey

· Summaries of final findings with recommendations

 FORMCHECKBOX 

Consumer Satisfaction Survey form

 FORMCHECKBOX 

On-call system procedure if applicable. Include a detailed description of your plan for 24-hour/7 days a week contact and appropriate qualified back up

 FORMCHECKBOX 

You must describe in detail how the service being applied for will be implemented.  Include a description of how:

· The service being provided will meet the needs and/or support the individual.  

· The individual’s needs will be assessed   

· Progress or needed change is determined for the training and/or service.  

POLICIES AND PROCEDURES ARE REVIEWED AT THE TIME OF INITIAL APPLICATION AND/OR REQUEST FOR EXPANSION TO AGENCY STATUS.  YOUR APPLICATION/REQUEST WILL BE RETURNED IF NOT INCLUDED.  DO NOT CUT AND PASTE FROM THE HANDBOOK!
