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Mission Statement

During the course of normal operations, LIFE Living Services staff shall carry out all assignments according to the consumer’s individual support plan, instructions from their supervisor, and established operational procedures. Your work will reflect the fact that you as a staff member and a personal assistant are trained and responsible for the successful completion of each assignment. Your objective is to ensure that the consumer’s needs are met.  All Consumers’ individual needs, goals, and objectives shall be fulfilled. Our goal is that LIFE Living Services experience is mutually satisfying and beneficial to both staff and consumer alike.
Individual Approach: Our approach means that every person involved in LIFE Living Services is important. The best way to deal with a problem is to handle it when it occurs, rather than wait until a later time. This means both the staff and consumer’s needs to confront the issue between yourself or go to your senior staff person, then your supervisor, then the Director.   
Problem Solving: It’s our job to help staff find solutions to their problems.  We will do everything that we can to help a staff member solve their own problem, without interfering or trying to solve it for them. It is up to the staff member to confront the issue and not go around complaining to others who can not help. We can not help solve a problem based on rumors and hearsay. 
Long-term Solutions: Our strategy is to find long-term solutions, not short term fixes. Our objective is to ensure that problems are dealt with swiftly and effectively. This puts the solution on the employee. You must confront an issue and let us help us. 
Teamwork:  It is the operational concept of our organization. Teamwork is about sharing, cooperating and helping each other. An effective team is a group of people sharing a common purpose, who value each other’s contributions and are working toward a common goal. Working through teams will usually get better results than individual effort. A team is any group of people working towards the same goal. It is possible to be on several teams. People working toward several individual’s objective can put you on different teams. It is important to remember who the team supervisor may be different people and it necessary to connect with that supervisor.
In LIFE Living Services, all staff members are encouraged to exercise individual initiative and independence in carrying out their assignments. At the same time, we work as a team. Responsibilities are delegated in a division of labor with a chain of command: 
Executive Director/Administrator; The Executive Director, along with her staff, is responsible for the entire operation of both the Staff and Consumer’s programs. She works directly with San Andreas Regional Centers, the Consumer’s Circle of Support and the Staff.  Ultimately, the Executive Director is responsible for all activities that occur under her.
Supervisor; The Supervisor is responsible for consumer case management; including implementation of the Consumer’s Assessments, Individual Support Plans and Quarterly reports. She will also communication with the Regional Centers and the Consumer’s Circles of Support.  They are also responsible for the scheduling of Staff, direct contact of managing Staff performance of duties, the first step toward rewards and discipline, crisis management and organization of activities for both Staff and Consumers as well as Staff Training and Consulting on various areas of service when needed.
Direct Care Staff/Personal Attendant; The Direct Care Staff are reasonable for all consumers that have been assigned to them by the management. They are to perform all care duties that are required for their consumers, providing support services for consumers on a one-on-one basis. Each consumer is assigned to one of the following service programs based on individual support requirements: 1) Supported Living Services; 2) Independent Living Service; and or 3) Community Integration Training.  The Direct Care Staff is to report directly to the Supervisor on a weekly basis. 


SUPPORTED LIVING SERVICES (SLS)
Supported Living assists adults with developmental disabilities to live in homes that they own or lease. The most important parts of this living arrangement are: 1) consumer’s control of the home; 2) individualized and flexible services; 3) respect for consumer’s needs and preference 4) and integration into community life.
SLS Principles and Philosophy
•        Consumers shall be supported in living arrangements, which are typical of those in which persons without disabilities reside.
•
    The services or supports that a consumer receives shall change as his or her needs change without the consumer having to move elsewhere.
•
    The consumer’s preference shall guide decisions concerning where and with whom he or she lives.

Consumers shall have control over the environment within their own home. The purpose of providing services and supports to a consumer shall be to assist that individual to exercise choice in his or her life while building critical and durable relationships with other individuals.
•
    Their services or supports shall be flexible and tailored to a consumer’s needs and preferences.
•
    Services and supports are most effective when provided where a person lives and within the context of his or her day-to day activities.
•
    Consumers shall not be excluded from supported living arrangements based solely on the nature and severity of their disabilities.
Supported Living Services Components
Most SLS services address the most basic consumer needs in the community. The Categories are “Personal Support” and “Training and Habilitation”.  The direct service areas include:
1.
Personal Support
•
Eating, bathing, dressing, personal hygiene, laundry, and similarly common daily living activities.
•
Meal preparation, including planning, shopping, cooking, and storage activities, but excluding the cost of the meals themselves.
•
Routine household activities aimed at maintaining a clean, orderly, and safe environment within the home, such as bed making, dusting and vacuuming.
•
Locating and scheduling the appropriate medical services, which are essential to the health, safety, and well being of the consumer.

2.
Training and Habilitation
•
Selecting and moving into a home.
•
Locating and choosing suitable housemates.
•
Acquiring household furnishing.
•
Creating and maintaining a safe environment inside the home.
•
Settling disputes with landlords.
•
Acquiring, using, and caring for canine and other animal companions.
•
Becoming aware of and effectively using the transportation, police, fire, and emergency assistance available in the community to the general public.
•
Locating and scheduling for appropriate medical services, which are essential to the health, safety, and well being of the consumer.
•
Eating, bathing, dressing, personal grooming, and similar health and hygiene needs.
•
Mobility and use of necessary assertive devices that enable or enhance mobility.
•
Meal planning and preparation, such as shopping, cooking, cleaning, and the storage of implements and supplies.
•
Bed making, dusting, vacuuming, and similar routine household tasks necessary to maintain a clean and safe environment within the home.
•
Budgeting of expenses, check cashing, purchasing, and bill paying.
•
Recruiting, screening, hiring, training, supervising, and dismissing personal attendants.
•
Dealing with and responding appropriately to governmental agencies and personnel.
•
Asserting civil and statutory rights through self-advocacy.
•
Building and maintaining interpersonal relationships, including a Circle of Support.
•
Awareness of safety considerations outside the home environment.
•
Identifying and making use of an appropriate range of common community resources, including libraries, stores and businesses, schools, theaters, recreation programs and facilities, and self-help group.
3. 24-Hour Emergency Support
•
  Responding to an individual consumer’s need for emergency assistance through the direct provision of service.
•
  Assisting an individual consumer with the purchase, installation, maintenance, repair, and training in the operation of devices to facilitate immediate 24-hour emergency assistance.
SLS Staff The Supported Living Services staff assists consumers to live independently in their own homes based on individual needs, goals, and objectives. The most often provided services are: 1) shopping; 2) assistance with money management; 3) food planning and preparation; 3) hygiene and grooming; 4) housecleaning. However, all LIFE Living Services employees are expected to assist consumers in all needed areas of supported living.
SLS Staff and Resident Staff Immediate supervision of an SLS consumer is the
responsibility of the specifically designated SLS Staff, and SLS Resident Staff living with a consumer.
Regional Satellites. A number of LIFE Living Services SLS and ILS consumers live in Gilroy but not at Villa Experanza, nor attending Gavilan College. Some consumers live as far away as our Regional Satellites of San Jose and Hollister. It is our present objective to support and expand these outposts while at the same time maintaining and consolidating our base in Gilroy.
DIFFERENCES BETWEEN SLS AND ILS
Independent Living Service offers much of the support assistance consumers receive in Supported Living. However, there are some profound differences. Independent Living Service:
•
ILS focuses on skills training of consumers.
•
ILS is generally time-limited in comparison with the lifetime commitment made in      Supported Living.
Supported Living Services:

•
Provide more hours of service.
•
Exclusively serves consumers living in their own home.
•
Serve consumers with a higher level of need than those receiving ILS.
•
Offer greater availability of choices.
•
Are more costly than ILS.
• Place more emphasis on fading of paid services, and promotes the use of generic and natural supports.  Requires more frequent or intense monitoring.
ILS Staff The Independent Living Service staff assists consumers to learn skills necessary to live independent lives. ILS staff work with consumers in the community, at Villa Esperanza, and the Gavilan College campus.
CIT Staff The Community Integration Training staff provides specialized assistance to students at Gavilan College.
Community Aide. LIFE Living Services staff and consumers are assisted by unpaid volunteers who share the LIFE Living Services vision that promotes community integration and independence.
ONGOING STAFF TRAINING
All staff members are required to complete staff orientation within two weeks of employment. Staff must attend ongoing training of at least one hour every two months to ensure performance.
LIFE Living Services has developed an orientation program for staff; and ongoing programs for staff, consumers and circle of support members. During the first two weeks of employment, all new hires shall undergo intensive training in the following areas:
LIFE Living Services’ mission and philosophy; the philosophy and principles of SLS and ILS; the organization’s policies and procedures; a history of developmental services, dual diagnosis and Regional Center; the value and difference of SLS and ILS and their use in the promotion of consumer independence, self-reliance, productivity, and integration; staff roles, responsibilities, and conduct.
The multi-faceted role of the consumers (employer, customer, friend, teacher): consumers’ rights; consumers’ grievance procedures; the fair hearing process; protection from abuse; SLS and ILS emergency response systems; Circles of Support, the history, the process, the roles and responsibilities its members play.
The SLS and ILS ongoing resources system and use of generic services; how to use the diagnostic processes; how to support someone in their own home (showing complete respect for privacy and dignity); working with families; risk and opportunities; community participation vs. community 
presence; getting to know the consumers and measuring where they are coming from.
Ongoing shadowing (meeting and learning the consumers) and staff role-playing as needed.
Summary; monthly staff meetings to review IPP client progress; ongoing evaluation: questions and answers (weekly staff/client meetings).
Within 30 days of employment, all staff members must receive certification in adult First Aid and CPR.
LIFE Living Services staff, consumers and circle of support members will be notified of, and encouraged to attend, SLS and ILS conferences and training seminars, relevant regional center sponsored events and training, etc.
STAFF OPERATIONS
Staff Reporting. It is the responsibility of staff to regularly report to the assigned supervisor.  Any problem with staff or consumer attendance must immediately be reported.
Emergency Procedures. Staff shall possess a list of phone and pager numbers to call in an emergency; and respond immediately to a consumer’s need for emergency assistance through the direct provision of service. It is critically important that teamwork be reflected in the division of labor. Staff must report to their direct supervisor if an emergency occurs. The supervisor will assess the situation for prompt staff action and report to the Executive Director as soon as possible. In event that the supervisor is unavailable, staff shall call or page the Executive Director for assistance and back up. In an extreme emergency situation, all LIFE Living Services staff must respond.
Incident Reports. Staff must document cases of physical injury, unusual or potentially dangerous behaviors, or actual or suspected incidences of physical, sexual, or verbal abuse or neglect, or property damage. When an incident occurs, the Supervisor must be informed within 24 hours of the occurrence, or sooner, depending upon the severity of the incident. The Supervisor shall immediately report all serious incidents to the Service Coordinator; and phone the regional center within 24 hours. The Supervisor shall also ensure that a written incident report and supporting documents be submitted to the Regional Center within 24 hours of the occurrence. 

Staff Meetings. Direct service staff are required to attend scheduled meetings with the Supervisor, Service Coordinator and or Executive Director. 
Vacations. Requests for vacation must be filled out and submitted to the Supervisor at least one month in advance of the requested vacation date(s). The Staff person shall be notified of if the request has been approved or denied.  No vacations are given during holidays. Exception can be made if all the staff assignment can be covered. It is the responsibility of the staff to find replacements and both the staff and the replacement person must meet with the Supervisor for approval.
Employee Performance. LIFE Living Services employees are expected to accomplish their assignments promptly and to report regularly to designated supervisors. Each staff member shall be regularly evaluated to ensure that work performance reflects quality standards of consumer satisfaction and goals met. In addition, employees must maintain professional standards and accountability in their assigned tasks; and they shall function effectively as a team member that supports people in need. When called upon, staff members are expected to respond positively according to the demands of the situation in order to ensure quality service and consumer satisfaction.
LIFE Living Services will terminate any employee for poor performance or failure to follow instructions from supervisors. When a problem exists, the Supervisor shall first give the employee a verbal warning. If the situation is not corrected, the Supervisor will then issue a memo to the employee documenting the problem. A copy shall be placed in the employee’s personnel file and the Executive Director informed. The Executive Director shall meet with the respective employee to determine if termination is warranted. If so, the Executive Director shall terminate the employee.
Grievance Procedure: Consumers and staff who have a problem with a staff member should first attempt to resolve the matter informally. If the problem cannot be resolved, then the person with the complaint should file a complaint with the Supervisor. If the Supervisor cannot resolve the problem, then the matter should be documented and submitted to the Executive Director for his or her resolution. The ED will call a meeting of both all parties involved and try to resolve the problem. If the problem can not be resolved then the Executive Director’s ruling is final. If the complainant is a consumer, then the matter may be submitted to the appropriate SARC service coordinator. The consumer also always has the option of contact a member of the Area Board with their issue.  A consumer has the right to receive staff assistance in pursuing the matter from beginning to end.  
Payments and Authorizations. It is the policy of LIFE Living Services to expect prompt payment for services rendered according to the terms and conditions of our contractual agreements with the San Andreas Regional Center, In addition, our agency shall not perform any service unless properly authorized and signed by appropriate signature from the Region. Therefore, it is our policy that no staff member shall provide service to consumers without prior authorization from the Supervisor or Executive Director.
Time Sheets. Direct service staff must properly document work performed via weekly and monthly time sheets that list hours and services. Weekly time sheets must be submitted to the immediate supervisor or Supervisor by 5pm on Monday. Monthly time sheets must be submitted by the 1st day of each month. (Failure to provide time sheets by 5pm may result in delay of your pay.) The Supervisor shall fax all submitted time sheets to Capitola by noon the following day and file the original at the Gilroy Office.
Staff Pay. Checks are dispersed by the 18th day of each month for work performed the previous month. .Wages shall be paid according to hours worked. Failure to submit time sheets means failure to complete your job assignment. All time sheets must be submitted to the Supervisor by 5pm on the 1st of the month in order to receive your check by the 18th day of the month.

