36
37

FACILITY ADMINISTRATOR
Nelly Amas Administrator and owner of CNBA #1, #2, and #3 Residential Care Homes 
Guillermo Mandawe Administrator 

Victor Amas Administrator

Lillian Amas Administrator

ADMINISTRATORS JOB DESCRIPTION

These policies are amended to affect the probation and conditions imposed on CNBA by California State Department of Social Services regulations and statutes governing the operation of adult residential facilities.

QUALIFICATIONS: - 
The administrator shall work a minimum of 40 hour per week at the facility for which that administrator is hired. The administrator shall be at least 21years of age, have a valid administrator’s license issued by the California State Department of Social Services and have two years Experience as a Residential Care Provider, valid first aid and CPR card, ability to speak, read and understand English, have a health screening that is within 12months, T.B. clearance, crime record clearance, and a valid California Driver’s license. The administrator will be supervised by the licensee and shall report to the licensee and CCL at all time.

ADMINISTRATOR’S DUTIES: -  
· The administrator shall attend to the needs and requirements of licensing staffs at all time and proved all needed documents to licensing 24hours a day. The administrator shall operate these facilities in strict compliance with the regulations and statutes governing the operation of adult residential facilities                                                                                 

· The administrator shall be at least 21 years of age; complete at least 20 hours of continous education per year or 40 hours in two years in areas relating to mental health, adult residential facility or administration and in addition; administrator and all staffs will also complete at least one-day seminar of Nonviolent Crisis Intervention training every five years. The administrator and all staffs will also complete at least two hours of additional training thereafter on a quarterly basis. All this training shall be in addition to other mandatory training imposed by licensing laws and regulations on adult care facility workers. 
· The administrator will be responsible for the supervision of resident’s care, set overall policy for staff pursuant to Ca. Title 22, Regulation and accept applications to recruit staff and set training of new staffs.                                                                                                                                          

· Complete necessary paperwork; oversee billing and payment of bill, Record hours worked by employees and give date to bookkeeping service for payroll taxes. Distribute payroll checks on the 5th and 20th of each Month. Transport residents to medical appointment, picnics, and other outing. Plan and coordinate social programs and recreational Activities. Maintain client and personnel records. Identify the daily operating needs for the facility. 

· Provide input and feedback to the caregiver and clients, and provide, organized, conducted and evaluate activity to meet individual client needs, serve as appropriate role model for the clients, and assist in maintaining clean, healthy, and safe environment for the clients, and Assist clients with activities of daily living, home management and money management skills as needed.                                                                                                     

· Coordinate care and plan care with case manager or conservator, Communicate effectively with case manager, or responsible party or conservator on issues regarding client’s well-being, Make sure that incidents are reported promptly and effectively to appropriate parties, Maintain and provide supervision for resident’s finances and records and most of all; follow and set overall policy for staff pursuant to Ca. Title 22, Regulation concerning personal right violations.
· All staffs training must be done by a consultant or behaviorist haired by the licensee and an outside trainer as well. The administrator must follow overall policy pursuant to Ca. Title 22, Regulation at all times. 
· The administrator must prepare client assessments and develop or update care plans for all clients placed at each of the facilities and a mental health consultant or behaviorist employed by licensee must review each develop assessment and signoff on the assessment before staff implementation of each client service plan.
This Job stipulation constitutes the entire agreement between CNBA and CNBA STAFFS with respect to employment with CNBA only. Moreover, the terms of this Job stipulation, cannot be amended except in writing, signed by all the parties thereto.  
CAREGIVERS JOB DESCRIPTION
These policies are amended to affect the probation and conditions imposed on CNBA by California State Department of Social Services regulations and statutes governing the operation of adult residential facilities.

QUALIFICATIONS: 

Caregiver shall be at least 18 years of age; the caregiver shall have the basic qualification of first aid and CPR training, ability to speak, read and Understand English, a physical exam, a T.B. clearance within the past 12 months before employment or within 7 days after employment, a criminal clearance record before coming in contact with clients. 
The caregiver will be supervised by the administrator and shall report to the administrator at all times. The caregiver must have the ability to treat residents with dignity and respect. The caregiver must be neat and clean, have the ability to prepare nutritious meals and be two year knowledgeable in helping with personal care and clients need.

DUTIES: -    
· Provide care and supervision for the residents according to hours scheduled to work five days a week with appropriate break times.

· Prepare and serve three nutritious meals daily, following the menu and provide snacks at mid-afternoons and mid-evenings.                                                                                                                  

· Keep the facility neat and clean, answer the phone appropriately and take messages, assist the residents with their medication, assist residents with their laundry follow the directives of the administrator, provide active treatment to meet individual client’s needs, and serve as role model for the clients.
· Make inventory of food, handle and store food items, store household and cleaning items properly, and provide a weekly shopping list for the administrator, report incidents promptly and effectively to administrator /licensee, CCL, and police as needed.                                                                                                                                                  
· Offer input and provides feedback about client’s progress and performance to the administrator, must bring all maintainace needs to the attention of the administrator promptly, adhere to the CNBA facility safety procedures at all times.  
· Caregivers must ensure that the facility is clean, safe, and sanitary and in good repair at all times for the safety and well-being of clients, employees and visitors.                                                                                                                       

· Caregivers must Participate in the development and implementation of each client service plan, provide direct program services and assist clients with training as specified in the service plan, obtain client’s weight monthly, proved proper documentation and provide safely at all time.
· Perform clients head count every shift and every half an hour. Clients will be checked on throughout the day and night. If a client is not around upon you’re arriving to work, communicate it on the log- book and also to the nest shift staff. And after 24 hour, the staff on duty will file a missing person report to the police by calling 911 or 311. All staffs are to keep the bathroom/floors clean/dry at all times for safety. 
· The caregiver shall be at least 21 years of age; complete at least 8 hours of continuous education per year  in areas relating to mental health, adult residential facility and in addition; all staffs will also complete at least one-day seminar of Nonviolent Crisis Intervention training every five years. All staffs will also complete at least two hours of additional training thereafter on a quarterly basis. All this training may be in addition to other mandatory training imposed by licensing laws and regulations on adult care facility workers. 

· All new must complete at least 8 hours of training prior to employment in the areas of clients’ personal rights violations, incident reporting, providing clients with adequate care and supervision, as well as meeting the clients’ needs for services and 2 weeks orientation with the facility. All staffs will also complete at least two hours of additional training thereafter on a quarterly basis. 
· All staffs shall operate these facilities in strict compliance with the regulations and statutes governing the operation of adult residential facilities.
This Job stipulation constitutes the entire agreement between CNBA and CNBA STAFFS with respect to employment with CNBA only. Moreover, the terms of this Job stipulation, cannot be amended except in writing, signed by all the parties thereto.                                                                                                                                                                                            

PERSONNEL POLICIES

Equal Employment Opportunity: -
CNBA RESIDENTIAL CARE FACILITY is an Equal Opportunity employer, and will conduct employment practices, including selection, promotion, demotion, transfer, training and separation in accordance with established Federal, State and Local Equal Employment Opportunity Laws and Regulations as they affect CNBA RESIDENTIAL CARE FACILITY. There will be no discrimination in selection and advancement due to sex, age, and sexual orientation or physical handicap.

If anyone thinks or feels he/she is discriminated against, he/she should report it immediately to the administrative office. An investigation will be conducted and immediate actions will be taken as necessary. No employee or susceptive employee will be retaliated against for questioning or reporting this incident.

All new positions will be posted on the facility information board by the administrator or advertized. All candidates for employment will be considered without regard to race, color, religion, sex, national origin, age and sexual orientation or physical handicap. Physical or mental handicap will be considered only as they may relate to bona-fide job requirements. An interview will be conducted for all positions by the immediate supervisor or his/her designee. Selected applicants will be notified and a starting date arranged.

Hiring Process: -
The administrator shall be responsible for hiring and firing staff. Make such all new employees must be 18 years of age or older. The employee should be able to speak, write and understand English language.

The administrator shall make such all new employees must have a physical exam and T.B. check no more than 12 months prior to being employed and at least once every year.

The administrator shall make such all new employees have their fingerprints sent to the Department of Justice (DOJ), FBI and cleared prior to initial contact with clients.

The administrator shall make such all new employees complete a statement regarding any prior criminal convictions prior to being employed.

The administrator shall make such all new employees possess a current first aid card/CPR.

The administrator shall make such all new employees has the ability work in these facilities in strict compliance with the regulations and statutes governing the operation of adult residential facilities.
The administrator shall make such all new employees, permanent full time employees shall receive one week paid vacation annually. The employee is eligible for one week after twelve months of employment.

The administrator shall make such all new employees must complete at least 8 hours of training prior to employment in the areas of clients’ personal rights violations, incident reporting, providing clients with adequate care and supervision, as well as meeting the clients’ needs for services and 2 weeks orientation with the facility.
CONDITION OF EMPLOYMENT:-
This will be dependent of receipt of criminal clearance record, physical/health exam clearance record, TB clearance, and provision of first aid and CPR certification. The new employee will also meet the qualification to be hired for that particular job. 

Each new employee will be given a sixty-days probationary period after which the administrator and employee will meet to determine if the worker has the required talents and qualifications for the position and if the employee wishes to become permanent staff.

Each employee will be evaluated on their job performance after probationary period and then annually. Raise and or promotion of a staff will depend on the following: -

· If an employee performs above and beyond his /her normal job duties as defined in the job description.

· Spend an unusual amount of time outside of the normal work schedule on related work.

· Develop an exceptional or innovative program.

· Exhibit significant improvement in the performance of their job duties as defined by the job description and verified by administrator, or exhibit consistently high quality performance over an extended period.    

All employees will be advised of the responsibility to report suspected elder or adult abuse to CCL, Police and the office of the Ombudsman. Each will sign a form documenting that they have been so advised. The suspected abuse will be reported first to the Ombudsman/Authorities then to CCL.
Interviewing Process: -
The administrator or lead trainer for direct care staff position will conduct an interview; the interview will be conducted at the facility.
Selection of employees will follow federal guidelines for affirmative action. No applicant or employee shall be discriminated based on race, religion, sex, or disability. Those applicants not selected will be notified by phone or in writing. Selected applicants will be notified and a starting date arranged.

All employees must be willing to submit to the office the following documents before first day of work after selected.

· Physical check-up within 12months.

· Fingerprint clearances.

· First aid / CPR

Employees must be willing to be medication certified by the administrator/consultant within five (5) days from date of hire.

Employees must be willing to be CPR/ First Aid certified within three (3) months from date of hire or before hire.

Employees must be willing to participate in all the in-service training programs provided by the facility, each employee must have 8 hours of in-service training every year per Title 22 regulations.

Staff Training and Development Procedure: -
The consultant will be responsible for staff training and development. The administrator will assist him/her. Guest speakers and community classes will be used as appropriate.
The caregiver must complete at least 8 hours of continuous education per year in areas relating to mental health, adult residential facility and in addition; all staffs will also complete at least one-day seminar of Nonviolent Crisis Intervention training every five years. All staffs will also complete at least two hours of additional training thereafter on a quarterly basis. All this training may be in addition to other mandatory training imposed by licensing laws and regulations on adult care facility workers. 

Within the first week of employment, new staff members will be made familiar with the facility, its overall concepts and philosophy, and the special needs of the clients served. A minimum of eight (8) hour of training will be provided within the first 40 (forty) hours of employment.

Areas of training during the initial 40 (forty) hours of orientation will include specific program techniques in use in the facility to assess developmental growth of clients.

At least two (2) hours per month will be devoted on an on-going basis to planned in-service training. A staff training Report and a Staff In-service Log will be completed for each training session. An individual in-service Report will be kept on each staff member to reflect in-service training received.

PERSONNEL POLICIES
WORK HOUR:-

The facility shall be open 24hours a day with 24 hour staffing at all time. The administrator is on-call 24 hours a day 7 days a week in addition for working at least 40 hours a week in the facility from 8am to 6pm Monday to Friday. The live in staff, night a-wake staff and reliever will be scheduled to work 12 hours a day with appropriate break time and live in staff is on-call at night while clients are sleeping, to assist night staff during emergency only. Each full time employee shall work 5 days week receives two days off each week. Staffing schedule:-One or two (depending upon the number of residents and their level of care). There will be two daytime direct care staff that will work from: 8am to 6pm and have one hour lunch and two thirty mins, break and same as the two daytime relief staff. The two night-awake staffs will work from: 6pm to 8am, with two hours of break time and this will also be the same for the night-awake relief staffs  
SALARIES: -
The licensee determines salaries. Salaries will be paid on the 5th and 20th of each month. Deduction taken out of an employee’s paycheck are either required by law or authorized in writing by the employee. 
ABUSE REPORTING: -                                                                                                                     
· All employees shall be trained to report any form of abuse and are mandated by law to report any known or suspected abuse such as physical, neglect, abandonment, financial abuse, isolation.    
· Abuse or suspected abuse shall be reported immediately by telephone or as soon as practically possible to the local Ombudsman and it should be followed by written report to the Department of Social Services within 2 working days and the Polices. 

HARASSMENT: -

· It is CNBA Residential Care Facility policy to fully support the laws that prohibit harassment, including harassment due to race, religion, color, sexual orientation, nationality, physical and mental, medical handicap, or age. We will maintain a friendly work place free of any harassment.

· No harassment will be tolerated. Any employee who is found to have engaged in such conduct will be subjected to immediate disciplinary action.                                                                                                             

· Any employee who feels that he/she is being harassed should report to the administrator immediately. A thorough and confidential investigation will be undertaken.                                                                                                             
· If harassment is found, a prompt, immediate remidial action will be taken on the offender. No employee will be retaliated against for reporting harassment or participating in an investigation thereof.
INSERVICE TRAINING FOR STAFF.
NEW EMPLOYEES
1. The administrator will review with each new employee all “B” documents and appropriate regulations from the “Manual of Policies and Procedures – Adult Residential Facilities”.

2. The administrator will instruct and give on the job training to each new employee concerning his/her duties and responsibilities.

3. The administrator will closely supervise the new employee during his/her first few weeks of employment.

4. All new personnel shall be given on-the-job training appropriate to the job hired for, such as,               

· Food preparation storage and menu plan.                                                                                                                               
· House keeping and sanitation                                                                                                                   
· Provision of client care and supervision                                                                                             

· Assisting clients with prescribed medication for self-administration.                                            

· Recognition of early signs of illness and calling for appropriate professional assistance.                                                                                                               

· Availability of community service and resources.

ONGOING STAFF TRAINING
1. The administrator will convene staff meetings every two weeks or more often when necessary. At these meetings the administrator or a visitor knowledgeable, in the subjects being discussed will speak about new regulation, changes in procedures, or more efficient ways of carrying out responsibilities. Red Cross or appropriate agency will do first Aid training every three years.

2. The administrator and staffs will share information they have learned or questions they may have.

3. The administrator will note, in each staff’s file, courses and training she/he has received.
4. The administrator and associate administrator will attend a minimum of thirty five-hour initial certification training and thirty-five hours of continuous education training every two years to become more knowledgeable and to fulfill the requirement for their administrator’s license.
5. Training for all staff, will be provide by the administrator within his/her capabilities. Other training to be provided by college courses and professional seminars as needed.                                                            
6. A Pre-employment orientation will provide prospective employees of what will be required of them, including personnel policies, job description, house rules and duties.

7. On- the – job training will provide prospective employees the training necessary to carry out their duties in the most efficient manner possible.

8. Any changes in the rules and regulations governing the operation of Residential care homes will immediately be relayed to employee so they will have complete up-to-date knowledge of all current regulations.

9. Prior to the admission of a client with a restricted health condition, all facility staff who will participate in meeting the client’s specialized care needs shall complete training sufficient to meet those needs and shall complete the training prior to providing services to the clients. 

Topics covered in training shall include developmental skills in these areas but are not limited to the following: - 

· Will provide training in handling of emergency and disaster plan.

· Will provide training in handling providing assistance with medication

· Will provide training in handling P & I monies as required.

· Will provide training in handling and completing required documentation as prescribed by law.

· Will provide training in handling of requests or answering questions asked by CCL.

· Will provide training in handling Abuse reporting, Mobility, Money handling, Personal property and home management, Health care, Community awareness, Rights/responsibilities, Grooming and hygiene, Total self care and Behavioral management.

· Will provide training in handling the use, sale, and possession of illegal drugs or alcohol in this facility or coming to work under the influence of drug/alcohol.
· Will provide training in handling unprofessional conduct.

· Will provide training in handling dishonesty and incompetence.

· Will provide training in handling physical or mental unfitness for position occupied.

· Will provide training in handling personal problems being brought to work and affecting job performance.

· Will provide training in handling removing of any asset belonging to clients or to the facility for any reason without the expression of written consent from CNBA, or buying/selling from the clients, which will lead to immediate employee dismissal.
· Will provide training in handling HIV clients.
· Will provide training in handling injury/illness prevention, fire /hazard prevention
· Will provide training in handling safety/earthquake plan.
· Will provide training in handling/management of restricted health conditions like: Diabetes, incontinence of bladder care.
· Will provide training in handling/management of licensed sex offender clients.                                                       

FACILITY PROGRAM DESCRIPTIONS

PURPOSE

· CNBA Residential Care Facility is a non-medical licensed facility that is open 24 hours a day, 7 days a week and 365 days a year with adequate staffing on duty at all time. It offers a family home for adult persons 18 years to 59 years who can no longer live alone or with family, and to enable each resident to live his/her live as fully as possible.

OUR PHILOSOPHY: -

· Focus on the resident principles of normalization, choice, variety of integrated age-appropriate activities through our highly trained and bilingual employees, along with individual case managers, the Long-Term Care Department staffs and even the residents and their family.

MISSION STATEMENT: -

· To provide accessible, world-class services to individuals affected by mental illness, through culturally proficient mental health rehabilitation programs and staffs.
GOALS                                                                                                                         
1. Our primary goal is emphasizing wholeness, wellness of the individual with mental illness in natural environments, at home, at work, in the community and during leisure time and providing our residents with the highest standard of quality care in our facility.
2. The role of our treatment team is to fully inform the residents and motivate them to express personal goal, guide the person through the training and rehabilitation, using behavoral modification techniques. We are commited to exploring needs and barriers in the person’s goal attainment. Success is measured by the people’s dignity of choice and risk in the process of individual achievements though this dedicated service models included here:
· To make each resident feel at home and become part of a caring family or community and advocates strongly for resident rights, as well as bring about stability for our residents in the community. 
· To provide specialized culturally proficient services for all high-risk ethnic groups, to ensure good communication among staffs and clients.                                               

· To provide, quality behavioral care facility for individual with mental illness/disabled adults.                                                         
· To teach staff the methods of working with individual with mental illness that will stimulate maximium growth.                     

· To facilitate sharing of resources between individual with mental illness and talents as well as building their own choices.
· To build trust and partnerships between resident’s families and community members to expands and improve social interaction, and opportunities for individual with mental illness.
· To maintain health and well-being, ensuring safety and medication compliance, avoiding frequent relapse through implementation of recreational activities and encouragement of family /community involvement.
GOALS FOR CLIENTS:

· Each resident will be stimulated to his/her greatest potential for social, physical, and intellectual activity.

· Residents will be provided with all the services agreed upon in the admission agreement.

· Residents will be trained in accordance with the objectives identified on their individual service/program plan.
CNBA OBJECTIVES:

· Dedicated to the promotion of wellness (mental, emotional, physical and spiritual), and world-class care services for resident’s rehabilitation, which fosters resident’s empowerment and independence, dedicated service models include:
1. Person-centered services

2. Empowerment of the individual

3. Positive and valued community presence and participation

4. Positive relationships with family, friend and neighbors

5. Good quality of life 

· CNBA Facility will operate co-ed severe deficits of behavioral challenges.

· CNBA Facility will develop and train a humane and caring staff. An eight hours orientation will be given to the new staff.

· CNBA Facility will speak to at least three community groups per year about behavioral challenges in care facilities.

CLIENT OBJECTIVES:

· Client objectives will be specified in their appraisal/needs and service plans and which will be reviewed every six months by the facility team and annually by facility team and caseworker.

POLICY METHODS: - 
· CNBA Resident with behavioral challenges, unsafe conditions, inappropriate behavior and any other behavior that is against the facility policies, will be tabled by the Therapeutic treatment team/staffs. A new needs and service plan or individual program plan will be developed and completed by the administrator to assist the residents in ensuring safety at all times.

· Frequent arrangement with case managers, guardians and Relatives will be made promptly and appropriately to Communicate concerns about residents and ways they can assist the facility in ensuring safety of our residents while respecting the privacy of other residents in ours facility.
· Client confidentiality will be observed as required, and no information released without a signed release of information.

· CNBA will ensure the rights and welfare of all clients, staffs and follow all CCL regulations.

BASIC SERVICES:

· CNBA Care Home offers a room (private or semi-private), twenty-four hour supervision, three nutritious meals daily, special diets, snacks, housekeeping, and laundry services, personal care assistance, supervision of medications, transportation to medical and dental appointments if necessary, social and recreational activities and, if desired, transportation to worship services.

· CNBA care home shall provide the following basic service for:

BASIC GENERAL SERVICES

a. Lodging: single room/double room
b. Food services: Three nutritious meals daily and between meal nourishment special diets if prescribed by doctor will be provided.
c. Laundry service

d. Cleaning of the resident's room

e. Comfortable and suitable bed, including fresh linen weekly or more often if necessary

f. Plan, arrange and/or provide for transportation to medical and dental appointments within a specific radius

g. A planned activity program.
BASIC PERSONAL
· Continues observation, care and supervision, as required

· Assistance with bathing and personal needs, as required

· Assistance in meeting necessary medical and dental needs

· Assistance, as needed, with taking prescribed medications in accordance with physician’s instructions unless prohibited by law or regulation.

· Bedside care for minor temporary illnesses.

· Maintenance or supervision of client/resident cash resources or property, if necessary. Individual transportation provided by the facility to their home when requested.

· The monthly rate for basic services for residents will be based on the rate allocated by the state and the placement Agencies.

· There are no additional charges for any basic services provided by the agency.   
Some Basic cont:
· Physical Activities - (On Site)

· Communication Skills - (On Site) 

· Social Rehabilitation - (On Site) 

· Self-care or ADL’S   - (On Site)

· Sensory motor - (On Site)

· Independent Living Skills - (On Site)

· Leisure Activities - (On Site)

· Vocational /Academic Training - (On Site)

· Behavior management - (On Site)
Optional SERVICES:
· Optional services are to be paid for at time they are recieved, or reimbursement will be requested for personal need items purchased at the request of the client or guardian. 

· Any off site services (e.g.) movie outings, hair cuts, and shopping will be paid for by clients.

· Selected Optional Program Services for each individual are indicated on their Appraisal/Needs and Services Plan as goals and objectives.

· Facility interdisciplinary Professional Staff Team meets monthly to review the goals, objectives and progress. The facility team consists of administrator, one direct care staff, and the resident and other disciplines as appropriate to needs.
Specialized Optional Services    

Program services are designed and implemented to further normalization and enable residents to achieve their highest potential. These services are based on needs identified through the individual resident assessment and include training in the following areas:

· Physical Activities - (Off Site)

· Communication Skills - (Off Site) 

· Social Rehabilitation - (Off Site) 

· Independent Living Skills - (Off Site)

· Leisure Activities - (Off Site)

· Vocational /Academic Training - (Off Site)

DISCHARGE PLANS:
· The licensee in conjunction with the placement agency is responsible for the resident’s discharge. 
· Client may be discharged from program if a different level of care is needed for medical reasons. Physician must determine and document needed level of care.

· Acute care hospital discharged will occur when physician determines client needs a different level of care with daily reimbursement rate being adjusted in accordance with regulations.

· Discharged to another level of care, for client welfare or that of other residents will occur only after agency’s consultation with doctor, family and care-manager.

· Clients may be discharged from our program if a different level of care is needed for medical reasons.
· Other Discharges Based on non-payment or the client being in danger to self or others. Require CNBA Care facility program supervisor informing the case-manager and initiating appropriate planning. A 30 days notice will be given to clients, case-manager and family/guardian before the discharge date.

· A 3 days notice will be given to clients, if his/her own welfare or that of other clients or staffs is threatened. Such determination is to be made by the program supervisor and facility administrator, after consultation with CCL.

· Non-Payment Client may be discharged from program for non-payment, except as prohibited by case-manager.

· Case-manager will counsel with family or clients wishing to leave program against staff advice.

RATES: -

· The rate of charge for services in this facility shall be CCL approved rate. The facility’s rate will change effective on the operative date of any rate change in that program.

 NOTICE OF RATE CHANGE: -

· Rate change will be determined by the placement agency, but may be requested by the licensee when needs of the client changes and requiring additional care and supervision.

MONTHLY RATE: -

· The monthly rate determined by the placement agency will be prorated on a daily basis upon the client’s admission or departure from the facility.

REFUND POLICY: -

· Refund rate will be prorated on a daily basis when clients are discharged.

· If the client leaves the facility for temporary reasons, his room will be held for him.

· The Licensee/Administrator will handle the client’s personal and incidental funds as well as personal items that will be entrusted to the facility.

REFUNDS: -

Agency will refund payment for housing/care on a prorated basis when one of the following occurs: -

1. One month or more notice of intent to move out is given to agency in writing.

2. Death.

3. Eviction.

4. Hospitalization.

NO REFUNDS: -

Agency will not refund money when the following occurs: -

1. A request to hold the bed will be made in writing by client, conservator or other designated representative for the time of absence.

2. Client moves out without giving one-month notice in writing.

3. Refunds will be made within ten working days.
FEES: -

There are no other fees imposed for any services provided by the facility. Outside consultant services, if contracted for by the agency, will be paid by the agency. Consultant’s services contracted by another referral source, such as the physician, dentist, or case manager, will be paid by medi-cal or the referring agency.
EVICTION PROCEDURES:

1. The Licensee/Administrator can evict the residents within thirty (30) days notice to the resident his conservator and Authorized Placement Representative. This time can be reduced if it is determined that the resident’s health and welfare would be endangered if the resident remained in the facility. A thirty- (30) day eviction could be for any of the following reasons:

· Nonpayment of fees equitable to the level of care should the resident require more care after being admitted to the facility.

· Failure of the resident to comply with the state or local law after receiving written notification of violation.

· A health condition arises that requires more medical attention than is allowed by regulations to be taken care of in this type of facility.

· Inability of the facility to meet the needs of the resident.

· Change of, use of the facility

· If resident is threatening his/her safety, or the safety of others. The licensee will seek and obtain the approval of the placement agency and the Community Care Licensing to evict within three (3) days.

The Licensee/Administrator of the facility, shall in addition to either serving thirty days notice or seeking approval from the CCL and serving 3 days written notice on the resident, notify or mail a copy of the notice to quit to the resident authorized representative, if any. Additionally, a written report of any eviction shall be sent to the licensing agency within five days. The licensee of the facility shall set forth in the notice to quit the reasons relied upon for the eviction with specific facts to permit determination of the date, place, witnesses and circumstances. All said notices will also be forward to the placement agency and the facility will cooperate with them in relocation of   resident.                                                                                          
EDUCATIONAL AND RECREATIONAL ACTIVITIES
· The San Jose Mercury, Reader’s Digest (large print), fiction books and magazines are available to the residents.  Cards, table games, arts and crafts and group exercise suitable for the age group are part of CNBA Care Home Recreational Program. Group activities are part of the daily schedule.

TRANSPORTATION
· CNBA will provide transportation as needed and encourage caseworkers to help in transportation to doctor’s appointment and shopping.
· All CNBA staffs that will be transporting clients must maintain a valid driver’s license and auto insurance at all time.
· Only drivers licensed for the type of vehicle operated shall be permitted to transport clients. 
· The manufacture’s rated seating capacity of the vehicles shall not be exceeded.

·  Vehicles used to transport clients shall be maintained in a safe operating condition. 

· CNBA RCF will transport clients to routine health and activity appointments. If a health need is severe, the appropriate emergency medical transport services will be called.

· Day program transportation is to be provided by the day program or some alternate means arranged by the mental health center case manager.

MEDATIONS
· All medications will be delivered to the administrator or the caregiver.  Data on the prescription label will be recorded and the medication will be place immediately in a locked cabinet or, if necessary, in a locked container in the refrigerator.  At the appropriate times, the caregiver will present the medication to the resident for consumption.

RESIDENT COUNCIL
· Administrator, Licensee and Owner or the person designated will meet monthly to allow opportunity for self-governance and greater degree of resident participation with established council.


COMPLAINTS

· Staff shall notify Administrator, Licensee and Owner, immediately of any complaints.  This will be done either personally, by phone, by cellular phone or pager. Staff should also notify Community Care Licensing of all complaints by phone within the first 24hrs and in writing with 7days. 
· Administrator, Licensee and Owner or the person designated by her will investigate the matter thoroughly and respond to the person making the complaint. This response will be made in a timely fashion and will indicate what action was taken or reason why no action was taken. The complaint will be document in the files.                                                                                                                     
INCIDENT COMPLAINTS:
· Community Care Licensing will be notified by phone and in writing.  Should this matter come under the heading of “unusual incident”

· Staff shall notify Administrator, Licensee and Owner, immediately of any incident and staff should also notify Community Care Licensing of all incidents by phone within the first 24hrs and in writing with 7days.

· This response will be made in a timely fashion and will indicate what action was taken or reason why no action was taken. The incident will be document in the files.                                                                                                                    
CELEBRATIONS/ACTIVITIES
1. Three times a year CNBA Care Home celebrates parties for the residents, their families and their friends.  These special occasions are a summer picnic in the park, a Halloween Party, and a December Holidays Party.                                                                                                             

2. Additionally, a celebration is held for each resident’s birthday, as well as other community programs that will come to the house and do programs with residents like:                                                         

· Problem solving groups                                                                                                                     

· Expressive arts                                                                                                                                      

· Physical exercise                                                                                                                                        
· Life skills, men’s and women’s group                                                                                              

· Meditation education                                                                                                                                

· Crisis stabilization groups                                                                                                                   

· Community integration groups
Community Resources: - 

Special services needed by clients are made available through contract either with an appropriate individual provider or agency. CNBA care home currently uses the following providers/community resources.

a. Family Health Center.

b. Valley Medical Center

c. San Jose Medical Center

d. One Individual Providers

e. Grace Baptist Community Center Program

f. Outreach Program

g. Community Library 

h. Dental Services

i. Licensed Pharmacist
VISITORS: 
· CNBA encourages clients to entertain relatives and friends as long as this does not infringe on the rights of other residents. Guests in the facility are expected to be responsible and demonstrate good conduct. Clients are responsible for guests in the home at their invitation. Staff will assist as needed and encourage visitors in the right part of good conduct.
· Visitation activities are seen as part of the over all treatment and rehablitation program of the client, as well as the right of every client. 
· RELATIVES: Shall be permited to visit at any reasonable hour without prior notices unless contraindicated by client’s needs. Parents shall be permitted to visit all parts of the facility except when the right and privacy of other clients are infringed upon by their presence. Client and family are expected to cooperate with the facility system by which the location of clients is known at all times. A log will be kept documenting all visitation.

· OTHER VISITORS: Shall be permitted to visit between 12:00pm to 6:00pm. Program requirements may necessitate careful scheduling of visits.
· MEALTIME GUESTS: Arrangments shall be made with the staff at least two days in advance.

· SIGN-IN BOOK: Sign in book will be provided for all guests to use.

· VISITING: in any other area will have to be by special permission of the facility manager.

· CONDUCT: Clients and visitors will use courtesy in sharing the visitation space with other peers.

· VISITING AREAS: Visiting areas are the common living areas such as living room, family room, patios, and dining rooms.                                                                                                            
OVERNIGHT OR EXTENDED VISITS: -

· Overnight or extended visits are recognized as essential and desirable. Generally, overnight visits are encouraged on the weekends in order not to interfere with weekday program activities and may need to be limited to one weekend per month.
· Extended visits (vacation) should be discussed and planned at the annual or semiannual review. Clients who will be away from the home overnight are required to communicate with the staff that will assist with the preparation if needed. There will be physical inspection of the clients before leaving the facility and upon return by just eyeballing the client for any bruises without violating their personal rights. 
  SHORT VISITATION:-
1. Clients, who will be away from the facility on activity for a few hours, usually five hours or less require the completion of the authorized absence form. The program supervisor must be consulted about short visits. All such visits must be arranged with departure and arrival times, which should not disturb normal activities of the home.
PERSONAL POSSESSION:-

2. Clients are encouraged to keep and maintain personal property. Personal property is the responsibility of the client; however, if other takes possession without permission, staff should be informed immediately.

3. All clients will be provided with a limited storage space to maintain their personal property for safe keeping.
OTHER CLIENT’S POSSESSION:-

4. Using or taking other client’s possessions without permission is not allowed. Since space may be limited, discuss with the facility manager before bringing items to the home.
INVENTORY:-

5. An inventory of all possessions and valuables will be made upon admission and discharge. A facility representative shall sign the inventory list and a copy provided to the client, family or representative.
PRIVACY:-

1. Sleeping areas and bathrooms/bathing areas are private areas. Staff and clients must knock on closed bedroom and bathroom doors, wait a moment, and call out to request entrance before entering.
· Visual privacy for each client will be provided in client’s rooms and bathrooms.
· Locks are not permitted on bedroom doors for safety reasons.
· If staff has reason to be very concerned about the safety of the person in the bedroom/bathroom, they may enter without permission.

· If staff has reason to be concerned about client smoking, using chemical substances which alter behavior, fighting or destruction of facility property in the bedroom/bathroom, they may enter without permission.

SMOKING:-

· Smoking is permitted only in the designated areas of the home. This is for safety reasons as well as for the comfort and health of non-smoking clients. The smoking areas are enclosed patio and outside.
· Careful smoking habits must be observed. Cigarettes must be fully extinguished and placed in a proper receptacle. Clients and staff must be protected from the danger of fire.

TELEPHONE:-

CNBA will provide a telephone for client’s private calls. Long distance calls require staff permission before dialing and will be paid for by clients.
· All clients and staffs shall keep all calls within a reasonable length of time, consistent with the use of the telephone house rules.

· The parties initiating the calls shall reimburse long distance calls. 
CLIENT CURFEW:-
· Curfew is required for CNBA facility for client’s safety. Clients are expected to be back to the facility by 10p.m on weekdays, and 11p.m on weekends. 
· Prior arrangements must be made before breaking curfew rules and or lateness.
·  All radios, televions must be off by 10.00p.m. In addition, reading must be off by 10p.m., because other client’s needs must be considered.
DAMAGES:-

· All damages are reported immediately to staff. If a client damages another client’s property intentionally, an avenue of liability will be pursued as training for responsible community citizenship. The plan will be devised by the team and communicated to all parties.

MONEY AND MANAGEMENT:-

· CNBA will help with handling of personal need money as part of the money management section of the training program. All staff helping with client’s funds are trained and bonded. 

· CNBA does provide assistance and/or help with P.I.E. money if requested and planned.

MEAL SCHEDULES:-

1. Three balanced meals are served seven days a week. A good variety of meals will be provided and served at 7am, 12noon, and 5pm. (A pack lunch will be provided if needed). Snacks are also provided at 10am, 3pm, and 8pm.

· Clients will notify manager or staff in charge if he/she wishes not to eat. If clients misses meals consistently, or does not eat, referral is made to the team form evaluation.                                         
· No more than 15 hours shall lapse between meals last meal and First meal. Snacks will be avaliable.           

· Morning mealtime may vary depending on individual’s day activity program.
CLIENTS DRESS:-

· Client’s clothes shall be clean and properly dressed at all times, for good hygiene. 
· Client’s clothes must be in good repair, age and seasonal appropriate.
·  Clothing is requested to facilitate self-help.
· Bathing (or shower) and changing to clean clothes is required twice a week at the minimum. Staff assistance will be provided if requested or required.
· A schedule of bathing and clothed washing times will be provided.
DISCIPLINE POLICES
DISCIPLINE: -                                                                                                                                           

· The client shall be disciplined appropriately based on the offence such as verbal redirection, or with holding privilege/s. 

NO CORPORAL PUNISHMENT IS ALLOWED IN THE FACILITY. IT IS A VIOLATION OF PERSONAL RIGHT. CORPORAL PUNISHMENT BY A STAFF SHALL LEAD TO IMMEDIATE TERMINATION OF EMPLOYMENT.
ABUSE, NEGLECT AND EXPLOITATION: -

· CNBA philosophy of support and respect, forbids any form of abuse, neglect and exploitation, or any use of corporal punishment. All staff and volunteers are legally, ethically and morally obligated to report immediately any abuse, neglect, exploitation or use of corporal punishment. It is also the responsibility of an employee to intervene to prevent actual abuse by anyone. Failure to do so may subject the individual to disciplinary action.
ALLEGED ABUSE:-

· Alleged abuse shall be thoroughly investigated to protect everyone’s rights. Documentation shall occur as part of this process, indicating measures to be taken to avoid re-occurance.

DISCIPLINARY AND LEGAL ACTION:-

· Staff will be suspended until investigation is complete. Should allegations be substantiated, employee shall be dismissed and legal action taken if deemed appropriate by the Human Right Committee.

REPORT TO LICENSING:-

· Abuse should be reported to CCL over the phone within the first twenty-four (24hrs) and within seven days in writing. It should also be reported to the police, ombudsman, and Adult protective services (APS) within the first 24hrs.

****PHYSICAL RESTRAINT IS PROHIBITED****.

CONFIDENTIALITY: -

· It is the goal of CNBA RCF to maintain the confidentiality of client records in accordance with the rights of the clients as required by law.

Behavior Management:
CNBA RCF philosophy regarding the use of behavioral interventions recognizes the central importance of these techniques in assisting mentally disabled individuals towards more autonomous and normalized lifestyles. The role of positive reinforcement as a consequence for adaptive behavior development is paramount in our philosophy. CNBA RCF is deeply committed to the “Least Restrictive Treatment Model” for the reduction or elimination of maladaptive behavior. The use of positive or neutral measures (e.g. differential reinforcement of incompatible behavior, extinction, stimulus change, and satiation) will be the treatments of choice for dealing with problematic behavior.

1.
CNBA RCF recognizes that each resident has the right to be in the least restrictive environment and that behavior modification may be required to assist a resident in remaining in a community setting. As stipulated in the policy, all appropriate positive reinforcement techniques will be considered for treatments of client in managing maladaptive behavior. Moreover, the staffs are aware of following prohibited aversive interventions:

· Any stimuli, which have the quality of being, have being demeaning or humiliating so as to fall outside the bounds of generally accepted social interaction. 

· Corporal or unusual punishment including placement in a locked room, or disciplined by another resident.

· Mental abuse. 

· Verbal abuse.

· Prone restraint.

· Denial of an adequate nutritional diet.

· Withholding of monetary allowances.

· Interference of daily functions including eating and sleeping.

· Denial of resident rights guaranteed by state and federal law.

2.
All incoming residents with existing services needs which includes a behavior management plan will be reviewed by administrator, Psychologist, or Consultant.

ADMISSION POLICIES 
PERSONS ACCEPTED FOR CARE:
· Persons eighteen (18) to fifty-nine (59) years of age are eligible to apply and reside at CNBA Care Facility. 
· Prior to accepting a resident, the administrator will schedule an interview with the applicant and (if applicable) his/her responsible person.
·  During the interview, the facility program will be described and a pre-admission appraisal of the applicant will be made. 
· The administrator will explore the service needs, medical history, functional capabilities and emergency information of the applicant to complete the admission process. 
· Mental health assessment of the client is also done. The client is informed about the community mental health awarenss.

ENTRANCE CRITERIA:-
· Client’s admission, treatment, and discharge decisions. Our program is designed for ambulatory clients and to meet the needs of severe deficits behavioral challenge habits of disabled persons. 
· CNBA RCF shall accept any client with no recent history of suicide or violent behavior in the past five years. 
· Admissions are on the basis of the client’s needs not on the basis of race, color, religion or national origin. 
· CNBA RCF shall accept any clients with restricted health conditions like: Diabetes, but not limited to and a licensed professional will be haired to administer the tests and injections or the client will be mentally and physically capable of performing his/her own glucose testing with or urine specimens and administering his/her own medication.
· The licensed professional shall review the performance of the procedures at least twice a month and provide written documentation outlining the procedures as well as providing staff training every six months and diabetes up date to the facility. 
· CNBA RCF shall accept any clients with diagnosis of mental illness who are registered sex offender only with no recent history within five (5) years old.  
Person’s ages 18 to 59 years old requiring or needing support and services including ambulatory persons that exhibit diagnosis of mental illness in this following areas: severe deficits in self-help, disruptive and self-injurious behavioral challenges needing care in a supervised 24-hour adult residential setting are considered eligible for program services.                                                                                                                       Dual diagnosis, Obsessive-Compulsive Disorder,  Anxiety Disorders/Acute Stress Disorder 

 HYPERLINK "http://www.psychologynet.org/agora.html" Agoraphobia, 

 HYPERLINK "http://www.psychologynet.org/panic.html" Panic Disorder, 

 HYPERLINK "http://www.psychologynet.org/ptsd.html" Posttraumatic Stress, Disorder 

 HYPERLINK "http://www.psychologynet.org/sepanx.html" Separation, Anxiety Disorder, 

 HYPERLINK "http://www.psychologynet.org/socphob.html" Social Phobia, and  

 HYPERLINK "http://www.psychologynet.org/specphob.html" Specific Phobia. Generalized Anxiety Disorder                                                                                               
Mood Disorders: Bipolar I Disorder /Bipolar II Disorder, 

 HYPERLINK "http://www.psychologynet.org/cyclo.html" Cyclothymic Disorder, 

 HYPERLINK "http://www.psychologynet.org/dysth.html" Dysthymic Disorder, and 

 HYPERLINK "http://www.psychologynet.org/major.html" Major Depressive Disorder.                                                                                                     
Personality Disorders:                                                                                                                               Antisocial Personality Disorder,  Avoidant Personality Disorder,  Borderline Personality Disorder,  Dependent Personality Disorder,  Histrionic Personality Disorder,   Schizoid Personality Disorder, and 

 HYPERLINK "http://www.psychologynet.org/schiztyp.html" Schizotypal Personality Disorder. Narcissistic Personality,  Disorder  Obsessive-Compulsive Personality Disorder  Paranoid Personality Disorder, 
Psychotic Disorders:  
Brief Psychotic Disorder,  Delusional Disorder 

 HYPERLINK "http://www.psychologynet.org/schizaff.html" Schizoaffective Disorder, and 

 HYPERLINK "http://www.psychologynet.org/schiz.html" Schizophrenia 

 HYPERLINK "http://www.psychologynet.org/shared.html" Shared Psychotic Disorder.

Compatibility of Clients: 
Resident’s functioning and activity levels will be comparable to other clients that reside in similar facilities.

· Complete Interview will be set-up and done with clients and case managers.
· Complete Pre-admission stage of application.

· Review Physical examinations and T.B. clearances
· Review and complete functional capability and assess physical condition. 
· Review all prescribes diet and medications. 

· Complete admission agreement with clients and case managers

· Set-up orientation of facility for clients

· Review of needs and services to be done within 90 days of Post-admission.
· BASED ON THE ENTRANCE CRITERIA STATED ABOVE, THE FACILITY WILL NSURE THAT CLIENTS ARE CAREFULLY SCREENED FOR ADMISSION IN SUCH A MANNER THAT ALL CLIENTS ADMITTED TO THE FACILITY HAVE COMPATIBLE DIAGNOSIS. 

· THIS WILL ENSURE THAT ALL CLIENTS ARE SAFE AND SECURED AT ALL TIMES. 

· THE FACILITY WILL NOT ADMIT A CLIENT WHO IS BLIND AND ON A WHEELCHAIR ALONG WITH ANOTHER CLIENT WHO HAS HISTORY OF SEVERE PHYSICAL AGGRESSION TOWARD OTHERS.
· THE FACILITY WILL ENSURE THAT THE PLACEMENT OF ONE CLIENT DOES NOT COMPROMISE THE HEALTH AND SAFETY OF OTHER CLIENTSTHAT RESIDES AT THE FACILITY.                                                                                                                                             

EXIT CRITERIA:-
1. Persons with communicable tuberculosis.

2. Persons who require inpatient care in a health facility.

3. Persons who have needs in conflict with the other residents.

4.   Person who requires more care and supervision than the facility can offer and conditions which require 24 hour nursing care or oversight.

5. CNBA only accepts ambulatory residents. Persons with special needs will be evaluated on an individual basis.
6. Persons who are killers
7. Persons who has no mental illness/ persons ages 60 years and over without a waver from CCL and not limited to this reasons only. 
8. CNBA RCF shall not accept any client who has recent history of suicide or violent behavior in the past five years. 
9. CNBA RCF shall not accept any clients with diagnosis of mental illness who are registered sex offender with recent history within five (5) years old.  

PRE-ADMISSION APPRAISAL

If the applicant is accepted, the admission agreement is completed, the resident is given a copy of his/her rights, and the emergency information form is filled out and resident is to sign the personal right form and provide emergency information to them.

Applicant/Case manager is given admission forms package to be completed. Applicant will not be accepted until all the forms are completed and returned.
NEEDS AND SERVICES PLAN:
· The clients shall have needs and service plan or individual program plan completed by the administrator/owners of the facility prior to admission.

· The needs and service plan should not be more than one year old. It should be reviewed and developed at least once a year by the administrator/owners of the facility.

If it appears that the applicant has a service need that the general program of CNBA Care Home does not meet, advice will be sought to determine if there is a way that the needs can be met in this facility. If so, a plan of action to meet that needs will be developed, identifying the providers and setting up an evaluation process.                                                                         
MEDICAL ASSESSMENT:
· Prior to accepting any applicant, a physical exam, including results of a test for communicable tuberculosis, done within the last year, needs to be presented to the administrator. 

· This will be evaluated by a licensed physician to determine the applicant’s acceptability. If the applicant has a current caregiver, the administrator will attempt to contact her or him to further assess the applicant’s acceptability.

· Prior to accepting any applicant, the licensee shall obtain and keep on file documentation of the client’s medical assessment. Which shall include the following:

1. Results of an examination for communicable tuberculosis and other contagious/infectious diseases.

2. Identification of the client’s special problems and needs

3. Identification of any prescribed medications being taken by the client.

4. A determination of the client’s ambulatory status.

5. Identification of physical limitations.

6. Identification of the physician’s primary diagnosis and secondary diagnosis if any. And not limited to this. 
PERSONAL RIGHTS

· All Facilities, Each person receiving services from a community care facility and/or a Residential Care Facility for the adult / elderly shall have rights, which include, but are not limited to, the following:

· To be accorded dignity in his/her personal relationships with staff and other persons.

· To be accorded safe, healthful and comfortable accommodations, furnishings to meet his/her needs. To be free from corporal or unusual punishment, infliction of pain, humiliation, intimidation, ridicule, coercion, threat, mental abuse, or other actions of a punitive nature, including but not limited to: interference with daily living functions, including eating,                                                  
· Sleeping, or toiling; or withholding of shelter, clothing, medication or aids to physical functioning.

· To be informed, and to have his/her authorized representative, if any informed by the licensee of the provisions of law regarding complaints including, but not limited to, the address and telephone number of the licensing agency’s complaint receiving unit, and of information regarding confidentiality.

· To attend religious services and activities of his/her choice, and to have visits from the spiritual advisor of his/he own choice. Attendance at religious services, ether in or outside the facility, shall be on a completely voluntary basis.


· To leave or depart the facility at any time, except for house rules for the protection of  clients of for minors and others for whom legal authority has been established.                                                                  

· Not to be locked in any room, building, or facility premises by day or night.

· Not to be placed in any restraining devices without advance approval by the licensing agency.                

· To visit the facility with his/her relatives of authorized representative prior to admission.

· To have his/her relatives or authorized representative regularly informed by the facility of activities related to care and supervision including but not limited to modifications to needs and services plan.      

· To have communications to the facility from his/her relatives or authorized representative answered promptly and completely.                                                                                                                       

· To be informed of the facility’s policy concerning family visits and other communication with clients. This policy shall encourage regular family involvement and provide ample opportunities for family participation in activities at the facility.

· To have visitors, including advocacy representatives, visit privately during waking hours provided such visitations do not infringe upon the right of other clients, unless prohibited by court order or the authorized representative

· To wear his or her own clothes, to possess and control his/her own cash resources, to possess and use his/her own personal items, including his/her own toilet articles.

· To have access to his/her storage space for private use. 
· To have access to telephones, to make and receive confidential calls, provided such calls do not infringe on the rights of other clients and do not restrict availability of telephone in emergencies. 
· To mail and receive unopened correspondence unless prohibited by court order or by the authorized representative and for children to have ready access to letter writing materials and stamps.

· To receive assistance in exercising the right to vote.

· To receive or reject medical care or health-related services, except for minors and others for whom legal authority has been established.

· To move from the facility in accordance with the terms of the admission agreement. Reference: California Code of Regulations – General Licensing Regulations, Section 80072, Community Care Facilities; Section 81072, Social Rehab. Facilities; Section 83072, Small Family Homes; Section 84072, Group Homes; Section 85072, Adult
Residential Facilities; Section 87072, Foster Family Homes; Section 87572, and Residential Care Facilities for the Elderly. 
EXPLANATION: The California Code of Regulations, Title 22 requires that any person admitted to a facility must be advised of his/her personal rights. Facilities are also required to post these signs in areas accessible to the public. Consequently, this form is designed to meet both the needs of persons admitted to facilities and facility owners who are required to post these rights.
The back of this form describes the personal rights to be afforded each person admitted to a facility. The back of this form also provides the complaint procedures for the client/resident and representative/parent/guardian.
This form is to be reviewed, completed and signed by each client and/or representative upon admission to the facility. The client/resident and/or representative also has the right to receive a completed copy of the originally signed form. The original signed copy shall be retained in the client’s file which is maintained by the facility.
TO CLIENTS OR AUTHORIZED REPRESENTATIVE:

Upon satisfactory and full disclosure of the person right as explained, complete the following acknowledgment:
ACKNOWLEDGMENT: I/We have been personally advised of, and have received a copy of the personal rights contained in the California Code of Regulations, Title 22, at the time of admission.
Rights of Clients and Families: -

· Either the rights and wishes of clients and their families shall be the first consideration in the release of information, by oral or written means, which could possibly identify clients. The release of any information to unauthorized persons is in violation of the rights of clients, of the law and of the ethical practices of CNBA.

Confidentiality Form: -

· Survey persons, staff, conservators or anyone reviewing client records must sign the assurance of confidentiality form, before having access to the record.

Access to Client Records: -

· Guardian or conservator, as well as the client shall be permitted access to client record upon written request to the administrator /licensee. Access is defined as the release of specific information and an opportunity to read the record, under the guidelines detailed in the procedure manual.                                                                                                                         

Client’s RIGHTS PROCEDURES: -
· On the day of admission, clients will be given a client rights statement as shown in the House Policy Manual and the Admission Agreement.

· CNBA staffs will explain these documents to the client, taking into account the client disability in order to facilitate as much understanding as possible.

· Client will be requested to sign document. If the state or staff, administrator, consultant and case manager have determined that the client is incapable of understanding rights and responsibilities, a relative or guardian must be present in order to sign documents.

· Administrator needs to record in the client’s records the reasons for determining client is incapable of understanding.

· Client’s signature of the client’s Right statement and House Policies statement needs to be witnessed (signed) by a third party.

· A copy of the signed client’s Right Statement is given to the client, family/guardian. A third copy is placed in the client’s file.                                                                    
Rate:
· Rate starts at the licensed amount and is set mainly by level of care needed by the resident. 
· Monthly rate is payable in advance when the resident moves into the facility. 
· Thereafter, the monthly rate is due every 1st to 5th day. Refunds will be prorated on a daily basis.

Optional Service
· Residents will have the optional service of having their hair done. Either they can be taken to the beauty parlor or a hairdresser will come to the facility. CNBA Care Home will pay the beautician and bill the resident at the end of the month.

· Supplemental Service under Santa Clara County Mental Health (24Hour care) 
Specialized Program 

Program services are designed and implemented to further normalization and enable residents to achieve their highest potential.  These services are based on needs identified through the assessment of the individual resident and include training in the following areas:

MEDICATIONS

· Medications will be stored in a locked cabinet. The administrator and caregiver will keep the keys to the cabinet. Drugs needing to be kept in the refrigerator will be kept in a locked box or separate refrigerator for medications.

· Medications will be reordered one week prior to need.

· If a physician changes directions for taking a medication, a red dot will be marked on the bottle and new instructions will be documented in the resident’s “centrally stored medication file”. A new label for the medication will be requested from the pharmacist.

· Staff will identify a client by his or her name. The staff will also read the label of the medication to identify the right drug, right dose, right time, right route and right client before giving the medication to the client, also will do right documentation. Then the staff will put the medication in a cup, give it to the client and watch the client swallow it. 

· If a resident will be away from the facility at the scheduled time for medication, either a single dose of medication (labeled) or the whole container will be given to the person responsible for the resident while he or she is out.
PRNS: -                                                                                                                                                        The staff can assist the client self-medicate him/herself provided the following conditions are met: - 
· If the client’s physician has stated in writing that the client is able to determine and communicate his/her need for a prescription or non prescription PRN medication, the staff is permitted to assist with client with self administration of the PRN medication.
· If the client’s physician has stated in writing that the client is unable to determine his/her own need for non prescription PRN medication, but can communicate his/her symptoms clearly, the staff is permitted to assist the client with the self administration of the PRN medication provided there is a written direction from the physician specifying the name of the client, the name of the medication, the specific symptoms which indicates the need for the medication, the exact dosage, the minimum number of hours between doses and the maximum number of doses allowed in each 24 hour period. The record of each dose, date, time the PRN medication is taken and the client’s response shall be maintained in the facility.

· If a client is unable to determine his/her own need for prescription or non-prescription PRN medication and is unable to communicate his/her symptoms clearly, the staff is permitted to contact the client’s physician prior to each dose. The staff will describe the client’s symptom to the physician and will receive direction from the physician to assist client in self-administration of that medication. The date and time of each contact with the physician has to be documented and filed in the facility record. The date and time the 
·  PRN medication is taken and the dosage taken and the client’s response shall be documented and maintained in the facility record. Discontinued medications will be destroyed within ninety days. This will be witnessed and recorded in the client’s file and “centrally stored medications” record. 
SIGN – IN AND OUT PROCEDURE

Residents are asked to sign the facility roster, noting the time, when they leave the facility and sign in when they return, again noting the time. Visitors who accompany them are asked to do likewise.
HOUSE RULES
· All New Residents are required to undertake a 15-30 minutes orientation, on the services, activities, house rules and regulations.

· Meal schedule is posted on the bulletin board and all residents are encouraged to dress up for meals.

· Keep the premises clean.  Avoid littering or eating in your bedroom living or TV room.

· Preserve the fresh air by not smoking inside the house.  Smoking is allowed only in the designated area.

· Alcoholic beverages and street drugs of any form or kind are not permitted in the facility

· Anybody who comes in intoxicated or with a smell of alcohol in their breath will not be allowed until further examined that they can be controlled and managed by the staff members.

· No deadly weapons (e.g. knives, guns or any pointed or sharp objects/metals), should be in possession of a client.

· Use of profane and abusive language is not allowed. It causes tension and misunderstanding that often leads to arguments and fight with each other.

· Visitors are advised not to roam around the premises without permission. Visiting hours are from 12pm - 6pm.

· Resident must be home by 10 pm and the licensee will notify the authority if resident is not home two (2) hours after curfew.

· Residents must shower at least three times a week and personal hygien and grooming every day.

PLEASE REMEMBER THAT WHEN YOU DON'T FOLLOW THE ABOVE HOUSE RULES, YOU ARE DEPRIVING YOURSELF OF A BETTER CHANCE TO ADJUST AND ACHIEVE STABILITY IN THE COMMUNITY.   

CNBA RESIDENTIAL CARE FACILITY
NEIGHBORHOOD COMPLAINTS POLICY 
· CNBA residential care facility has a neighborhood complaint policy, which should be followed by every employee upon receipt of any complaint.
· Additionally, Administrator, Licensee and Owner or a person designated by her will be available once a week to meet with residents or learn of problems in the neighborhood.

· The employee receiving the complaint will inform Nelly within 24 hours of receiving the complaint.

·  Nelly will be responsible to resolve the complaint as soon as possible. 

· Nelly will keep the staff informed of the process at the weekly staff meeting held once a week. 

· Nelly agrees to work with the neighborhood to clarify and resolve all complaints/issues. Follow-up will consist of a phone call back to the plaintiff on the outcome of the complaint or incident reported. 
· A written reply will be provided when the plaintiff asks for a written response. 

· This form will be used at all time to take the neighborhood complaint.

Meal Schedules: -

Three balanced meals are served and senk seven days a week. A good variety of meals will be provided and served at 7am, 12noon, and 5pm (a pack lunch will be provided if needed.)

1. Clients will notify manager or staff in charge if he/she wishes not to eat. If clients misses meals consistently, or does not eat, referral is made to the team for evaluation.

2. No more than 15 hour shall lapse between meals of next day. Snacks will be available upon request.

3. Morning mealtime may vary depending on individual’s day activity program.

Meal and Medication: -
Meals and medication will be brought to bedside and client assisted as needed, if client is ill.

Eating: -                                                                                                                                                   

Training will be provided to assist the resident in the refinement of mechanical eating skills like cutting, spearing and spreading. And the use of appropriate utensils, napkins, passing and serving food, setting and clearing a table, using condiments, dining etiquette, meal planning and meal preparation.
Dietary Services: -
A licensed dietitian will be provided as needed under contract to consult with CNBA care home staff quarterly to review menus and dietary needs of individuals.
Employee Personnel Records: -
CNBA care home Inc. shall maintain confidential employee records for each staff person. Each employee shall have in their personnel file an application or resume. The records shall include:

1.    The employee’s full name.

2. Social Security number and W-2.

3.    Professional license or registration number.

4.    Additional qualifications (work place CPR & first aid).

5.    Employment history.

6.    Employment classification.

7.    Date employment began.

8.   Required health examinations and /or tests, which include at the onset of employment a yearly physical and initial T.B. test,

9.     Fingerprints clearance.

10.    In-service training documentation.

11.    Performance evaluation and Employment termination date.

12.    Completed timesheets.

Daily Activity Calendar
TIME:          MONDAY     TUESDAY     WEDSDAY     THRUSDAY    FRIDAY
6am -9am                    Grooming and hygiene, Breakfast, Medications and Morning Exercises.
9am-11:30am             Mid-Morning Facility Programs Scheduled for the Day Starts, and snack time

11:30am- 12:30pm                                    Lunch and Medication Time
12:30pm – 2pm                                                   Relaxation Time
2pm – 4:30pm                Mid-Day Facility Programs Scheduled for the Day Starts and Snack time.                                                 

4:30-6pm                                                               Dinner and Medication Time
6pm-10pm                      Evening Facility Programs Scheduled for the Day, Evening Snack Time
                                        And  Medication Time, e.g. 
· Socialization, Watching T.V., Dance/Movie Time and Visiting Hours
· House Meeting, men/women groups and Respect/Privacy groups

· But not Limited to this groups.

10pm – 6am                                            Lights Out / Bed Time 

Weekend Relaxation Activity Calendar
TIME:                SATURDAY             SUNDAY      
7:30am -10am             Grooming and hygiene, Breakfast, Medications and Morning Exercises.
10am – 12pm               Outings, Visitation Time, and Personal Time
12-1pm                                   Lunch and Medication Time
1:30pm – 5pm                       Personal Relaxation Time

5pm-6:30pm                         Dinner and Medication Time       
7pm-10:30pm                       Movies and Community Outing
10:30pm -6am                                Lights Out / Bed Time   
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