WorkAbilities, Inc.

POLICY AND PROCEDURE FOR THE SUPERVISION OF CLIENTS WHILE IN PROGRAM
Training on Supervision Requirements per CSSP or Addendum
New employees will receive orientation training on each individual client’s Coordinated Service and Support Plan (CSSP) and Addendum or Client Service Profile for the group they have been assigned, which includes supervision requirements and a Staff to Client Ratio. When a new client enrolls, all employees will be trained on his/her CSSP Addendum or Client Service Profile, including supervision requirements, before the client starts.  Staff will be re-trained on each individual client’s CSSP Addendum changes on an annual basis or as edits may occur between annual team meetings.  

Staff to Client Ratio’s

Staffing ratio’s are determined by the client’s Inter-Disciplinary Team at Intake and annually thereafter.  The client’s assigned group will have staffing resources assigned to it that meet or exceed the composite ratios for the service area. Staffing will not exceed a 1:10 ratio at any time unless unsupervised time is approved by the IDT and recorded in the CSSP Addendum. 

Daily Supervision of Clients 

The Area Manager of each group, or a designee, is responsible for preparation and availability of the daily program schedule which should include client room assignments for designated time periods along with assigned staff.   The Area Manager, or a designee, will ensure that known client absences, late arrivals or 
early departures are documented, current and easily available for staff reference. 
ANY TIME there’s a change in client or staff supervision assignment, BOTH staff will clearly and directly communicate, and acknowledge, who is responsible for which client (s) before the transition is considered complete. 

When a client’s schedule changes for any reason (unexpected early departure, etc.) the staff who is made aware of the change will immediately communicate this to the group’s Area Manager or the staff responsible for supervision of the client, who will in turn acknowledge this communication.  If a client is re-assigned to another program room (for a different activity, during bussing transition, etc.) then both staff will clearly and directly communicate which clients are to be supervised in the assigned area, and both staff will acknowledge this communication, before the transition is considered complete.  When there is a transition in staff responsible for supervision (lunch breaks, etc.) then both staff will clearly and directly communicate which clients are to be supervised in the assigned area, and both staff will acknowledge this communication, before the transition is considered complete.
Missing Clients
On an ongoing basis staff will assure that the clients they are assigned to and responsible for supervising are accounted for and are being provided the level of supervision that is approved and stated within their individual CSSP or CSSP Addendum.  If a client they are assigned to supervise is not in the area and is not accounted for then they will call for help and notify a manager and/or Administrative Director, to begin searching the immediate and surrounding areas including the perimeter of the building and the parking lots.  If the individual is not found within 15 minutes of beginning the search then 911 would be called.  The search team will be provided with a client photo as well as all pertinent contact information.  As soon as the person is found, staff will return the person to the service site or make arrangements for the return.  An Incident Report will be completed and Legal Representative or other Emergency Contact and Case Manager will be notified.
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