STAFFING REQUIREMENTS

Administrator
 
	                   Rule                                Staff Name:
	 
	 
	Finding Summary

	300. GENERAL STAFFING REQUIREMENTS FOR AGENCIES. Each DDA is accountable for all operations, policy, procedures, and service elements of the agency
	 
	 
	 

	300.01. Agency Administrator Qualifications. The agency administrator must have two (2) years of supervisory experience with the population served in an administrative role. An administrator may designate a qualified individual to perform administrative functions on their behalf.
	 
	 
	 

	300.02. Agency Administrator Duties. An agency administrator is accountable for the overall operations of the agency, including ensuring compliance with these rules, overseeing and managing personnel, developing and implementing written policies and procedures, and overseeing the agency's quality assurance program.
	 
	 
	 


 
 Supervisor
 
	                   Rule                                Staff Name:
	 
	 
	Finding Summary

	300. GENERAL STAFFING REQUIREMENTS FOR AGENCIES. Each DDA is accountable for all operations, policy, procedures, and service elements of the agency
	 
	 
	 

	300.03. Supervisor Qualifications. The agency must have documentation that ensures personnel acting in a supervisory capacity meets qualifications as required by the payer source for the service provided. The agency administrator and supervisor can be the same individual if the agency can meet requirements of each duty.
	 
	 
	 

	300.04. Supervisor Duties.
	 
	 
	 

	300.04.a. Complete or obtain participant assessments and plans according to the authorized plan of service
	 
	 
	 

	300.04.b. Provide personnel initial direction, procedural guidance, and monthly supervision of work performed to ensure programs are implemented as written and demonstrate the necessary skills to provide the services.
	 
	 
	 

	300.05. Direct Service Provider (DSP) Qualifications. A person qualified to provide services must meet the qualifications prescribed for the type of services to be rendered and training requirements of Section 302 of these rules.
	 
	 
	 


 
	Supervision
300.04.b. Provide personnel initial direction, procedural guidance, and monthly supervision of work performed to ensure programs are implemented as written and demonstrate the necessary skills to provide the services.


 
 Direct Service Provider (DSP)


	                   Rule                                Staff Name:
	 
	 
	Finding Summary

	300. GENERAL STAFFING REQUIREMENTS FOR AGENCIES. Each DDA is accountable for all operations, policy, procedures, and service elements of the agency
	 
	 
	 

	300.05. Direct Service Provider (DSP) Qualifications. A person qualified to provide services must meet the qualifications prescribed for the type of services to be rendered and training requirements of Section 302 of these rules.
	 
	 
	 

	300.06. DSP Duties. Perform tasks as assigned under the direction of a supervisor. Tasks may not be assigned that require specific certification or licensure.
	 
	 
	 


Parent or Guardian

	                   Rule                                Staff Name:
	 
	 
	Finding Summary

	300.07. Parent or Legal Guardian of Participant. A DDA may not hire the parent or legal guardian of a participant to provide services to the parent’s or legal guardian's child.
	 
	 
	 


Volunteers

	                   Rule                                Staff Name:
	 
	 
	Finding Summary

	300.08. Volunteer Workers in a DDA. If volunteers are utilized, the agency must establish written policies and procedures governing the screening, training, and utilization of volunteer workers. If a volunteer is working directly with participants, they must meet the qualifications, training, and record requirements of a DSP.
	 
	 
	 


 
 Record Requirements
 
	                   Rule                                Staff Name:
	 
	 
	Finding Summary

	301.04 AGENCY RECORD REQUIREMENTS. 04. Personnel Records. Records must include:
	 
	 
	 

	301.04.a. Name, current address, and phone number of the employee;
	 
	 
	 

	301.04.b. Documentation supporting qualifications to carry out assigned duties;
	 
	 
	 

	301.04.c. Verification of satisfactory completion of criminal history checks under IDAPA 16.05.06, “Criminal History and Background Checks.” 
	
	
	 

	301.04.d. Date of Employment;
	 
	 
	 

	301.04.e. Documentation of training under Section 302 of these rules;
	 
	 
	 

	301.04.f. Evidence of current age-appropriate CPR and first aid certifications;
	
	
	 

	301.04.g. Current assistance with medications certification, if applicable;
	
	
	 

	301.04.h. Other current certifications, as applicable;
	 
	 
	 

	301.04.i. Obtain and maintain documentation of licenses and certifications for drivers and vehicles under public transportation laws, regulations, and ordinances that apply to the agency to conduct business and to operate the types of vehicles used to transport participants;
	 
	 
	 

	301.04.j. Continuously maintain liability insurance that covers all passengers and meets the minimum liability insurance requirements under Idaho law. The agency will ensure that liability insurance coverage is carried to cover circumstances when an employee transports participants in their personal vehicle; and
	 
	 
	 

	301.04.k. Date and reason for termination, if applicable
	 
	 
	 

	403. HEALTH POLICY. Each DDA must develop and implement policies and procedures that:
403.01. Ensure Personnel are Disease-Free. Describe how the agency will ensure that personnel are free from communicable disease;
	 
	 
	 


 
 













Training
 
	                         Rule                          Staff Name:
	 
	 
	Finding Summary

	302.01. Initial and Annual Training. Prior to working with participants and annually thereafter, direct service providers are to complete:
	 
	 
	 

	302.01.a. Safety training to include location based structural and environmental risks, and natural disasters;
	 
	 
	 

	302.01.b. Abuse, neglect, and exploitation training covering definitions and reporting requirements;
	 
	 
	 

	302.01.c. Agency adopted ethical standards;
	 
	 
	 

	302.01.d. Participant's rights, advocacy resources, and confidentiality; and
	
	 
	 

	302.01.e. For center-based services, fire training to include policies and procedures, fire drills, and emergency evacuation plans.
	
	 
	 

	302.02. Participant-Sufficient Training
	 
	 
	 

	302.02.a. Prior to working alone with participants, DSPs will receive basic introductory review of participant information to provide services and supports, to include the following:
	 
	 
	 

	302.02.a.i. Participant's profile sheet;
	 
	 
	 

	302.02.a.ii. Correct and appropriate use of assistive technology used by participants; and
	 
	 
	 

	302.02.a.iii. Special, medical, or health requirements.
	 
	 
	 

	302.02.b. Supervisor will provide or ensure training provided by a designee on the following, as applicable:
	 
	 
	 

	302.02.b.i. Instructional techniques including correct and consistent implementation of the participant's implementation plan or plan of service;
	 
	 
	 

	302.03.b.ii. Managing behaviors including techniques and strategies for teaching adaptive behaviors; and
	 
	 
	 

	302.02.b.iii. Accurate record keeping and data collection procedures;
	 
	 
	 

	302.03. Certification Training.
	 
	 
	 

	302.03.a. Prior to working alone with participants, personnel receive age-appropriate certification in CPR and first aid, and maintain current certification thereafter; and
	 
	 
	 

	302.03.b. Personnel assisting with participant medications successfully complete the assistance with medications training course available through an Idaho college or university;
	 
	 
	 

	302.03.c. Personnel that implement physical restraints receive and maintain certification in a nationally recognized physical intervention strategy.
	 
	 
	 

	302.04. Ongoing Training. The supervisor provides and ensures ongoing training of DSPs when there are changes that impact services or supports including:
	 
	 
	 

	302.04.a. Participant’s plan of service and corresponding implementation plans, as applicable; and
	 
	 
	 

	302.04.b. Participant’s physical, medical, and behavioral status
	 
	 
	 


 
 









Criminal History Requirements
 
	[bookmark: _GoBack]                                                Rule                              Staff Name:
	 
	 
	Finding Summary

	009. CRIMINAL HISTORY AND BACKGROUND CHECK REQUIREMENTS
	 
	 
	 

	009.01. Verification of Compliance. The agency must verify that all employees, subcontractors, agents of the agency, and volunteers delivering DDA services have complied with IDAPA 16.05.06, “Criminal History and Background Checks.”
	 
	 
	

	009.02. Reporting Criminal Convictions, Pending Investigations, or Pending Charges. Once an employee, subcontractor, agent of the agency, or volunteer delivering DDA services has received a criminal history clearance, any additional criminal convictions, pending investigations, or pending charges must be reported to the Department as listed in IDAPA 16.05.06, “Criminal History and Background Checks,” Subsections 210.01 and 02 by the close of the next business day when the agency learns of the convictions, investigations, or changes.
	 
	 
	 



