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   RHY CERTIFICATION WORKSHEET FOR REVIEWING POLICY AND PROCEDURES MANUAL
   Does policy and procedures manual have a policy/procedure on the
   following:
   I. Introduction
   a. overview of agency (I) Y N
   b. overview of program (I) Y N
   c. location or program accessible (182-l.5a) Y N
   d. family involvement (182-l.5b) Y N
   e. organizational structure (182-l.5c) Y N
   II. Staffing and-Supervision
   a. sufficient & qualified staff (182-l.5d) Y N
   b. individual staff & volunteer personnel files (182-1.5d) Y N
   c. annual evaluations staff & volunteers (182-l.5d) Y N
   d. supervision plan adequate 9182-l.5d) Y N
   1. staff patterns Y N
   2. staffing rational Y N
   3. identification of supervisors Y N
   4. on-site/call supervisors Y N
   5. qualifications / duties of supervisors Y N
   e., employee, volunteer and consultant screening (182-l.5e)
   (182.-l.9h)
   & (182-l.l2b 5) *see worksheet reviewing on personnel file Y N
   f. staff and volunteer training policy (182-l.5f) Y N
   1. staff must have 40 hours of training annually Y N
   2. volunteers must have training commensurate with duties and
   amount of time Y N
   g. policy and procedure:
     1. 
       to ensure no youth is discriminated against in program
   decisions or for services (182-1.5g 1) Y N
   2. to ensure that non-English speaking youth understood written
   and oral communication (182-l.5g 2) Y N
   3. annual child abuse training (182-l.12b 5) Y N
   h. personal property (182-l.5h)
   1. money and property not co-mingled Y N
   i. services (182-l.5i)
   1. current list of community providers Y N
   2. staff assist youth in access services Y N
   3. staff assist eligible youth for DSS care services Y N
   j. case management (182-1.5j)
   1. initial assessment Y N
   a. why Y N
   b. immediate needs Y N
   c. current functional level Y N
   d. other relevant information Y N
   2. individual service plan (ISP) (182-1.5j2)
   a. partnership with youth Y N
   b. within 48 hours of admission Y N
   c. short term goals Y N
   d. methods to achieve goals Y N
   e. timelines to achieve goals Y N
   f. names of community providers Y N
   3. ISP (182-1.5j3):
   a. reviewed weekly with youth Y N
   b. revised with progress & input Y N
   4. community providers identified to meet youths needs (182-l.5j4) Y N
   5. Youth shall (182-l.5j5):
   a. access individual strengths Y N
   b. identify areas of needed growth Y N
   c. develop decision-making skills Y N
   d. take responsibility for progress Y N
   k. Emergency Procedures for (182-1.5k):
   1. fire Y N
   2. flood Y N
   3. energy failure Y N
   4. snowstorm Y N
   5. civil/natural disasters Y N
   6. reviewed annually Y N
   l. Policy and Procedures Manual (182-1.51):
   1. article 19-H Y N
   2. rules and regulations Y N
   3. OCFS policy/procedures Y N
   4. dual cert bulletin
   m. Reporting child abuse (182-l.5m):
   1. Staff shall immediately report to SCR where there is reasonable
   cause to suspect abuse, maltreatment, or neglect Y N
   n. Records (182-1.5n)
   1. daily operation Y N
   2. youth case records Y N
   *see worksheet on case records
   o. Program voluntary termination-written notice to county youth bureau
   and OCFS of intention and steps for youth referral Y N
   IV. Confidentiality (182-1.6)
   a. 1. Disclosure prohibited
   2. Exception to state/local officials in connection with investigation
   of child abuse Y N
   b. Consent to release information
   *see worksheet on case records
   V. Program Changes (182-1.8d)
   Program Director shall notify county youth bureau and OCFS in writing
   of any plans for significant changes to certified program Y N
   VI. Operation of a Residential Program (182-1.9)
   a. services 24 hours/day
   b. intake-minimum
   1. no youth likely to cause danger to self or others Y N
   2. no youth with medical, mental health or other needs greater
   than the program can accommodate Y N
   3. no youth who consistently refuses to comply Y N
   c. parental notification
   1. within 24 hours-not more than 72 if under 18 years Y N
   *see case file review form
   d. program participation
   1. voluntary-youth can leave Y N
   2. length of stay equals 30 days or, Y N
   3. extension to 60 days if okayed by parent/ guardian, RHY Service
   Coordinator, county youth bureau, or,
   4. petition filed in family court-youth can stay till final resolution
   Y N
   e. services to youth and families as needed
     1. 
       shelter, food, clothing, counseling, transportation, health and
   mental- health care, copies of vital docs Y N
   2. ensure compliance with NYS Education Law and Regulations Y N
   f. health services
   1. current list of providers Y N
   2. assist youth in getting services Y N
   3. one staff designated to help with accessing Y N
   4. provide information on AIDS/HIV Y N
   5. emergency transportation Y N
   6. ensure fully stocked first aid and spill kit Y N
   7. ensure meds are locked Y N
   h. *see staffing & supervision
   i. *see staffing & supervision
   j. discharge
   1. length of stay 30 days except with specific exceptions Y N
   2. case management can continue Y N
   3. maintain documentation of services after discharge Y N
     VII. 
       Prevention and remediation of child abuse and maltreatment /
       Institutional
   abuse (182-1.12)
   a. reporting all staff/volunteers get written information on reporting
   requirements Y N
   b. written plan
   1. notification to SCR & OCFS, and if need be, the police Y N
   2. investigation
   a. initiate investigation Y N
   b. preserve potential evidence Y N
   c. medical evaluation / treatment for youth Y N
   d. provide assistance to law enforcement Y N
   3. safety
   a. ensure health & safety Y N
   b. little as possible disruption Y N
   c. review alternatives Y N
   1. removal/transfer of alleged perpetrator Y N
   2. initiate any -disciplinary, action Y N
   3. increase supervision Y N
   4. provide counseling Y N
   5. increase training Y N
   6. remove/transfer youth Y N
   4. plans of prevention & remediation of indicated report
   a. within 10 days develop plan of action with OCFS approval Y N
   b. if abuse may be attributed-to program non-compliance
   -a plan must be developed with OCFS approval
   & submission to DSS Y N
   5. *see staffing and supervision-annual training
   6. instruction to youth on child abuse & maltreatment prevention
   within 72 hours of admission Y N
   VIII. INTERIM FAMILY PROGRAMS
     1. 
       Daily phone contact with youth Y N
     2. 
       Daily phone contact with family Y N
     3. 
       In person at least once every three days with youth Y N
     4. 
       If Interim Family wishes to withdraw from program Y N
   they must do so in writing to the program Y N
     5. 
       If there are changes in the household:
       - marital status, Y N
       - composition of household, Y N
   - change in employment, Y N
   - location / physical structure of house Y N
     6. 
       see Interim Family file review sheet Y N
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