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Preparation 

 

Reflect and align 

• What did you learn from the On Demand and the video you chose as 

part of the prework?  

 

 

 

 

 

 

 

• What were some things that stood out to you about Oregon’s values around 

serving people experiencing intellectual and developmental disabilities?  

 

• How will you use what you experienced or learned from the pre work video at your 

agency? 
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• What is your “why”? (Examples) 

• Why you would like to explore being a provider  

 

• Why you may have chosen to support people experiencing I/DD 

 

 

Main Goals 

• Get you started (it is an orientation only) 

• Help you avoid some common violations and risks 

• Support you as you build and maintain a person-centered approach when 

implementing services 

• Point you to resources available to support you now and in the future 

 

Positive learning environment 

• Listen with an open mind  

• Be present and engaged (and we will take a break!) 

• Preserve confidentiality (protect identities and keep it in the room) 

• Respect each other and others’ time and space (Parking Lot) 
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• Focus on what we CAN control and influence 

• Take care of yourself throughout.  

• Take action and follow through  

 

Get the most out of the sessions 

• Complete all pre-class assignments and pass 

the learning assessment so that you are 

prepared. The pre-class assignments were 

emailed to all registered participants. If you did 

not receive a welcome email please contact 

ODDS.QI.Requests@odhsoha.oregon.gov  

• Attend each entire session 

• Take notes in this participant guide. 

• Get to know the other participants and build 

community. 

• Participate fully in verbal discussions, polls, break-out rooms, and engage in the 

chat. 

• Complete the learning pre- and post-assessment for each session. You are 

welcome to use this Participant Guide and your notes. You must receive at least a 

passing score of 80% on the post-assessment (a minimum of 8 points). 

• Complete the post-course evaluation with honest feedback so that ODDS can 

continually improve. 

  

mailto:ODDS.QI.Requests@odhsoha.oregon.gov
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Medicaid agency orientation webinar modules  

 

Session One:  

• Home and Community Based Services  
• Service Equity 

Session Two:  

• Documentation 

Session Three:  

• Health & Medical 
• Food & Nutrition 

Session Four: 

• Delivering Positive Behavior Supports 
• Providing Support with People’s Finances 

Session Five: 

• Abuse, Investigations, & Incidents 
• Monitoring, Inspections, & Violations 

Session Six: 

• Staffing Requirements  
• Provider Financial 

Session Seven:  

• Emergency Plans & Fire Safety 
• Getting Ready for Your First Referral and Entry 
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Home and Community Based Services 

Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Define Home and Community Based Services (HCBS) 
• Recognize the specific rights and freedoms guaranteed by the HCBS 

regulations 
• Define what an Individually-Based Limitation (IBL) is  
• Recognize when an IBL should be pursued 

 

Session Topics 

• Introduction to Home and Community Based Services (HCBS) 
• Requirements for providers 
• Introduction to Individually-Based Limitations (IBLs) 
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Introduction to Home and Community Based Services 

 

Qualified Home and Community Based Services (HCBS) 

State and federally regulated services provided in the person's home or community 

and not in an institution, like a nursing home, hospital, or training center.  

• People live and receive services in the 

community and not in an institution 

• The rules ensure people have 

opportunities to live their lives 

regardless of ability 

 

The Fundamentals of HCBS are that People: 

• Have access to experience their community 

• Have genuine choice and self-direction 

• Are treated with dignity and respect 

• Are free from coercion and restraint 

 

Federal HCBS Regulations  

• Seek employment and work in competitive integrated employment settings 

• Engage in community life 

• Control personal resources 

• Receive services in the community 
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Requirements for Providers 

 

In-Home Home and Community Based Services 

Person receives services in: 

• Their own home 

• A family home 

 

Non-Residential HCBS: Day Services 

• If provided in a facility setting, day services must be used, at a minimum, to plan 

and coordinate going out into the broader community 

 

Non-Residential HCBS: Employment Services 

Must, at minimum, provide: 

• Interaction with the general 

public 

• A plan for people to seek and get 

jobs in the community  

• Compensation that is minimum 

wage or better (no less than the 

same wage as people who don’t 

have disabilities doing the same 

or similar work) 
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Cody Smith Discusses His Work 

While you are watching this interview jot down some additional notes 

about how Cody describes his work.  

 

 

 

 

 

 

 

You can watch this interview again here: https://youtu.be/inMlpkVxCEU  

 

Specific Rules for Provider-Owned, Controlled or Operated Residential Settings 

People live in a home owned, leased, or rented and operated by the provider 

• The setting is physically accessible to the person 

• There is a Residency Agreement in place for each person addressing 

protections, eviction, and appeal processes. A sample Residency Agreement is 

in this Participant Guide. 

• People have privacy in their own units 

 

Specific Requirements for Provider-Owned, Controlled or Operated Residential 

Settings 

  

  

  

  

   

https://youtu.be/inMlpkVxCEU
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For more information about Home and Community-Based 
Settings (HCBS) requirements and the Federal Medicaid 
regulations, please visit the HCBS website at: 

https://www.oregon.gov/DHS/SENIORS-
DISABILITIES/HCBS/Pages/ODDS.aspx 

Questions may also be directed to the HCBS email box – 
HCBS.Oregon@state.or.us  

 

  

https://www.oregon.gov/DHS/SENIORS-DISABILITIES/HCBS/Pages/ODDS.aspx
https://www.oregon.gov/DHS/SENIORS-DISABILITIES/HCBS/Pages/ODDS.aspx
mailto:HCBS.Oregon@state.or.us
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Introduction to Individually-Based Limitations (IBLs) 

 

What are Individually-Based Limitations (IBLs)? 

When a person needs restrictions due to a serious health or safety risk 

• Current Issue 

• Significant health and safety risk 

• Active threat (behavior or medical 

Issue or situational) 

• No less-restrictive alternative is 

available 

• Only applied when all other 

options have been tried 

  

Individually-Based Limitations May Only be Applied: 

• To address current and serious health and safety risks  

• With the consent of the person (or their guardian) 

• When the entire process identified in rule (OAR 411-004-0040) is followed 

• Relative to the requirements discussed earlier (choice of roommate, for 

example) 

 

 

 

 

 

 

 

 

 

• IBLs cannot be used for staff or 

provider convenience. 

• They can only be used to 

address serious risks to health 

and safety. 
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Additional Information about IBLs 

Are specific and unique to each person, provider, and setting 

• Are not automatically transferred with 

a person to a new provider or setting.  

• Must be reviewed annually 

 

 

 

IBL Information in the Individual Support 

Plan or Provider Service Agreement 

The Individual Support Plan (ISP) or Provider Service Agreement (PSA) will include 

the following information about each IBL your agency will implement: 

• The need justifying the limitation 

• The positive interventions used prior 

• What has been tried but didn’t work 

• A description of the limitation that is proportionate to the assessed need 

• Regular collection and review of data measuring the ongoing effectiveness of 

the limitation 

• Time limits for reviews of the limitation to determine if the limitation remains 

necessary (minimum annual basis) 

• The informed consent of the person, or the person’s legal guardian  

• An assurance the limitation will not cause harm to the person 

 

  



Agency Executive Director Orientation 
Participant Guide 

 
Home and Community Based Services 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [12] 

Key Ongoing Provider Responsibilities 

Work with the case manager who completes the IBL form and facilitates the process. 

• Implement the IBLs as approved 

• If the IBL includes a hands-on intervention, ensure that staff may only provide 

interventions they are trained on and based on ODDS-approved behavior 

intervention curriculum 

• Maintain a copy of the completed and signed form documenting the consent to 

the IBL 

• Document and track per the requirements 

• Communicate any concerns to the case manager 

• Request a review when a new IBL, or change of an existing IBL, appears to be 

needed. 

• Ensure regular collection and review of data to measure the ongoing 

effectiveness and continued need for the IBL 

 

If You Think an IBL is Needed  

Communicate with the case manager and describe: 

• The need that justifies a limitation  

• Interventions that have been tried but didn't work 

• What limitation you think should be considered 

 

Important Point and Discussion 

An IBL for one person in the home may not result in a barrier or limit for other people 

in the home who do not require the same restriction. 

 

For more information about Individually Based Limitations (IBL) requirements 
please visit the HCBS website at: 

https://www.oregon.gov/DHS/SENIORS-DISABILITIES/HCBS/Pages/ODDS.aspx 

Questions may also be directed to the HCBS email box –
HCBS.Oregon@state.or.us 

https://www.oregon.gov/DHS/SENIORS-DISABILITIES/HCBS/Pages/ODDS.aspx
mailto:HCBS.Oregon@state.or.us
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Resources 

 

HCBS webpage for additional resources and information related to HCBS and IBLs:  

https://www.oregon.gov/DHS/SENIORS-DISABILITIES/HCBS/Pages/index.aspx  

 

OREGON ISP - Planning together in partnership: 

https://oregonisp.org/webinars/introduction-to-individually-based-limitations-ibls-in-the-

oregon-isp/  

 

Oregon Specific Resources: https://www.oregon.gov/dhs/SENIORS-

DISABILITIES/HCBS/Pages/ODDS.aspx  

 

For questions or comments, email: 

HCBS.Oregon@dhsoha.state.or.us 

 

  

https://www.oregon.gov/DHS/SENIORS-DISABILITIES/HCBS/Pages/index.aspx
https://oregonisp.org/
https://oregonisp.org/webinars/introduction-to-individually-based-limitations-ibls-in-the-oregon-isp/
https://oregonisp.org/webinars/introduction-to-individually-based-limitations-ibls-in-the-oregon-isp/
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/HCBS/Pages/ODDS.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/HCBS/Pages/ODDS.aspx
https://dhsoha-my.sharepoint.com/personal/kirsten_g_collins_dhsoha_state_or_us/Documents/HCBS.Oregon@dhsoha.state.or.us
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Notes and Reflection 

Use this section to take notes during orientation session on Home and 

Community Based Services (HCBS). You may use this Participant Guide 

and these notes when taking the post-test.  
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Delivering Equitable Services 

Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Define equity, diversity, and inclusion as reflected by ODDS values 

• Plan ways to support equity in your agency in alignment with ODDS/I/DD values  

• Retrieve equity resources and training (language, equity, implicit bias) 

Reflect on the following: 

• Describe the people your agency will be supporting:  

 

 

• Describe your agency’s role in the lives of the people you will be supporting:  
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Session Topics 

• What it Means to Provide Equitable Service 

• Putting Equitable Service into Practice 

 

What it Means to Provide Equitable Service 

What is the Difference between Equality and Equity?  
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Preparing ourselves to learn how to break down barriers to equity 

• Conversations may not be easy; lean into the discomfort 

• Presume positive intent 

• Educate yourself with resources available 

• Listen and honor the experiences of others 

• Be willing to give and receive grace; we all make mistakes on this journey 

 

Service Equity 

• All people need equitable access to resources and the 

opportunity to be successful. 

• Service Equity: Supporting a person with their unique 

needs and identities so they can live the life they want.  

 

Reflections 

• Think of a time when someone made an assumption about you. What 

do you think they based their assumption on? 
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• Choose one of the identities on the graphic that you know you don’t know a lot 

about.  

 
 

• What are your initial perceptions about people who identify this way? 

 
 

• How do you think you came to these perceptions? 
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“What is Bias?” 

An interview with Missy Elliott, ODDS Service Equity Manager 

While you are listening, jot down some notes about what stands out to you. 

 

 

 

 

What are Unconscious and Conscious Bias? 

Bias is an automatic story we’ve told 

ourselves about something or someone: 

• Conscious bias refers to biases that 

you are aware of. 

• Unconscious bias refers to biases that 

you are unaware of. 

• How do your biases affect your daily 

interactions?  

 

  

  

  

  

  

  

  

  

  

  

We all have biases.  

We can recognize them and 
become aware of their 

potential impacts 
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What is Intersectionality? 

An interview with Missy Elliott, ODDS Service Equity Manager. Missy 

describes the complex way in which the multiple parts of our identities 

connect to make up who we are. While you are listening, jot down some 

notes about what stands out to you.  

 

 

 

 

Person-Centeredness 

• People we support are not defined by 

their disability 

• Culture and identity are key 

• Dignity of choice, even if the choice 

conflicts with our personal values 

 

  

  

  

  

  

  



Agency Executive Director Orientation 
Participant Guide 

 
Delivering Equitable Services 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [21] 

ODDS Values 

 

 

Putting Equitable Service Into Practice 

Get to Know and Honor the Person 

• Review Person-Center Information (or PCI) 

• Review the person’s One-Page Profile 

• What is their story?  

• Ask the person questions (do not make assumptions) 

  

Person-Centered Practices 

Community Inclusion 

Strong Relationships 

Service Equity and Access 
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Sample One-Page Profile 

  

What Others Need to Know or Do to 

Support Adam: 

• With a new task, show example 
and give Adam time to practice.  

• He likes doing lots of outdoor 
activities. To get to know him, 
spend time with him. 

• Building new relationships (staff) 
is hard for Adam, give him time 
and don’t take it personally—he 
wants to make sure you will stick 
around.  

• Adam needs help budgeting. He’ll 
let you know what he needs.  

• When he is angry, talk through it 
with him and know the activities 
that help him deal with his anger.  

What People Like and Admire About 

Adam: 

• Persistent—never lets things 
stand in his way.  

• Easy going and fun—he is fun to 
be around and likes having fun.  

• Proud and good ethics—takes 
pride in a job well done! 

• Passionate, especially about 
things that are important to him 

• Candid—Adam lets others know 
what he wants.  

• Leader—he takes leadership at 
his ISP meeting.  

• Resourceful—Adam has plans 
to address issues that come up.  

• Building good long-term relationships 
and trust 

• Playing Magic-The Gathering card 
game  

• Having the support I need available 
• Spending my weekends outdoors 
• Be truthful and honest with me 
• Making my own decisions 
• My tattoos—to remember my loved 

ones  
• Doing archery—for fun and stress 

relief  
• Family living close and visiting my 

sister 
• Going to the library 
• Working/getting a paycheck 
• Working on cars  
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Be Culturally Responsive 

• Start by talking to the person about 

what is important to them 

• Pay attention to reactions that we are 

having toward a person based on their 

identities  

 

Recognize and Address Biases  

(Yours and Others) 

• Not making assumptions about a person based on identity 

• How will you address people who express biases? 

 
 

• Policies you put in place? 
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• People you support?  

 
 

• Your staff? 

 
 

• Others?  
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Interrupting Bias: Calling Out vs. Calling In 

Respectfully Included with Written Permission from Seed the Way: Education for 

Justice and Equity, April 2022. rebecca@seedtheway.com 

|www.seedtheway.com 

Calling Out: 

• When we need to let someone know that their words or actions are unacceptable 

and will not be tolerated 

• When we need to interrupt in order to prevent further harm 

• Will likely feel hard and uncomfortable, but necessary 

• Allows us to hit the “pause” button and break the momentum 

Calling In: 

• When there is an opportunity to explore deeper, make meaning together, and 

find a mutual sense of understanding across difference 

• When we are seeking to understand or learn more 

• When we want to help imagine different perspectives, possibilities, or outcomes 

• Provides for multiple perspectives and encourages paradigm shifts 

• Focused on reflection, not reaction 

• Is often a question 

mailto:rebecca@seedtheway.com
mailto:rebecca@seedtheway.com
http://www.seedtheway.com/
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Examples of “Calling Out” 

Wow. Nope. Ouch. I need to 

stop you right there. 

That word/comment is 

really triggering and 

offensive. Be mindful and 

pick a different word. 

I need to push back 

against that. I disagree. I 

don’t see it that way. 

Okay, I am having a 

strong reaction to that and 

I need to let you know 

why. 

I don’t find that funny. 

Tell me why that’s funny to 

you. 

I wonder if you’ve 

considered the impact of 

your words. 

Hmmm.. maybe you want to 

think this one through a bit 

more and speak about it 

later. 

I need you to know how 

your comment just landed 

on me. 

That’s not our culture here. 

Those aren’t our values. 

Is sex/gender/gender 

identity/gender 

expression/race/class/ 

ethnicity/religion/ability/ 

immigration status/ body 

type/ marital status/ age 

relevant to your point? 

It sounded like you just said 

. Is that really what you 

meant? 

I feel obligated as your 

peer/colleague/co-worker 

/friend/supervisor/teacher 

to tell you that your 

comment wasn’t okay. 

It sounds like you’re making 

assumptions some. 

You may or may not 

realize this, but you’re 

talking about me/my 

story/my identity markers. 

I need to leave the room if 

the conversation is going to 

continue down this road. 

Remember, it is a powerful thing for the target of oppression to hear these 

words from the mouth of an ally! 

Adapted from Oregon Center for Educational Equity: What Did You Just 

Say? Responses to Racist Comments Collected from the Field 
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Examples of “Calling In” 

I’m curious. What was 

your intention when 

you said that? 

How might the impact 

of your words/actions 

differ from your 

intent? 

What sort of impact do 

you think your 

decision/action/ 

comment might have? 

How might someone 

else see this 

differently? Is it 

possible that someone 

might misinterpret your 

words/actions? 

How might your own 

comfort level, 

assumptions, 

expectations, prior 

experiences be 

influencing your 

beliefs, decisions, 

process? 

How is      different from      

? 

What is the connection               

between        

 and ? 

What criteria are you 

using to 

measure/assess etc.? 

How did you decide, 

determine, conclude... 

What would have to 

change in order for  ? 

What do you assume 

to be true about  ? 

Why is this the best 

way to proceed? 

What other 

approaches have you 

considered? 

What is making you 

the most fearful, 

nervous, 

uncomfortable or 

worried? 

Why do you think that is 

the case? 

Why do you think 

others have/haven’t 

moved in that direction? 

How do you know 

it’s working? 

Why did the result or 

response cause a 

problem for you? 

What would other 

stakeholders 

say/think/feel? 

In your opinion, what is 

the best case scenario? 

Think: How might we call out the behavior, while calling in the person? 

Adapted from the School Reform Initiative  

Pocket Guide to Probing Questions 
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Trauma Responsivity 

You sometimes people experience bias, or discrimination based on their identity types. 

Sometimes people who have experienced bias or discrimination have traumatic 

responses from those experiences. When a person experiences bias or discrimination 

in multiple areas of their lives, the trauma response can become heightened, and the 

trauma triggers can multiply. 

Example: 

You are supporting a person who has previously lived in a setting where the 

provider presumed this person not able to manage their money and purchases due 

to their intellectual or developmental disability. As a result, they were not able to 

purchase the clothes they wanted. They also like to express their sexuality through 

their clothing purchases. When you work with the person on next month's budget, 

they respond in a way you did not anticipate. Knowing that the person's response 

may be a result of a trauma trigger will be important when developing person 

centered supports and training your staff. 

• How might you think through things with a more trauma informed perspective?  
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• How might your agency train your staff to approach a situation like this?  

 

 

Keep Listening and Learning 

• Conversations may not be easy; lean into the discomfort 

• Presume positive intent 

• Remember that positive intent does not always have positive impacts 

• Educate yourself with resources available 

• Listen and honor the experiences of others 

• Be willing to give and receive grace; we all make mistakes on this journey 

 

 

Self-Exploration and Action 

What is at least one thing your agency will do to build equity?  
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Resources 

Building Cultural Sensitivity: 

https://www.onlinemswprograms.com/resources/social-issues/how-to-be-

culturally-

sensitive/#:~:text=Don't%20be%20defensive%20when,t%20take%20clients'%20

defensiveness%20personally. 

DSP Roles in Culturally Competent Organizations: 

http://www.collegeofdirectsupport.com/Content/Sertoma/images/captions/cc/CC0

0Lesson7.pdf 

Governor’s Racial Justice Resource List: 

https://www.oregon.gov/gov/policy/Documents/racial-justice-resources.pdf 

Reporting Hate Crimes: https://oregoncahc.org/report-a-hate-crimeincident/ 

Interrupting Bias http://www.racialequityvtnea.org/wp-
content/uploads/2018/09/Interrupting-Bias_-Calling-Out-vs.-Calling-In-REVISED-
Aug-2018-1.pdf  

State of Oregon Diversity, Equity, and Inclusion Action Plan 
https://www.oregon.gov/lcd/Commission/Documents/2021-09_Item-2_Directors-
Report_Attachment-A_DEI-Action-Plan.pdf  

 

In-Person Spoken Language Interpreters and document translators: 

Email odds.questions@odhsoha.oregon.gov and request that the Service Equity 
and Inclusion Manager or the Person-Center Practice and Service Equity 
Coordinator send the current list of interpreters and translators. 

 

  

https://www.onlinemswprograms.com/resources/social-issues/how-to-be-culturally-sensitive/#:~:text=Don't%20be%20defensive%20when,t%20take%20clients'%20defensiveness%20personally
https://www.onlinemswprograms.com/resources/social-issues/how-to-be-culturally-sensitive/#:~:text=Don't%20be%20defensive%20when,t%20take%20clients'%20defensiveness%20personally
https://www.onlinemswprograms.com/resources/social-issues/how-to-be-culturally-sensitive/#:~:text=Don't%20be%20defensive%20when,t%20take%20clients'%20defensiveness%20personally
https://www.onlinemswprograms.com/resources/social-issues/how-to-be-culturally-sensitive/#:~:text=Don't%20be%20defensive%20when,t%20take%20clients'%20defensiveness%20personally
http://www.collegeofdirectsupport.com/Content/Sertoma/images/captions/cc/CC00Lesson7.pdf
http://www.collegeofdirectsupport.com/Content/Sertoma/images/captions/cc/CC00Lesson7.pdf
https://www.oregon.gov/gov/policy/Documents/racial-justice-resources.pdf
https://oregoncahc.org/report-a-hate-crimeincident/
http://www.racialequityvtnea.org/wp-content/uploads/2018/09/Interrupting-Bias_-Calling-Out-vs.-Calling-In-REVISED-Aug-2018-1.pdf
http://www.racialequityvtnea.org/wp-content/uploads/2018/09/Interrupting-Bias_-Calling-Out-vs.-Calling-In-REVISED-Aug-2018-1.pdf
http://www.racialequityvtnea.org/wp-content/uploads/2018/09/Interrupting-Bias_-Calling-Out-vs.-Calling-In-REVISED-Aug-2018-1.pdf
https://www.oregon.gov/lcd/Commission/Documents/2021-09_Item-2_Directors-Report_Attachment-A_DEI-Action-Plan.pdf
https://www.oregon.gov/lcd/Commission/Documents/2021-09_Item-2_Directors-Report_Attachment-A_DEI-Action-Plan.pdf
mailto:odds.questions@odhsoha.oregon.gov
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Videos: 

https://www.youtube.com/watch?v=i3TbbQvCbJ0  

https://www.shondaland.com/watch/a13519878/watch-this-beautiful-explanation-of-
intersectionality/  

https://www.youtube.com/watch?v=CSHcKFn7zZw&t=11s  

https://www.youtube.com/watch?v=qePLcDQ5lLA 

https://www.youtube.com/watch?v=SbViO-qtYxM  

 

  

https://www.youtube.com/watch?v=i3TbbQvCbJ0
https://www.shondaland.com/watch/a13519878/watch-this-beautiful-explanation-of-intersectionality/
https://www.shondaland.com/watch/a13519878/watch-this-beautiful-explanation-of-intersectionality/
https://www.youtube.com/watch?v=CSHcKFn7zZw&t=11s
https://www.youtube.com/watch?v=qePLcDQ5lLA
https://www.youtube.com/watch?v=SbViO-qtYxM
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Notes and Reflection 

Use this section to take notes during orientation on Delivering Equitable 

Services. You may use this Participant Guide and these notes when 

taking the post-test. 
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Documentation 

 

Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Explain why documentation is important 

• Identify what is “good” documentation  

• Recognize your role and responsibilities in 

establishing and maintaining a 

documentation system 

• Explain the purpose of support documents 

and condition tracking 

• Recognize the importance of securing and 

releasing records and preserving confidentiality 

 

Session Topics 

• Introduction to Documentation 

• Considerations for “Good” Documentation 

• Typical Document Types  

• Your Role and Responsibilities with Documentation 

• Confidentiality, Security, and Release of Information 
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Reflections on service equity  

Think about how we document in our own lives and households: social 

media, picture albums, diaries, family calendars, letters, household budgets.  

• Are you someone who keeps tax and financial records organized? 

 

 

• When you get something new, are you someone who reads the instructions 

or are you someone who skips them and just tries? 
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• When you get a new medication, are you someone who reads all the 

information on the label, or do you just look for the dosing instructions? 

 

• Have you ever had to overcome a language barrier?  

 

• Have you helped someone else understand a document or to fill out a form 

that was not in a language they could read or write?  
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Introduction to documentation 

The Importance of Documentation 

A discussion with provider Pat Allen-Sleeman 

While you are listening, jot down some notes about what stands out to 

you.  

 

 

 

 

  

“If it wasn’t documented, 

it never happened”  
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Good documentation is important: 

• Helps you and your staff support people with the right 

supports at the right time 

• Records observations, progress, changes, 

challenges 

• Provides evidence of supports your agency provides 

• Ensures that you can provide documentation if ODDS 

requests it  

• It helps to tell the person’s story. 

• Is crucial for maintaining continuity of care and 

ongoing service planning 

• Is required for demonstrating services have been 

delivered  

 

Documentation Among People on the Person’s Team 
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Evidence of Supports: Funding and Legalities 

• ODDS services are funded by the federal government (Medicaid) and the 

State of Oregon  

• Documentation is required for funding 

• Could be used in legal proceedings (including lack of documentation) 

 

Considerations for “good” documentation 

Documentation Do’s and Don’ts 

DO 

• List legal name of the person 

• List the name(s) of staff 

• Be mindful of HIPAA and confidentiality of other clients involved in the activity 

• Identify the title or role of any paid support or staff involved (e.g., Jane Smith, 

DSP; Dr Smith, Cardiologist) 

• Include the date and time the activity occurred 

• Include staff signature and initials for both electronic and written 

documentation staff complete 

• State where the activity occurred 

• Include the date you are writing the note (if different) 

• Try to keep notes in chronological order 

• Document if the activity occurred in person or in another manner such as by 

phone. 

• Use clear language and be objective and state the facts 

• Use quotes as appropriate (Tommy Smith stated he was “having a great 

day”.) 

• Describe the support provided and any other actions taken such as calling a 

physician, going on an outing, etc. 

• When making corrections to a handwritten or printed note, use a single line 

entry to cross through the error and initial next to it. 
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• Make a separate note if you need to add information to a previous note 

• Make notes personalized for each individual 

• Summarize communication via email or text message in a formal progress 

note 

• If you have submitted a note and key information was left out, add a second 

note to amend the initial note 

DON’T 

• Use nicknames when referencing an individual 

• Use nicknames when referencing a staff member 

• Identify other individuals as clients or by their name (remember progress 

notes can be viewed by a guardian or others) 

• Assume that the reader will know who you are speaking about 

• Backdate your notes 

• Express judgement about a situation or individual 

• Use acronyms or abbreviations without identifying what is meant 

• Use jargon or lingo not understood by the common person 

• Use white-out or scratch out errors in your notes 

• Use pencil or other reversible methods 

• Edit notes that have been previously written/submitted 

• Use progress notes as a place to express your frustration 

• Copy and paste from one note to the other 

• Print emails or text messages and add them to an individual’s file  

 

 

“The reader fails to understand the writer because the 

writer has failed to understand the reader.” 
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What Does “Good” Documentations Look Like? 

Accurate Clear (in plain language) Complete 

Concise  Objective Person-Centered 

Relevant Secured Trackable 

 

 

Ensuring Objective and Professional Documentation 

Subjective 

Based on personal feelings, judgements, opinions, or biases 

Stan was depressed today 

 

Objective 

Based on observations and facts 

During the outing, staff noticed that Stan was looking down at his feet, did not talk 

with peers, and was chewing and picking at his cuticles. 

 

Why do you want to include only objective observations?  
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Person-Specific and Person-Centered Language 

• Make documentation person-specific  

• The people are the people you support 

(not “your person” or “your people”) 

• Use the person’s name consistently (not 

“client”) 

• Use and respect preferred language, 

names, and pronouns 

 

Honoring Preferred Pronouns  

An interview with Missy Elliott, ODDS Service Equity Manager. While you 

are listening, jot down some notes about what stands out to you.  
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Example: Documenting and Honoring Preferred Names and Pronouns  

Person’s Legal Name: Jack Smith 

Person’s Preferred Name/ Pronouns: Sally/She/Her/Hers 

Date and 

Time 

Name of 

Staff 
Signature Progress Note 

4/2/2022 

4:00 pm 

PT 

 

Patty Staff (Jack) Sally and this staff went to the 

grocery store today. She asked this staff to 

help her pick out groceries to make dinner 

tonight. She was laughing with this staff 

and said that she was excited to make 

dinner for herself and her housemates 

tonight. 

 

Typical documentation types 

The Individual Support Plan 

Joanne Furman, agency provider speaks about the ISP. While you are 

listening, jot down some notes about what stands out to you.  
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• What did you learn during the ISP training and from what Joanne said?  

 

• What are your responsibilities as a provider in terms of the ISP? 

 

 

Progress notes: Keep writing the person’s story 

• Progress notes are the narrative 

notes (commonly called progress 

notes) to help document progress or 

lack of progress for goals and 

support needs.  

• Progress Notes may have different 

names, such as shift notes, narrative 

notes, and communication logs. 

  

  

  

  

  

  

  

  

  

  

You must have a copy of the 

ISP or PSA before you deliver 

services 

• Contact a case manager if 

you do not have it 

• Follow up as needed 
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• This documentation:  

o Becomes evidence of supports provided  

o Records progress toward goals in the 

Individual Support Plan 

o Summarizes events on a shift or visit 

o Acts as a communication tool for staff 

and families  

 

Progress notes – example exercise: 

Date and 

Time 

Name of 

Staff 
Signature Progress Note 

4/2/2022 

4:00 pm PT 

 

Patty Staff Patty Staff (Jack) Sally and this staff went to the grocery 

store today. She asked this staff to help her pick 

out groceries to make dinner tonight. She was 

laughing with this staff and said that she was 

excited to make dinner for herself and her 

housemates tonight. 

 

• What is effective? 
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• What is not effective?  

 

 

Other Documentation that the people you support my require: 

Home and Community Based Services Module 

• Individually-Based Limitations (IBL) 

Health and Medical Supports Module 

• Health and safety protocols and tracking 

• Physician’s orders for all medications and treatments you are administering 

• Nursing care plans and training/delegation records 

• Physician visit forms 

• Medication Administration Records (MARS) 

Delivering Positive Behavior Supports Module 

• Temporary Emergency Safety Plan (TESP) 

• Functional Behavior Assessments (FBA) 

• Positive Behavior Support Plans (PBSP) 

• Behavior data tracking 
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Abuse, Investigations, and Incident Reporting Module 

• Incident Reports 

 

Your roles and responsibilities with documentation 

Who is Involved:  

Provider Agency Director Roles and Responsibilities with Documentation 
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Have Policies & Procedures Around Documentation 

• Have clear procedures of recording and organizing documentation 

• Ensure staff are keeping adequate documentation 

• Ensure you have a structured quality assurance (QA) review process in place 

 

Your Role in Overseeing Documentation Quality 

• Ensure your staff knows and follows your documentation 

requirements 

• Work with SC or PA when making changes to support 

documents 

• Share documents with team, only when necessary and only 

with the person’s permission 

 

Providing Guidance and Time for Staff to Document Properly 

• Ensure staff take notations throughout the day and submit the documentation by 

the end of the shift 

• Allow staff to have time set aside for documentation 
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Documentation Planning Activity 

 

What plan do you have for reviewing documentation?  

 

 

How will you address it if issues arise with your staff and documentation? 
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Confidentiality, Security, and Release of Information (ROI) 

 

Confidentiality, Security, and Release of Information (ROI) 

Overview 

• Information is not shared without the person authorizing 

• All information must be kept secure  

• All information must be retained at least 5 years 

 

Confidentiality of Records/Release of Information (ROI) 

Federal law requires providers to keep each person’s information confidential. 

Whenever your agency receives a request from an entity to view, or have copies of 

an individual’s records sent to them, your agency will need to ask the person or their 

guardian whether the records can be shared with that party. If the person/guardian 

approves, then you must have them sign a “Release of Information” (ROI) prior to 

releasing the records.  

• A release of information (ROI) is required from anyone requesting a person’s 

records (for example) 

• The person or their guardian must sign the ROI 

• It is important to remember that some entities, such as, Case Management 

Entities, Local Law Enforcement, State Oversight and Licensing, will not 

require a signed ROI to access your records.  

  



Agency Executive Director Orientation 
Participant Guide 

 
Documentation 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [50] 

 

Who May Access Records and Authorizations Required 

No need for signed release from person 
or guardian: 

• Person 

• Guardian/Other court-appointed 

representatives 

• Case management entity 

• ODDS 

• Abuse Investigators 

• Child Welfare  

• Emergency Services 

With signed release from person or 
guardian: 

• Any Provider 

• Other Family Members 

• Physician 

• Case management when they need 

to have an Eligibility Specialist 

conduct an eligibility review or 

complete a referral for services 

 

Examples of who may request to view an individual’s records, including your agency’s 

records relating to the individual 

• Individuals and their guardian have a right to see their own records at anytime. 

They can also sign of release to allow others to see their records, such a family 

member or a physician. 

• An individual’s court appointed Legal Representative may request to view the 

records on behalf of the individual.  

• Case Management Entities may request to see an individual’s records to allow a 

Service Coordinator or Personal Agent to complete a monitoring review or to 

allow an Eligibility Specialist to conduct an eligibility review. 

• Abuse Investigators and Law Enforcement officials may need to access 

individuals records as well your agency’s records to complete an ongoing 

investigation. This could include OTIS, CDDP, Child Welfare, your local law 

enforcement entity, etc. 

• Ombudsmen officials may contact you to advocate on behalf of an individual, or 

to follow up on a complaint their office received.  
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• ODDS Licensing will review individuals records as well as your agency’s records 

to determine compliance with OARs. 

• Other State oversight offices including ODHS-ODDS may need to access 

individuals records and your agency’s records to complete complaint reviews, 

claims review/audits, referrals, etc. 

• Administrative Law Judge and hearing reps may need to access your records 

during a hearing to make a determination.  

• Other courts may need to access your records if other civil or court proceedings 

arise. 

 

Information Security and Storage 

• Policies 

• Systems (backups, malware prevention): 

Double secure 

• Training staff not to share stories about 

people they are supporting (HIPAA) 

• Retain for at least 5 years 
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Systems and Procedures Planning Activity 

• After looking at these examples, what are some things you will include in 

your policies and procedures for any documentation system breaches?  

 

 

• Which documentation management system are you planning to implement 

(Paper-based or Electronic or a Combination of the Two)?  
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Resources 

Website: https://oregonisp.org 

Support Documentation: https://oregonisp.org/forms/support-docs/ 

ISP Training Modules: https://oregonisp.org/training/online-modules/ 

Service Agreement Form Manual 

http://www.dhs.state.or.us/spd/tools/dd/Service%20Agreement%20Form%20Manual.p

df 

  

https://oregonisp.org/
https://oregonisp.org/forms/support-docs/
https://oregonisp.org/training/online-modules/
http://www.dhs.state.or.us/spd/tools/dd/Service%20Agreement%20Form%20Manual.pdf
http://www.dhs.state.or.us/spd/tools/dd/Service%20Agreement%20Form%20Manual.pdf
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Notes and Reflection 

Use this section to take notes during the orientation session on 

Documentation. You may use this Participant Guide and these notes 

when taking the post-test. 
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Health and Medical Supports 

Reflections on service equity. Consider the Senator Gelser-Blouin video 

you watched as part of the prework: 

• How would you feel if you were hospitalized without access to either 

supports or the ability to simply make requests about your care? 

 

• How does this remind us about the importance of access to equitable service?  

 

• What are some strategies to ensure people you support have access to 

healthcare? 
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Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Recognize the role protocol documentation and tracking plays in ensuring health 

and safety  

• Explain why data tracking is necessary 

• Discuss the importance of assuring safe medication administration and adequate 

documentation  

• Recognize your responsibilities in assuring health supports are being delivered in 

compliance with the OAR 

• Recognize your responsibilities regarding nursing services 

 

Session Topics 

• Protocols 

• Data Tracking 

• Safe Medication Administration 

• Nursing Services and Ongoing Medical 

Needs 
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Protocols  

Agency provider, Pat Allen-Sleeman, talks about the importance of health and medical 

documentation 

While you are listening, jot down some notes about what stands out to 

you. 

 

 

Protocols are sets of written instructions that tell us how to care for a person. They are 

used to help train staff on how to care for a person.  

Protocols must: 

• Align with other documentation (such as ISP, orders, and tracking) 

• Be written in plain language 

• Be clear and concrete 

• Be complete  

• Individualized for person and setting 

Ask yourself: 

• Does the protocol as written really make sense for the person? 

• Are there other things we need to think about? 

• Is this clear enough for the staff to carry it out?  
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Aspiration and Choking Protocol Example 
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Constipation Protocol example for training purposes only
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Why Protocols May Change 

• Needs increase or decrease due to change in 

condition 

• Physician order changes 

• New risks  

• Environmental changes 

 

Documenting and Implementing Changes 

• Make sure staff follow the plan or protocol as it is written  

• Document observations 

• Update the necessary protocols and documents  

• Archive outdated protocols 

 

Data Tracking 

Data Tracking tells the person’s story, as well as what is and what is not working. 

Common Health and Medical Supports that Require Tracking 

• Protocols  

• Medical Administration Records  

• Nursing Care Plans 

Why Do We Track Data? 

1. Supporting ongoing health and medical needs 

• Determining when to move to the next step of the 

protocol 

• To have documentation that you have provided the 

specific support 

• The effectiveness of the support provided 

2. Determining when to schedule any medical exams and 

appointments 
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Protocol Data Tracking Example for Apple Pie 

(For Training Purposes ONLY) 

 

Tips for Data Tracking 

Staff need to know: 

• What they are tracking 

• Why they are tracking 

• How frequently it is tracked 

• What indicators would tell them that they need to do something (such as fluid 

intake level is low) 

• How they should document it 

• How to review it for accuracy 
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Tracking Tom Sample’s Care 

(For Training Purposes ONLY) 

Tom is at risk for skin breakdown. He needs support from staff to change his position. 

He needs to be repositioned every two hours.  
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Skin Break-Down Tracking Protocols for Tom Sample  

• What kind of tracking would you implement? 

 

• Where will it be tracked? 

 

• How will you ensure confidentiality? 
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• Who fills it out? 

 

• Where will tracking be kept? 

 

• Who will monitor to assure the tracking is being maintained? 
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• How often is it is being reviewed? 
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Protocol Data Tracking Procedures: Planning Activity 

 

Take a few moments and outline what you might include in your agency’s 

procedure. 

Training on Protocols 

• How are you going to train the staff? 

 

• Who is going to do it? 

 

• When? 
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• How will you confirm that the staff understands and can implement the 

protocol? 

 

 

Protocol Changes 

• Who will develop the updated protocol? 

 

• What timelines will your agency hold staff to for completing an update? 
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• Who is responsible for communicating the change to staff? 

 

• How will you communicate the change?  

 

• Where will you document the training? 
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• What other documents will need to be updated with the protocol? 

 

 

Safe medication administration 

 

Alex’s Story 

 

While you are watching, make any notes about what you experienced and 

observed. 
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The Rights of Medication Administration 

Medication Administration is an essential part of supporting a person and is one of the 

responsibilities of a provider and their employees.  

Here are the best practice guidelines intended to help protect the health and safety of 

the individual. 

Always:  

• Always have a health care provider’s signed order for every medication or 

treatment.  

• Always wash your hands before administering any medication.  

• Always pour medication from the container into a medication cup or an alternate 

container.  

• Always identify and remain with the person until the medication has been taken 

or applied as ordered by the physician.  

• Always keep the medication storage area locked, clean and orderly. 

Never:  

• Never leave medication with a person or unattended.  

• Never give medication that is prescribed for one person to another.  

• Never administer medication that is expired or comes from an unknown or 

unlabeled container.  

• Never administer a medication that you have questions or concerns about until 

you have asked your supervisor and have a addressed your concerns. Note: this 

does not mean that staff can skip medication administration. If concerns are 

raised, they must seek guidance immediately to give medications timely and as 

ordered.  

Musts:  

• You must have the Medication Administration Record (MAR) present when 

administering medications.  

• You must read the medication label and match it with the MAR before 

administering the medication.  
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• You must ensure that the personis situated appropriately for administering the 

medication.  

• You must record the administration of the medication immediately on the 

individual’s MAR.  

• You must understand why you are administering the medication, the results, as 

well as any known side effects. 

 

Remember: It is your responsibility to clarify any orders, terms, or documentation you 

do not understand.  
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Five Rights:  

1. Is it the right medication?  

2. Is it the right dose?  

3. Is it the right time?  

4. Is it the right individual?  

5. Is it the right route/method? 

In addition, do you have the right documentation?  

 

  

The Five 
Rights

The right 
person

The right 
medication

The right time

The right dose

The right 
route



Agency Executive Director Orientation 
Participant Guide 

 
Health and Medical Supports 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [74] 

Requirements for Administering Medications 

✓ Have a written order or copy of the written order, signed by a physician or 

physician designee, before any medication is administered. 

✓ Administer the medications as ordered.  

✓ Administer medications from containers labeled with the physician order. 

✓ Keep medications secure and unavailable to any other person 

✓ Store as prescribed. 

✓ Record administration on an individualized Medication Administration Record 

(MAR). 

✓ Do not administer unused, discontinued, outdated, or recalled drugs. 

 

Medication Administration Records (MAR) Requirements 

✓ MAR must include: 

✓ The name of the individual.  

✓ A written copy of the physician's or licensed health practitioner's order, 

including the brand name or generic name of the medication, prescribed 

dosage, frequency, and method of administration. 

✓ For over-the-counter topical medications, a written copy of the printed 

instructions from the topical medication package. 

✓ Times and dates of administration or self-administration of the medication. 

✓ Initials of person administering the medication each time a medication is 

administered. 

✓ Signatures of each person administering medications or monitoring the self-

administration medication (usually on the bottom of the MAR there is a section 

for each person to sign once and place their initials next to the signature. In 

electronic systems staff’s electronic signature is acceptable.) 

✓ Method of administration 

✓ Documentation of any known allergies or adverse drug reactions. The brand 

name or generic name of the medication, including the prescribed dosage and 

frequency of administration as contained on physician order and medication. 
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✓ The signature of the staff administering the medication or monitoring the self-

administration of the medication. 

✓ Documentation and an explanation of why a PRN, or "as needed", medication 

was administered and the results of such administration. 

✓ An explanation of any medication administration irregularity with 

documentation of a review by the provider agency's executive director or their 

designee. 

✓ All medication containers must include the individual’s name or initials, the 

order from the physician, the frequency, dosage, route/method of 

administering, and a visible expiration date. 

 

✓ If an order is updated this needs to be updated on the MAR. If the frequency of 

administration changes, but the medication and the dosage remain the same for 

an individual, the medication container needs to indicate the order has changed. 

Typically, a “see MAR” sticker can be applied to the container.  

✓ If the order has been updated, and a medication has been changed or is no 

longer needed, the order needs to be discontinued from the MAR. The 

medication will need to be disposed of according to your medication disposal 

policy. 

✓ All medications and treatments must be recorded on an individualized MAR.  

Common MAR Errors 

• Wrong medication to the wrong person 

• Wrong time of dosing 

• Staff don’t fill out the MAR at time of administration 

• Staff guess and don’t ask questions when an order is unclear resulting in over 

or under medication 

• Medications are not stored securely 

• MAR does not match physician orders  

• Expired medications 
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Example of a Medication Administration Record (MAR) 
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Discontinuing Orders: Documentation 

Ensure that the: 

• Previous order is discontinued (there cannot be conflicting orders) 

• Discontinuation order is received from the physician 

• Discontinuation is written on the MAR 

• New order is added to the MAR 

• Discontinued medication is disposed and documented 

 

Disposal of Prescription Medications 

Medicines play an important role in treating and controlling certain conditions and 

diseases but they must be handled and taken with care. If you do not use all of a 

prescribed or over-the-counter medication, you can take a few small steps and make a 

huge impact in safeguarding lives and protecting wildlife and the environment. Please 

remember the following guidelines:  

• • Follow any specific disposal instructions on the drug label or patient 

information that accompanies the medication. 

• • Seek out and take advantage of state and local collection alternatives 

through household trash and recycling services or drug take-back programs.  

• • If no disposal instructions were provided on the drug label and there is no 

take-back program available in your area then dispose of the drugs in the 

household trash. But first: 

o Remove the drugs from their original containers and mix them with an 

undesirable substance, such as used coffee grounds or kitty litter.  

o Place the mixture in an impermeable empty can or sealable bag and throw 

the container into the trash. 

o Before disposing of empty medication containers, destroy all identifying 

personal information. 
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Syringe Disposal 

• Oregon law (ORS 459.386 to 459.405) prohibits the storage and disposal of 

syringes in normal household trash, yard waste or recycling. All used syringes must 

be placed in an approved leak proof, rigid, puncture-resistant red container. The 

container will be closed to prevent the loss of contents during transportation and 

disposal. Individuals in violation are subject to a penalty of up to $500 per day. 

• Call the local sanitation company. Ask for a container for used syringes. They might 

charge a small fee. The sanitation company will pick up the container when it is full 

and then dispose of it under Oregon law. 

• Additional resources for obtaining approved disposal containers include various 

pharmacies, recycling centers, hospitals, health departments and fire stations. 

• Appropriate alternative disposal methods also include Drop boxes or supervised 

collection sites, Mail-back programs and Syringe exchange programs.  

 

Drug Disposal Record (Sample) 

 

Date 

 

 

Client’s 

name 

 

Name of 

medication 

Dose & 

amount 

Reason 

for 

Disposal 

(Unused, 

outdated, 

etc.) 

Method of 

Disposal 

 

Signature Witness 

signature 
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Pro Re Nata (PRN): Additional MAR requirements 

PRN (pro re nata) means the administration of a medication to an personon an 

“as needed” basis.  

Requirements: 

• Explanation of why given 

• Explanation of effectiveness after it is given 

 

 

 

 

 

 

Common MAR PRN Errors 

• Unclear orders  

• Orders represented in a range (example: 1-2 tablets every 4-6 hours) 

• Effectiveness not documented 

 

 Medication Self-Administration 

•  ISP approval may be needed 

• Training for staff and the person  

• Requirements followed for medication administration still apply 

  

Any mood-altering medication 

(psychotropic) cannot be 

administered as a PRN without an 

ODDS-approved variance. 
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MAR Activity Material  

Physician’s Orders (For Training Purposes ONLY) 

Medication Orders  Other Orders 

Atorvastatin 20 MG Tablet: Take 

1 20mg tablet by mouth at 

bedtime. 

*** No grapefruit juice *** 

ENTRANCE DATE: 1/1/2021 

GENERIC EQUIVALENTS MAY BE USED UNLESS 

OTHERWISE SPECIFIED. 

I HAVE REVIEWED ABOVE MEDICATIONS FOR  

POTENTIAL SIDE EFFECTS, CONTRAINDICATIONS, 

AND POTENTIAL IRREGULARITIES. 

PROCEDURE TO USE WHEN MEDICATION IS MISSED 

REFUSED/MISSED MEDICATION WILL BE 

ADMINISTERED AS PER PHYSICIANS’ ADDENDUM. 

THE ADDITIONAL TIME GIVEN BY THE PHYSICIAN IS 

CALCULATED FROM THE TIME THE DOSAGE IS TO 

BE GIVEN ON THE MAR. IF A MEDICATION IS MISSED 

AND YOU ARE OUTSIDE OF THE ADDENDUM TIMES 

THE PHYSICIAN MUST BE NOTIFIED, AN INCIDENT 

REPORT MUST BE MADE AND ANY OTHER 

APPLICABLE REPORTING REQUIREMENTS FOR THIS 

INDIVIDUAL AND AGENCY MUST BE FOLLOWED.  

NEW ORDERS WILL START AT ADMINISTRATION 

TIME AFTER NEXT REGULAR PHARMACY DELIVERY 

UNLESS OTHERWISE NOTED ON THE ORDER. 

PRN MEDICATIONS OR TREATMENTS MAY BE 

DISCONTINUED AFTER 60 DAYS FOR NON-USE BY 

LICENSED NURSE. 

PHYSICIAN'S SIGNATURE INDICATES PHARMACY  

REFILL AUTHORIZATION FOR MEDICATIONS AND 

CONTINUATION OF ORDERS FOR 365 DAYS UNLESS 

OTHERWISE SPECIFIED 

 

 

Cetirizine HCL 10 MG Tablet: 

Take 1 tablet by mouth daily for 

seasonal allergies. 

Metformin HCL 500 MG Table: 

Take 1 500mg tablet by mouth 

twice daily 

by mouth with breakfast & with 

dinner. 

MiraLAX, 17g (1 scoop): On day 

3 of no BM, mix 1 scoop into 

water, stir until dissolved to help 

manage constipation. Continue 1 

time daily until BM occurs. If no 

BM by day 6, contact PCP. 

Ibuprofen 800MG Tablet: Take 

one 800MG Tablet by mouth 

every eight hours as needed for 

body pain, headache or fever 

over 100 Degrees F. 

 



Agency Executive Director Orientation 
Participant Guide 

 
Health and Medical Supports 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [81] 

 

 

 

PHYSICIAN'S SIGNATURE APPLIES TO ALL PAGES. 

9/1/21 

 

 

Reviewed by Agency 

Representative 

Date 

9/1/21 

Reviewed by Provider Date 

Diagnosis: Seasonal Allergies, Type 2 Diabetes, Constipation, High Cholesterol  

Allergies: Penicillin 

Provider: Dr. Sue Smith Contact: (O) (123) 456-7890 (F) (123) 098-7654 

Patient Name Group Home: Sex: DOB Page 

Apple Pie 123 Cookie Street M 7/16/1967 1 of 1 
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Medication Administration Planning Takeaway Guide 

• How do you plan to train your staff? 

 

• How will you assure they understand the information? 

 

• What will you say about the steps staff are to complete when administering 

medication to your agency’s documentation standards? 
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• Who is responsible for updating the MAR when changes occur? 

 

• How often will QA checks occur and who will do them? 

 

• How will you communicate changes to staff? 
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Nursing services and ongoing medical needs 

Long-term Community Nursing (LTCCN):  

• Nursing Assessment 

• Nurse Care Planning 

• Training 

• Delegation 

• Oversight of nursing tasks 

• Monitoring and updating the nursing care plan 

 

In residential settings, rates include funding for professional services to cover hiring or 

contracting with an RN to perform these services.  

 

Direct Nursing Services: Who It’s For 

✓ Shift-type nursing services for people who: 

✓ Have medically complex needs 

✓ Eligible based on a criteria 

✓ Are technology dependent 

 

Delegation of Nursing Tasks 

• Delegated Nursing is the process by which a 

registered nurse authorizes an unlicensed 

person to perform nursing tasks and confirms 

that authorization in writing.  

• Delegation is based on nurses’ scope. 
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Provider Responsibilities for Working with Delegated Nursing  

• Documentation  

• Communication  

• Ensure delegations are in place when needed 

• Only a registered nurse can delegate a nursing task 

• Follow up with nursing board if needed 

 

How to Avoid Mistakes 

• Only RNs can train or delegate a nursing task 

• Delegations are time limited and need to be reviewed by the nurse and re-

delegated before they expire 

• Nurses need to be replaced immediately, and new delegation must take place 

(delegations expire when a nurse leaves)  

• Ensure you have sufficient staff to perform the task in case turnover occurs  

 

Ongoing Medical Needs 

• Monitor and support needs and changes 

• Ensure staff are trained 

• Conduct reviews of changes 

• Ensure that people have regular dental, optical and other 

medical appointments 

 

Medical Appointments 

• If your agency is providing Community Living Supports or Supported Living, the 

staff might be working with the person or their representative regarding what 

questions to ask.  

• If you are providing a residential service, (24 Hour Residential or Host Home) 

your agency must assure the staff is trained. 
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Things to Consider for Managing Medical Appointments 

Supporting a person’s independence while being knowledgeable about their schedules 

• Schedule enough staff  

o The appointment for the person 

o Care for other residents 

o Transportation for the person and others 

• Ensure the health care advocate is notified 

• Make any necessary arrangements for translation or 

interpretation 

 

 

What strategies will you use to remain aware of and manage medical 

appointments and scheduling?  

 

 

 

 

 

 

 

How will you record and communicate the calendar schedule with the staff and 

people’s teams?  
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What are some ways to set up reminders in your calendars? 

 

 

How will you stay involved with the person if they schedule the appointments?  
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Resources 

Link to “Alex’s Story (I am My Brother’s Keeper)”: https://youtu.be/A1N8XqffOQ0  

 

Link to OTAC – ISP Protocols Instructions: https://oregonisp.org/forms/support-docs/  

 

Commonly Used Medical Abbreviations 

Abbreviation Meaning 

c with 

s without 

ADL activities of daily living 

Amb ambulatory 

B.P. blood pressure 

BID twice a day 

BM bowel movement 

C/O complaints of 

CVA stroke 

DC discontinue 

F Fahrenheit 

GI gastrointestinal 

gm gram 

gtts drops 

H20 water 

hs hours of sleep 

NPO nothing by mouth 

ht height 

N/A not applicable  

noc night 

PO by mouth 

https://youtu.be/A1N8XqffOQ0
https://oregonisp.org/forms/support-docs/
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Abbreviation Meaning 

PRN as needed 

QID four times a day 

ROM range of motion 

SL  sublingual 

Stat. = immediately  

TID = three times a day 

Tab = tablet 

w/c = wheelchair 

Wt = weight 

SOB = shortness of breath 

SQ or SC = subcutaneous 

L = left 

R = right 
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Notes and Reflection 

Use this section to take notes during orientation on Health and Medical 

Supports. You may use this Participant Guide and these notes when taking 

the post-test. 
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Food and Nutrition 

Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Recognize responsibilities in overseeing food 

and nutrition with services provided 

• Explain the importance of cultural 

considerations and individual choice in meal 

planning 

• Identify resources and requirements for proper 

food storage, handling, and preparation 

• List common risks and strategies associated 

with eating and drinking 

 

Session Topics 

• Your Responsibilities with Food and Nutrition  

• Proper Food Storage, Handling, and Preparation 

• Eating and Drinking Safety 

 

Being culturally responsive providing and preparing food. 

A discussion with provider, Michelle Silbernagel 

While you are watching, jot down some additional notes about what 

Michelle said about ensuring cultural responsiveness. 
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 Reflections on service equity  

• How important is food in your own family or culture? 

 

 

• How do you feel when you get to enjoy your favorite foods? 
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• Have you ever been a guest at someone’s home and been served something 

that you really did not like? 

 

• How would it feel to give up control and have someone else decide what you 

were going to eat? Or how your food is prepared? 
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When people need support with menu planning, food 

preparation or eating, they often do not have much 

control over the food they eat. 

 

 

 

 

• What are some things your agency can do to honor people’s preferences and 

choice?  

 

• How will you know what people like or don’t like? 
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Provider responsibilities around food and nutrition 

• Train staff on how to support people  

• Understand and practice safe food storage, handling, and preparation 

• Uphold rights and equity  

• Develop and follow appropriate protocols  

 

Food and Nutritional Support and Safety 

Support will vary based on person’s needs and how they want your agency to 

provide them support with food 

• Planning 

• Shopping 

• Preparing 

• Assisting with eating and drinking 

• Tracking foods and liquids 

• Storing safely  

Menus 

 

 

  

• Required for 24-hour residential and 

host home providers when a person 

has a specialized diet 

• Can be a useful tool 

• Specialized diets may involve working 

with a medical professional 

• Menus for one person with a 

specialized diet cannot be applied to 

entire house 
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Special Diets and Food Restrictions 

Some people you support may have special diets or food restrictions related to health 

conditions  

• It will be important for all your staff be aware of any restrictions 

• Specialized diets for one person should not affect other people’s food choices 

and offerings  

 

What are a few strategies your agency can use to be sure everyone is aware of dietary 

restrictions? 

 

 

What is your plan if someone refuses to follow a special meal, restriction, or diet?  
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Important “Don’ts” Around Food 

 

• Food restrictions should never be used to punish or 

discipline the person 

• Food is not used as a reward 

• One person’s food restrictions should not infringe on 

other housemates 

 

Trauma and Food 

• Create inclusive processes 

• Listen to and honor choices 

• Keep people safe and healthy 

• Watch for reactions to food insecurities (such as hoarding) 

• Use sensitivity when supporting people as they discuss food and experiences 

 

Documenting and Tracking  

• Tracking to protocols 

• Documenting and honoring refusals to any 

modifications, food offered, or special diets 
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Proper food storage, handling, and preparation 

Staff Training 

• Train staff  

• Conduct quality assurance reviews  

• If you or your staff do not understand the order, contact the doctor who wrote the 

order 

 

Food Storage and Handling  

• CDC resource around grilling 

• FDA resource around food handling and training  

• USDA resource around food safety 

 

Food Preparation 

• Ensure protocols are written clearly and concretely (e.g., use “dime-sized” pieces 

rather than “bite-sized” pieces) 

• Make sure staff have the kitchen tools 

 

Eating and drinking safety 

Providing support with eating 

 Choking and aspiration risks 

Aspiration: When someone breathes in food, liquid, medications or some other material 

into the trachea and lungs during and after swallowing. This could lead to pneumonia. 
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• If you support a person who is at risk for aspiration or 

choking, you must ensure your staff are well trained  

• Clearly document in a person’s protocol or feeding 

guidelines and the supports they need during meals  

• If specific instructions from a physician or nurse are not 

clear and concrete, ask for clarification 

• Observe staff interactions 

 

Positioning 

• Ensure people remain upright while eating, 

and for a period of time after eating 

• Follow specific instructions from a physician 

due to a risk of aspiration or choking  

• Ensure instructions are clear for staff to follow  

• Train, observe and coach your staff with 

proper positioning 

 

24-Hour Residential, Host Home Provider Food and Nutrition Requirements 

• Serve 3 nutritious meals and 2 snacks per day including foods from the 4 basic 

food groups and including fresh fruits and vegetables unless otherwise ordered 

by a healthcare provider.  

• Provide the evening meal and breakfast no more than 14 hours apart unless 

there are snacks and liquid provided in between the meals.  

• Do not use any unpasteurized milk or juice products. 

• Consider the cultural and ethnic background and preferences of people you 

serve in both menu planning and food preparation. 

• Follow all orders of the physician or other healthcare provider for modifying the 

texture or bite size of food, and consistency of liquids and the limits (minimum or 

maximum) on the amount of calories, liquids or servings of any food type the 

person is supposed to eat or drink. 



Agency Executive Director Orientation 
Participant Guide 

 
Food and Nutrition 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [102] 

• Keep 2 weeks’ worth of food and 2 days’ worth of perishable foods on site at all 

times. 

 

24-hour requirements and host home will need to:  

• Support an individual's freedom to have access to his or her personal food at any 

time. A limitation may only be used when there is a health or safety risk and 

written informed consent is obtained as described in Oregon Administrative Rule 

(OAR). 

• Provide three nutritious meals and two snacks must be provided daily. Meals 

must be offered at times consistent with those in the community. 

• Each meal must include food from the basic food groups according to the United 

States Department of Agriculture (USDA) and include fresh fruit and vegetables 

when in season, unless otherwise specified in writing by a health care provider. 

• Food preparation must include consideration of cultural and ethnic backgrounds, 

as well as the food preferences of individuals. Special consideration must be 

given to individuals with chewing difficulties and other eating limitations as 

described in OAR. 

• If a person misses or plans to miss a meal at a scheduled time, or requests an 

alternate mealtime, an alternative meal must be made available. Individuals are 

not restricted to specific mealtimes and are encouraged to choose when, where, 

and with whom to eat. 

• Provision of food beyond the required three meals and two snacks are the 

responsibility of the individual. 

• For a person with a modified or special diet ordered by a physician or health care 

provider, a provider must Have menus for the current week that provide food and 

beverages that consider the preferences of the person and are appropriate to the 

modified or special diet and maintain documentation that identifies how the 

modified or special diets are prepared and served to the individual. 

• Unpasteurized milk and juice and home canned meats and fish may not be 

served or stored in a home. 
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• A provider must maintain adequate supplies of staple foods for a minimum of one 

week and perishable foods for a minimum of two days on the premises. 

• Food must be stored, prepared, and served in a sanitary manner. 
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Resources 

Center for Disease Control (CDC) 

CDC - Diabetes Meal Planning https://www.cdc.gov/diabetes/managing/eat-

well/meal-plan-method.html  

CDC – Diabetes and eating well https://www.cdc.gov/diabetes/managing/eat-

well.html  

CDC videos on food safety and foodborne illness 

https://www.cdc.gov/foodsafety/communication/food-safety-videos.html#videos  

CDC infographics related to food safety: 

https://www.cdc.gov/foodsafety/communication/graphics.html  

CDC grilling guide: https://www.cdc.gov/foodsafety/pdfs/Grill-safety-infographic-

508c.pdf  

Food and Drug Administration (FDA) 

FDA Safe Food Handling: https://www.fda.gov/food/buy-store-serve-safe-food/safe-

food-handling  

FDA webpage related to Nutrition labels: https://www.fda.gov/food/new-nutrition-

facts-label/how-understand-and-use-nutrition-facts-label  

FDA education resources on using the nutrition label: 

https://www.fda.gov/food/food-labeling-nutrition/nutrition-education-resources-

materials  

FDA nutrition/nutrition label training toolkit: https://www.fda.gov/food/nutrition-

education-resources-materials/health-educators-nutrition-toolkit-setting-table-

healthy-eating  

United States Department of Agriculture (USDA) 

USDA Food Safety: https://www.fsis.usda.gov/  

https://www.nutrition.gov/  

Oregon Food Safety Training: 

http://foodsafetytrainingcourses.com/oregon_food_safety_training_course.html  

 

https://www.cdc.gov/diabetes/managing/eat-well/meal-plan-method.html
https://www.cdc.gov/diabetes/managing/eat-well/meal-plan-method.html
https://www.cdc.gov/diabetes/managing/eat-well.html
https://www.cdc.gov/diabetes/managing/eat-well.html
https://www.cdc.gov/foodsafety/communication/food-safety-videos.html#videos
https://www.cdc.gov/foodsafety/communication/graphics.html
https://www.cdc.gov/foodsafety/pdfs/Grill-safety-infographic-508c.pdf
https://www.cdc.gov/foodsafety/pdfs/Grill-safety-infographic-508c.pdf
https://www.fda.gov/food/buy-store-serve-safe-food/safe-food-handling
https://www.fda.gov/food/buy-store-serve-safe-food/safe-food-handling
https://www.fda.gov/food/new-nutrition-facts-label/how-understand-and-use-nutrition-facts-label
https://www.fda.gov/food/new-nutrition-facts-label/how-understand-and-use-nutrition-facts-label
https://www.fda.gov/food/food-labeling-nutrition/nutrition-education-resources-materials
https://www.fda.gov/food/food-labeling-nutrition/nutrition-education-resources-materials
https://www.fda.gov/food/nutrition-education-resources-materials/health-educators-nutrition-toolkit-setting-table-healthy-eating
https://www.fda.gov/food/nutrition-education-resources-materials/health-educators-nutrition-toolkit-setting-table-healthy-eating
https://www.fda.gov/food/nutrition-education-resources-materials/health-educators-nutrition-toolkit-setting-table-healthy-eating
https://www.fsis.usda.gov/
https://www.nutrition.gov/
http://foodsafetytrainingcourses.com/oregon_food_safety_training_course.html
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Notes and Reflection 

Use this section to take notes during orientation session on Food and 

Nutrition. You may use this Participant Guide and these notes when 

taking the post-test.  
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Supporting People’s Finances 

 

Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be 

able to: 

• Recognize your role in supporting money management while honoring the 

person’s choice 

• Identify the responsibilities of overseeing someone’s finances 

• Describe procedures to minimize risk of financial exploitation 

• Identify documentation you are required to maintain for finances and property 

belonging to people you support 

• Recognize your responsibility to repay losses to a person 

• Recognize your responsibility to report financial exploitation and abuse 

 

Session Topics 

• Managing People’s Money 

• Tracking and Documentation 

• Monitoring for Mismanagement and Theft 
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Honoring a Person’s Choices 

While you are watching Dimitrios Zourkos, jot down some notes about 

what stands out to you. 

 

 

 

Reflections on service equity  

• What do you bring to your services based on your own beliefs and 

values? 

 

• How do those values shape your decisions around money and managing 

money? 
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Managing People’s Money 

 

Why is it important to help protect a person’s 

funds? 

• High risk for financial exploitation 

• “Bad actors” can make their way into the 

system 

• Rotating staff and turnover can cause 

“holes” in system and processes 

• Financial exploitation is considered 

abuse 

 

Following the Person’s Financial Plan 

• Review the Financial Plan 

• Know what you are responsible for, such as: 

o Managing accounts 

o Paying bills 

o Holding cash 

• Have policies in place to allow people to manage their own funds 

• Maintain financial eligibility for Medicaid 

 



Agency Executive Director Orientation 
Participant Guide 

 
Supporting People’s Finances 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [109] 

Your Responsibilities Around a Person’s Medicaid Eligibility 

• Ensure the person does not accumulate more resources 

than allowed 

• Seek out information about resource limits 

• Determine what does and does not factor into those 

limits 

• Determine the impact of work incentives 

• Talk to the case manager 

 

Representative Payee Role 

A representative payee is an individual or organization appointed to receive and 

manage the Social Security or SSI benefits of another person. 
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Person’s Spending Money 

• Belongs to the person  

• Used for things such as clothing, beauty supplies, snacks, entertainment 

• Not used for room and board, groceries, cleaning supplies 

The “Always” 

• ALWAYS keep each person’s cash/record separate from other person’s 

cash/record  

• ALWAYS store a person’s gift cards with their own ledger and tracking system  

• ALWAYS keep records private  

• ALWAYS use a person’s funds only for the person’s benefit 

• ALWAYS reimburse any prorated room and board funds if the person moves out 

• ALWAYS keep financial records for seven years  

 

The “Nevers” 

• NEVER let staff borrow or take a loan from a person’s money 

• NEVER borrow cash from one person’s funds to cover the expenses of another 

• NEVER comingle a person’s funds with another person’s or with the provider’s 

funds/house or petty cash for staff 

• NEVER loan a person money 
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Tracking and Documentation 

Procedures for Managing Cash 

• How frequently you will audit 

records  

• How you will document  

• What staff must or should do 

• What you will do if errors are found 

• How you will plan and budget 

• Tracking Cash 

• Each person’s funds must be held 

and tracked separately  

• Money given to the person should be documented  

• Any purchases made by staff on behalf of a person should be documented by 

sales receipt  

 

Helping Your Staff Look for Potential Problems 

Train and coach your staff to: 

• Review and follow the protocols regarding financials (financial plan) 

• Look out for any concerns or “red flags” (something doesn’t seem quite right) 

• Note if the person they are supporting won’t give an answer or seems hesitant 

to talk 

• Avoid being controlling; be supportive 
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Managing Bank Accounts 

• Maintain a ledger 

• Reconcile it with bank statements 

• Verify amounts withdrawn 

• Replenish person’s spending money  

 

Ledger Record Must Include: 

• The date, amount, and source of the 

funds received  

• The amount and purpose of funds distributed or expended  

• The signature of the person making each entry  

 

Personal Property Record 

• Update at least annually  

• Record all items of monetary or significant sentimental value on the record  

• Train staff to update 

• Check the property on the list at time of entry and on a regular basis 

✓ Descriptions and identifying number of the items  

✓ Date the item was added  

✓ Date and reason why an item was removed  

✓ Signature of the providers making each entry  

✓ Signed and dated annual review for accuracy  
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Monitoring for Mismanagement and Theft 

Bank Accounts – Watch for 

• Pattern of missing receipts 

• Incorrect math in the ledger  

• Sudden increase in spending 

• Overdraft charges 

• Bounced checks 

• Receipts that do not match the 

person’s interest or needs 

• Items reportedly purchased are not 

found 
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Debit or Gift Cards - Watch for Receipts that… 

• Do not match the person’s interest/needs 

• Show cash back that is not accounted for 

• Are for items not found/entered on property record 

• Are for activities the person did not participate in 

• Are for purchases the person did not make 

 

Theft or Mismanagement: Your Responsibilities 

• Having policies and procedures in place 

• Training staff and holding them accountable 

• Reimbursing missing funds within 10 working days 

 

 

 

 

 

 

 

  

Even if you repay the funds or fire 

the staff, you still must report the 

incident to the abuse investigator. 

If you think someone is financially 

exploiting a person with a 

disability, report it to the CDDP 

Abuse Investigator. 
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Self-Reflections 

• What are some steps your agency will take to help prevent thefts and 

loss? 

 

• Who is responsible for reimbursing the missing or stolen funds?  
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Financial plan instructions 

• A financial plan is useful anytime a provider assists a person with managing 

his/her finances. Use this document to provide detailed instructions to supporters 

about their responsibilities and to describe the accountability measures that are 

in place. 

• Choose the right author. This form was designed to be completed by providers 

who assist the person with managing their finances. The person(s) completing 

this document should have a clear understanding of the person’s financial 

support needs and the person’s preferences for how to be supported. They 

should also have a clear understanding of the provider’s money management 

policies and procedures as well as applicable administrative rules.  

• Follow the instructions on the Financial Plan. There is purple help text that can 

be shown or hidden using a button at the top of the document. Some fields have 

additional help text that appears if you check certain boxes. 

• Tailor the document to the person. Not everything on the form will apply to the 

person. Read each statement carefully. Check the boxes and fill in fields that 

apply to the person. 

 

Financial plans must contain: 

Header 

Person’s name: Provide the person’s full name. 

Preferred name: This may be the person’s first name, nickname, or other preferred 

name. Whatever you type here will fill-in automatically throughout the document. 

Location of use: Indicate the name of the place where this document is intended to 

be used. You can type into this field or choose from the dropdown.  

Preferred pronoun: Select ‘He/his,’ ‘She/hers,’ or ‘none selected.’ If you choose none 

selected, the pronoun ‘they/theirs’ will be used throughout the document. 

Written by: Provide the name of the person(s) who prepared this document. 
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Date: Provide the date this document was created. If you make changes at a later 

date, update this date so that it reflects the date this document was most recently 

updated. 

Section 1: About this person’s financial support needs 

Use the fields in this section to clearly explain the person’s financial support needs. 

Give supporters the background information they may need to know in order to 

provide effective supports.  

Describe what the person does independently so that supporters don’t try to help 

with something that the person doesn’t need.  

After you describe the person’s preference for how to be supported in this section, 

take that into account as you complete the rest of this form.  

Section 2: Steps to take to safeguard the person’s finances 

Responsibility 

If the person receives benefits through the Social Security Administration and 

needs assistance with financial management, they may have a representative 

payee. Representative payees are typically family, friends, or a qualified 

organization. Check the provided box if the person has a representative payee. 

Provide the name of the payee in the space provided. More information about 

payees can be found here: https://www.ssa.gov/payee/  

Is this person independent with handling any amount of money? If so, mark ‘Yes,’ 

and enter the amount the person handles independently. If the person is not 

independent with handling any amount of money, mark ‘no.’ 

Budgeting personal expenses 

If the person wants support with budgeting or prioritizing their spending money, 

mark ‘Yes,’ and describe those supports in the space provided or make a note of 

where that information can be found. 

  

https://www.ssa.gov/payee/
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Risks and notification 

If the person receives Supplemental Security Income (SSI), there is a resource 

limit. You can learn more about resource limits here: 

https://www.ssa.gov/ssi/spotlights/spot-resources.htm. If there are any supports 

in place at this location to address this, mark ‘Yes’ and describe them in the 

space provided. 

If other team members need to be notified about certain types of expenditures, 

purchases over a total amount per month, or any other notification or review is 

expected, mark ‘Yes’ and describe that in the space provided. 

Receipts 

Review the provided statements and check all that apply at this location.  

At this provider location, this person receives supports with… 

Review the provided options and check all areas that apply at this location. The 

section continues by asking for a description of how direct support staff and 

provider management support the person with the areas indicated above. There 

is additional guidance for these points in purple text on the form. 

Specific financial recordkeeping requirements may vary depending on the setting 

and applicable rules or policies. Describe who assists by providing oversight or 

review of the program-managed financial records and the frequency that this 

review occurs. 

Income and expenses 

Describe what is known at this location about the person’s typical income and 

expenses. This may be helpful to the team when planning with the person for 

routine expenditures as well as large purchases. This section is not intended to 

replace the organization’s detailed financial recordkeeping.  

https://www.ssa.gov/ssi/spotlights/spot-resources.htm
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George’s Financial Plan Activity 

(For Training Purposes ONLY) 
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Observations about George’s Finances Activity:  
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Resources 

Web Page Link to 2022 SSI RB PIF Transmittal 

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Transmittals/21094.pdf  

Representative Payee SSI Reporting Responsibilities 

Social Security Administration Link: https://www.ssa.gov/ssi/text-report-ussi.htm  

Redbook Guide to Work Incentives and ABLE: https://www.ssa.gov/redbook/  

Oregon ISP (OTAC) Recorded Webinar: https://oregonisp.org/webinars/who-controls-

the-money-understanding-the-role-of-rep-payees-and-organizational-payees-on-the-

isp-team/  

Oregon ISP (OTAC) Slides on Representative Payee from the Recorded Webinar: 

https://oregonisp.org/wp-content/uploads/2018/06/Who-controls-the-money-

SLIDES.pdf  

  

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Transmittals/21094.pdf
https://www.ssa.gov/ssi/text-report-ussi.htm
https://www.ssa.gov/redbook/
https://oregonisp.org/webinars/who-controls-the-money-understanding-the-role-of-rep-payees-and-organizational-payees-on-the-isp-team/
https://oregonisp.org/webinars/who-controls-the-money-understanding-the-role-of-rep-payees-and-organizational-payees-on-the-isp-team/
https://oregonisp.org/webinars/who-controls-the-money-understanding-the-role-of-rep-payees-and-organizational-payees-on-the-isp-team/
https://oregonisp.org/wp-content/uploads/2018/06/Who-controls-the-money-SLIDES.pdf
https://oregonisp.org/wp-content/uploads/2018/06/Who-controls-the-money-SLIDES.pdf
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Notes and Reflection 

Use this section to take notes during orientation. You may use this 

Participant Guide and these notes when taking the post-test. 
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Delivering Positive Behavior Supports 

 

Jumping into the chaos of things 

While you are watching David Pitonyak, jot down some notes about what 

stands out to you. 

 

 

 

You can rewatch the video here: https://youtu.be/AA-UX_gkInE 

 

Reflections on service equity  

• What are the cultural norms that you bring with you? How about the 

people you support?  

 

  

  

  

  

  

  

  

  

  

  

  

https://youtu.be/AA-UX_gkInE
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• What do you bring to your services based on your own beliefs and values? 

 

• How do those values shape your decisions?  

 

• When you are frustrated, how do you act? 

 

• Who do you go to for support?  
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• How did those people learn how to support you?  

 

• Think about your family and community. How do people tend to react to stressful 

situations?  

 

• How do people react to behavior outbursts in your family and based on your 

culture and identity?  
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• Do we have any pre-conceived notions about race, ethnicity, language, and 

disability along with any needed behavior supports (biases)? 

 

 

Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Recognize the role of a Behavior Professional and role of a provider delivering 

behavior supports 

• Identify behavior intervention techniques 

• Explain the basic philosophy of positive behavior support  

• Retrieve approved behavior intervention curriculum training resources 

• Recognize training, tracking, and reporting  

• Recognize requirements when a restraint is used 
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Session Topics 

• Delivering Positive Behavior Supports 

• Positive Behavior Support Plan Documentation and Tracking 

• Requirements around Behavior Support Strategies 

 

Delivering Positive Behavior Supports 

 

Behavior is Communication  

While you are watching Kirsten Collins, jot down some notes about what 

stands out to you.  

 

 

 

• Challenging behaviors often result from unmet needs 

• What does the behavior communicate?  

• What is the need the behavior meets?  

 

Challenging Behavior (Defined by OAR 411-304) 

“Behavior due to an individual’s disability preventing the 

person from accomplishing ADLs, IADLs, and health-

related tasks, or threatening the health and safety of the 

person or others.” 

 

  

  

  

  

  

BEHAVIOR 
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Things that may result in “challenging behaviors” 

 

Behavior Supports 

 

 

Fear Lack of Control Fatigue Avoidance

Medical 
Conditions

Confusion Past Trauma Attention

Pain
Inability to 

Communicate

Environmental

Factors

Direct Care Staff 

(DSPs) 

Positive Behavior Supports 

• Provided to assist a 
person with challenging 
behaviors 

• Available through the 
Community First Choice 
state plan 

Qualified Behavior 
Professional 

Professional Behavior 
Services 

Delivered by a behavior 
professional as described in 

OAR 411- 304-0140 
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A Person’s Choices 

• A person can choose whether they accept 

Professional Behavior Services from any 

endorsed or enrolled provider (yours or 

someone else’s) 

• A person can choose who provides those 

services for them 

• A person’s choice must be documented and 

honored 

Self-Reflections 

• Is your agency planning on becoming endorsed to provide 

professional behavior services?  

 

• What if a person your agency is supporting doesn’t choose to work with a 

Behavior Professional? How may you support them?  

 

  

  

  

  

  

  

  

  

  

  



Agency Executive Director Orientation 
Participant Guide 

 
Delivering Positive Behavior Supports 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [137] 

• As an agency, how are you going to support a person’s needs around behavior 

supports?  

 

 

 

 

Positive Behavior Support Plan Documentation and Tracking 

 

ISP and Other Behavior Support Documentation 

• Individual Support Plan (ISP) or Provider Support Agreement (PSA) 

• Temporary Emergency Safety Plan (TESP) (when necessary) 

• Functional Behavior Assessment (FBA) 

• Positive Behavior Support Plan (PBSP) 

• Behavior Data Tracking 

• Individually-Based Limitations (IBLs) and Safeguarding Interventions 
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Who Develops Positive Behavior Support Plans (PBSP) and How are They Used? 

 

 

What to do if there is no PBSP 

If there is no Positive Behavior Support Plan: 

• Work with person first (and staff) - try to understand what is going on 

• Reach out to case manager and person’s team 

• The agency may consider consultation for their agency on things they can do to 

safely work with the person 

 

 

• Developed by a Behavior 
Professional, with input 
from the person and their 
ISP Team 

• Based on a Functional 
Behavior Assessment  

• List preventative and 
proactive ways to help the 
person  

• Provide information about 
how to calm or to intervene 
to keep the person and 
others safe 
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Staff Training Should Include: 

• Supervision and staffing needs 

• Proactive strategies 

• Any person's PBSP 

• Understanding the Crisis Cycle  

• Training to an ODDS approved curriculum 

- training must be maintained to meet 

curriculum requirements 

Contract with a Behavior Professional to 

provide basic training to staff  

 

Behavior Data Tracking 

 

• When behavior occurs 

• Duration 

• Severity 

• Frequency 

 

 

 

Dignity of Risk 

• People have the right to make decisions  

• An agency needs to plan for and document the 

services provided to inform the person about 

potential outcomes of their choices 
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Trauma Responsivity Considerations 

While you are watching Missy Elliott, ODDS Service Equity Manager, 

discuss how trauma and intersectionality blur with behavior support, jot 

down some notes.  
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Self-Reflections 

• How can we help people recover from a crisis (tapping in/tapping 

out)?  

 

• How might you begin to understand what the person is communicating? 

 

•  How can you respond appropriately to the need or want being expressed?  
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Requirements around Behavior Support Strategies 

Behavior Support  

Strategies 

• Teaching skills  

• Changing the environment 

 

 

 

No-No-Never-Nevers for All People  

• Abusive - using, containing, or characterized by harshly or coarsely insulting 

language: treating badly or injuriously; mistreating, especially physically. 

• Coercive - to compel by force, intimidation, or authority, especially without regard 

for individual desire or volition: to bring about through the use of force or other 

forms of compulsion; exact: to dominate or control, especially by exploiting fear, 

anxiety, etc.  

• Demeaning - to lower in dignity, honor, or standing; debase. 

• Disciplinary - punishment inflicted by way of correction and training.  

• Convenience - anything that saves or simplifies work, adds to one's ease or 

comfort. 

• Punishment - a penalty inflicted for an offense, fault, etc.  

• Retaliatory - done in order to take revenge.  

• Prone Restraint - a physical restraint in which an individual is held face down on 

a floor or other surface.  

• Supine Restraint - a physical restraint in which an individual is held face up on a 

floor or other surface. 

• Lateral Floor Restraint - a physical restraint in which an individual is held 

horizontally on a floor or other surface. 

 

  

• Proactive 

• Reactive 

• Emergency/ Crisis 

• Recovery 
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Emergency Physical Restraints 

• Used only in emergency and always as a last resort 

• Never used for convenience or punishment 

• Staff must be trained 

• Must be reported to the case manager in a written incident report 

 

Use of Restraints Requires an Individually-Based Limitation (IBL) 

• Must be approved by CME 

• Used in emergency and as a last resort 

• Must be in accordance with ODDS-approved behavior intervention curriculum (all 

staff supporting the person must be trained) 

 

Additional Requirements for Children in Residential and Host Home Settings (SB 710) 

 

Restraints and Involuntary Seclusion - Requirements for Children’s 24 Hour 

Residential and Host Home Providers  

 

• When a restraint can be used 

• Prohibitions and limitations on the types of restraints that can be used 

• Quarterly reporting 

• Notification requirements when a restraint is used 

• Debrief incident requirements 

• Data collection methods 

 

Definitions 

• “Restraint” means the physical restriction of a child’s actions or movements by 

holding the child or using pressure or other means.  
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o Restraint includes any physical restraint, chemical restraint, mechanical 

restraint, emergency physical restraint, Safeguarding Intervention, or 

Safeguarding Equipment.  

o Restraint does not include escorting a child without use of force to safety by 

the hand or arm or assisting the child with a task if the child is not resisting  

• “Involuntary seclusion” means the confinement of a child alone in a room from 

which the child is prevented from leaving by any means.  

o “Involuntary seclusion” does not include age-appropriate time-out if the 

time-out is in a setting from which the child in a setting is not prevented 

from leaving. 

• "Program Supervisor" is a trained program staff person who is designated by the 

Executive Director to authorize the ongoing application of the restraint or 

involuntary seclusion of a child. The designated program supervisor must be 

trained in the ODDS-approved behavior intervention curriculum, specifically in 

the type of restraint or involuntary seclusion being used.  

• “Reportable injury” means any type of injury to a child, including but not limited to 

rug burns, fractures, sprains, bruising, pain, soft tissue injury, punctures, 

scratches, concussions, abrasions, dizziness, loss of consciousness, loss of 

vision, visual disturbance, or death.  

 

Limitations on the Use of Restraint  

Providers may not place a child in a restraint or involuntary seclusion unless:  

• The intervention is necessary to break up a physical fight or to effectively protect 

a person from an assault, serious bodily injury or sexual contact; or,  

• The child’s behavior poses a reasonable risk of imminent serious bodily injury to 

the child or others and less restrictive interventions would not effectively reduce 

that risk; and,  

• The intervention is not a prohibited restraint. 

 

Prohibited Restraints 

Prohibited restraints include:  
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• Nonincidental use of a solid object, including the ground, a wall, or the floor, to 

impede an individual’s movement, unless the restraint is necessary to gain 

control of a weapon.  

• Pressure or risk of pressure on neck/throat or mouth unless the restraint is 

necessary for the purpose of extracting a body part from a bite.  

• Anything that impedes or risks impeding breathing.  

• Intentional placement of hands, feet, elbows, knees, or object on neck, throat, or 

genitals.  

• Pressure or risk of pressure on stomach, chest, joints, throat, or back by a foot, 

knee, or elbow.  

 

Additional Requirements for restraints or seclusion 

When a restraint or seclusion is allowed by a circumstance identified above the 

following must be true:  

• the intervention uses the least amount of physical force and contact possible  

• The restraint or involuntary seclusion is used only for as long as the child’s 

behavior poses a reasonable risk of imminent serious bodily injury;  

• The individuals placing the child in the restraint are trained, as required by the 

department by rule, in the use of the type of restraint or involuntary seclusion 

used;  

• Each person who participates in the restraint is trained in the use of the type of 

restraint applied;  

• The program staff continuously monitor the child for the duration of the restraint 

or involuntary seclusion  

• The restraint or involuntary seclusion is performed in a manner that is safe, 

proportionate, and appropriate, taking into consideration the child’s chronological 

and developmental age, size, gender identity, physical, medical and psychiatric 

condition and personal history, including any history of physical or sexual abuse. 
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Authorization to Continue a Restraint  

• When a restraint allowed by a circumstance above has lasted 15 minutes, the 

program must get authorization to continue the restraint from a Program 

Supervisor. A "Program Supervisor" is a trained program staff person who is 

designated by the Executive Director to authorize the ongoing application of the 

restraint or involuntary seclusion of a child.  

• Authorization must be given every five minutes after the first authorization. For 

example, this means authorization is required at 15 minutes, 20 minutes, and 25 

minutes. Authorization may be verbal if the supervisor is on-site or may be 

written in an electronic format such as an email or text message. The written 

authorization must document why the restraint or involuntary seclusion continues 

to be the least restrictive intervention to reduce the risk of imminent serious 

bodily injury in the given circumstances. The designated program supervisor 

must be trained in the ODDS-approved behavior intervention curriculum, 

specifically in the type of restraint or involuntary seclusion being used. If the 

supervisor is not on-site at the time the restraint is used, the supervisor may 

provide the written authorization electronically.  

• The program must provide the child with adequate access to the bathroom and 

water at least every 30 minutes. 

 

Notification of Restraint: 

• The agency shall maintain a record of each incident in which a reportable injury 

arises from the use of a restraint or involuntary seclusion. The record under this 

subsection must include any audio or video recording immediately preceding, 

during and following the incident.  

• If a provider places a child in a restraint or involuntary seclusion the provider 

must immediately, but not later than one business day following the restraint or 

involuntary seclusion, provide the child’s services coordinator, attorney, court 

appointed special advocate (CASA), and parents or guardians verbal or 

electronic notification that a restraint or involuntary seclusion was used. If a 

program places a child in a restraint or involuntary seclusion and the child suffers 
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a reportable injury arising from the restraint or involuntary seclusion, the program 

provider shall immediately provide the department, the child’s attorney, court 

appointed special advocate and parents or guardians with written notification of 

the incident and upon request, access to copies of all records related to the 

restraint or involuntary seclusion, including any photographs and audio or video 

recordings.  

• All incidents involving restraint or involuntary seclusion must be documented in 

an incident report as required by OAR 411-323-0063 and must also include all 

the following:  

• The date of the restraint or involuntary seclusion.  

• The date of the restraint or involuntary seclusion.  

• The times when the restraint or involuntary seclusion began and ended.  

• A description of the child’s activity that necessitated the use of the restraint or 

involuntary seclusion.  

• The efforts the program used to deescalate the situation and the alternatives 

to restraint or involuntary seclusion attempted before placing the child in the 

restraint or involuntary seclusion 

• The names of each person who placed the child in the restraint or involuntary 

seclusion and who monitored or approved the placement of the child in the 

restraint or involuntary seclusion when applicable.  

• If any person involved in the restraint is not currently trained in the restraint 

used the Incident Report must contain a description of the training deficiency 

and the reason a person without the proper training was involved in the 

restraint or involuntary seclusion  

Debriefing Meeting:  

When a restraint or involuntary seclusion must be reported, the program provider 

must hold a debriefing meeting with each person involved in the restraint or 

involuntary seclusion, including the child, not later than two business days following 

the restraint or involuntary seclusion. Written notes of each debriefing meeting must 

be taken and provided to the Residential Specialist, attorney, CASA, and the child's 

parent or guardian. This meeting may be held virtually or in person.  
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Agency Policies and Procedures  

An agency endorsed to provide 24 Hour Residential or Host Home services must 

have policies and procedures for the agency to follow when a child is placed in a 

restraint or involuntary seclusion, consistent with Department policy and Oregon 

Administrative Rule. 

 

Data Collection and Quarterly Reporting Requirements 

All Children’s 24-Hour Residential and Host Home agencies must collect the data 

and submit quarterly reports to ODDS using the forms and procedures identified by 

ODDS. See transmittal DD-AR-21-072 for quarterly report requirements and 

submission instructions: https://www.oregon.gov/dhs/SENIORS-

DISABILITIES/DD/Transmittals/21072.pdf  

 

Psychotropic Medications 

• Any medication capable of affecting the mind, emotions, 

and behavior 

• Only by written authorization by a medical or mental 

health practitioner 

• Include clear dosage and administration instructions 

• Monitored for intended response as well as adverse 

consequences 

 

Prescribed Psychotropic PRNs 

• Not allowed by rule 

• Exceptions to the rule requires an ODDS review and approved variance 

• PRN Psychotropics are never considered when they are for the convenience of 

the provider or staff and must be prescribed by a medical professional  

 

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Transmittals/21072-SB710-Quarterly-Report.xlsm
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Transmittals/21072.pdf
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Transmittals/21072.pdf
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Transmittals/21072.pdf
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Side Effects and Balancing Tests 

• Required prescriber review  

• Physician signs off on the form that the benefits of the medication outweigh 

potential side effects  

• Completed when first ordered and annually 
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Example Variance Request Memo and Additional Questions 
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Additional Questions for PRN Psychotropic Medication Variances 

Does the individual consent to the use of the PRN medication as part of their plan? 

 Yes   No 

Does the individual’s team support the use of the PRN medication? 

 Yes   No 

Provide the following documentation: 

1. A protocol supplemented by the Positive Behavior Support Plan, approved by the 

ISP Team, which addresses the following items: 

• A description of how the behaviors or psychiatric conditions are manifested or 

displayed by the person 

• A description of the least intrusive measures that are to be taken before 

medication is given, starting with proactive strategies moving to more restrictive 

supports as appropriate 

• A description of the person’s actions or behaviors that warrant the administration 

of the prn psychotropic medication 

• A detailed description of the authorization process for using the prn psychotropic 

medication (include the roles and responsibilities for all persons involved in the 

decision-making and administration process at the time administration of the 

medication is indicated) 

• A detailed description of how the provider/caregivers will monitor the individual 

after the prn medication has been administered (plan must be specific about 

length of time the individual will be monitored, signs/symptoms being monitored, 

when it will be determined that monitoring is no longer needed) 

• A description of what actions are anticipated if the prn psychotropic medication is 

effective, or is not effective; and what the provider is to do when the medication is 

effective, or is not effective 

• A description of the physical location and where within that location or file the 

documentation of the individual’s behavior and the behavior support plan 

interventions or protocol will be found; (example- specific location in Therap; 

paper tracking and where the document is found, etc.) 
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• Measures to be taken to prevent abuse or diversion of the medication, e.g., 

counting the medication, maintaining only one dose on hand, etc.; 

Describe the plan (including frequency of reviews or triggering events that will result in 

a review) for the ISP Team’s, review of the following 

• The implementation of the individual’s behavior support plan or protocol 

(including use of least intrusive measures) 

• The individual’s behavior support plan or protocol when the medication has not 

been used (in time frame specified by the ISP Team) 

• The individual’s behavior support plan or protocol when the medication is 

administered, e.g., review by the ISP Team of occur following any administration, 

following more than 3 doses a week, etc. 

• Consideration when prn will no longer be used for the person 

2. A copy of the current order from a prescriber for the use of the prn psychotropic 

medication. 

• Is the medication being prescribed to address comfort for an individual under 

hospice care?  

 Yes   No 

• How often does the prescriber review the PRN medication, including the 

completion of balancing tests? 

Please include this information along with the DHS 6001 form to request a variance for 

the use of the PRN medication. 
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Supporting Jack 

 

 

• Jack is a 23-year-old man who is new to your services.  

• His family and the case manager both said he sometimes has aggressive 

behaviors toward family and staff.  

• Jack does not have a PBSP.  

• Last week, Jack had three significant incidents of physical aggression. During 

one incident, one of your staff had a finger broken, during another a computer 

was thrown against the wall and broken.  

• Jack’s case manager has authorized Professional Behavior Services, but Jack 

has declined.  

What options do you have?  
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Resources 

Trauma Informed Oregon: https://traumainformedoregon.org/  

Oregon ODDS Website: https://www.oregon.gov/dhs/SENIORS-

DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/behavior-professional-

resources.aspx  

Find a Behavior Professional: https://www.oregon.gov/dhs/SENIORS-

DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/consultants.aspx 

Oregon Intervention System Link: https://www.asioregon.org/oregon-intervention-

system/  

CPI: https://www.crisisprevention.com/Legislation/Oregon-Chapter-581-Prohibiting-

Use-of-Mechanical 

Balancing Test Forms Link (de4110): https://sharedsystems.dhsoha.state.or.us/forms/  

SB 710 Link: https://www.oregon.gov/dhs/PROVIDERS-

PARTNERS/LICENSING/CCLU/Pages/SB710.aspx  

  

https://traumainformedoregon.org/
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/behavior-professional-resources.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/behavior-professional-resources.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/behavior-professional-resources.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/consultants.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/consultants.aspx
https://www.asioregon.org/oregon-intervention-system/
https://www.asioregon.org/oregon-intervention-system/
https://www.crisisprevention.com/Legislation/Oregon-Chapter-581-Prohibiting-Use-of-Mechanical
https://www.crisisprevention.com/Legislation/Oregon-Chapter-581-Prohibiting-Use-of-Mechanical
https://sharedsystems.dhsoha.state.or.us/forms/
https://www.oregon.gov/dhs/PROVIDERS-PARTNERS/LICENSING/CCLU/Pages/SB710.aspx
https://www.oregon.gov/dhs/PROVIDERS-PARTNERS/LICENSING/CCLU/Pages/SB710.aspx
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Notes and Reflection 

Use this section to take notes during orientation session on Delivering 

Positive Behavior Supports. You may use this Participant Guide and 

these notes when taking the post-test.  
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Abuse Investigations 

Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Recognize that the agency must inform staff that they are mandatory reporters  

• Recognize the importance of reporting abuse directly to an appropriate entity  

• Recognize incidents that require notification and written incident reports 

• Identify specific information that must be included in incident reports  

• Recognize protective service instructions and recommended actions  

• Retrieve training resources 

 

Reflections on service equity 

We all perceive things differently and this impacts how we see abuse and 

serious incidents.   

• If a person doesn’t “seem” to need assistance, would you be prone to not see 

potential abuse?  
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• How might you perceive an experienced and knowledgeable staff and not 

recognize potential abuse?  

 

• How might unconscious bias impact how you perceive abuse or serious incidents?  

 

Session Topics 

• Preventing and Reporting Abuse and Neglect 

• Investigations 

• Incident Reporting 
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Preventing and Reporting Abuse and Neglect 

 

Key Responsibilities as a Provider Agency Leader 

 

• Ensure policies and procedures are in place to prevent and report abuse 

• Train staff on what is considered abuse 

• Report suspected abuse, even if doing so may negatively impact your agency 

 

This is not just a rule, this is the law. 

 

Additional Reporting Requirements for Children 

• If a crime has been committed, contact local law enforcement 

• Call the safe line (for Residential or Host Home settings, ask that the report go 

to OTIS) 

• Notify the child’s case manager 

• Note the screener’s name, the report number and any required actions you are 

given 

• Complete any required actions given (these may come from Child Welfare)  

• Complete a detailed incident report 

 

855-503-7233 (SAFE) 

Remember: You do not need permission to call 911 
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Abuse Includes 

Abuse Reporting 

Communicate to your staff that everyone is a mandatory reporter  

• Notify each mandatory reporter of reporting requirements 

• Develop policies and procedures around abuse reporting 

 

Mandatory Abuse Reporting Card 

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-

PARTNERS/Pages/Mandatory-Reporting-Adults-DD.aspx  

Physical Abuse Verbal Abuse Sexual Abuse

Neglect
Financial 

Exploitation
Involuntary 
Seclusion

Wrongful Restraint Abandonment Death

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/Mandatory-Reporting-Adults-DD.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/Mandatory-Reporting-Adults-DD.aspx
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Actions a Provider Agency may NOT take related to an Abuse Investigation  

 Take adverse/ negative action against an employee making an abuse report. 

 Discharge, transfer or terminate the employee as a form of punishment. 

 Reduce services a person is receiving from your agency. 

 Restrict access to agency events, staff, resources to individual in your 

services. 

 Require abuse reports be reported internally for review to be reviewed to 

determine if it needs to be reported to an investigator. 

 Require staff to notify their supervisor before making an abuse report and ask 

their permission. 

 Conduct your own agency review unless the abuse investigator asks for your 

agency to help. 

 Provide a copy of an incident report to an individual's legal representative 

when the report is part of an abuse investigation. 
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Serious Incident 
Definition 

(Oregon Administrative Rule citations are from OARs in effect  

November 1, 2019.) 

Act of Physical 

Aggression 

OAR 411-317-0000 (160) " "Physical Aggression" means 

an intentional action taken by an individual meant to harm 

another person that results in injury, including to the 

individual. 

Death Any death under any circumstance. 

Emergency Medical 

Care 

OAR 411-317-0000 (79) "Emergency Medical Care": 

(a) Means an individual receives care from any of the 

following: 

(A) An urgent care center. 

(B) Emergency room. 

(C) Emergency medical technicians regardless of 

whether the individual is transported. 

(D) A psychiatric intervention team regardless of 

whether the individual is transported. 

(E) Care delivered in a physician's office that is typically 

received in an emergency room or urgent care 

center. 

(b) Emergency medical care does not include medical 

care by a paid provider or routine physical health care 

at an urgent care center or emergency room. 

(Note: If an individual is admitted to the hospital from the Emergency 

Room, record only the Unplanned Hospitalization in CAM. You do not 

need to record the Emergency Medical Care, because the data points 

are the same.) 
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Serious Incident 
Definition 

(Oregon Administrative Rule citations are from OARs in effect  

November 1, 2019.) 

Emergency Physical 

Restraint 

OAR 411-317-0000 (80) "Emergency Physical Restraint" 

means a manual physical restraint that is: 

(a) Part of an ODDS approved behavior intervention 

curriculum. 

(b) Delivered by a designated person trained to 

deliver the intervention. 

(c) Not a safeguarding intervention. 

(d) Not included in a Positive Behavior Support Plan 

or not agreed to in an individually-based 

limitation. 

Medication Error with 

Adverse 

Consequences 

OAR 411-317-0000 (133) "Medication Error with Adverse 

Consequences" means any medication error that results in 

direct harm or jeopardizes an individual’s health and safety 

resulting in emergency treatment or a required call to the 

prescriber. 

Note: OAR 411-317-0000 also defines “Medication Error”: 

(132) "Medication Error" means the following: 

(a) A medication to address a condition or illness 

that, if the condition or illness is left untreated 

may likely result in hospitalization or bodily injury, 

was: 

(A) Taken in the wrong dosage; or 

(B) Administered by the wrong route; or 

(C) Not given. 

A medication was given to a person for whom it was not 

prescribed. 

Missing Person An individual is missing without support beyond the time 

frame identified in the individual’s ISP. 
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Serious Incident 
Definition 

(Oregon Administrative Rule citations are from OARs in effect  

November 1, 2019.) 

Psychiatric 

Hospitalization 

Admission for any length of time for psychiatric treatment. 

(Note: This does not include a “hold”. Report a psychiatric hold in 

CAM as Emergency Medical Care.) 

Safeguarding 

Intervention/ 

Equipment 

Resulting in Injury 

 

Any use of a Safeguarding Intervention/Equipment that 

results in an injury 

Suicide Attempt 

Any incident in which any individual actively engages in a 

non-fatal, self-directed, potentially injurious action with an 

intent to die because of that action; which may or may not 

result in an injury. 

(Notes: This does not include suicidal ideation/threats of suicide 

without a physical attempt. When a death results from a suicide, enter 

the death in CAM.) 

Unplanned 

Hospitalization 

Any unplanned admission to a hospital. 
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Agency Policies and Procedures Requirements 

If there is reasonable cause to believe that a person has been abused, this must be 

reported immediately.  

• Anyone who suspects, observes or initially discovers the potential abuse must 

be the one to make the report 

• Your agency is NOT allowed to screen these reports and “filter” out what gets 

reported - any and all suspected instances of abuse MUST be reported  

• Your agency may not conduct its own investigation 

• Any report of abuse or suspected abuse may NEVER result in punishment 

 

Filing an Abuse Report 

• Contact your local CDDP to report abuse at 855-503-7233 (SAFE) 

• Report within one business day 

• Implement any protective services directed by the abuse investigator 

• If a crime has been committed, contact local law enforcement 

 

  

Train your staff that they do not need 

permission to report suspected 

abuse or neglect 

IF THEY THINK SOMEONE IS IN 

DANGER OR BEING HURT, CALL 911 

IMMEDIATELY! 
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Investigations 

 

Abuse Investigations: Jackson County, Oregon 

While you are watching this interview jot down some notes. 

 

 

 

 

Abuse Investigations and Death Reviews 

• CDDPs investigate allegations of abuse for adults 

• For children, abuse investigations may be conducted by state investigators  

• Some abuse investigations may also involve Child Welfare investigators or 

law enforcement  
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The Provider’s Role Working with Protective Services 

Implement any actions the CDDP or OTIS investigator requires to protect the 

person 

• If you are unable to complete the assigned action, you must immediately notify 

the investigator  

• Implement protective services in the least invasive manner  

• Ensure the person’s independence in their daily life 

• Report back the outcome of the protective service to the investigator upon 

completion 

 

Your Responsibilities During an Abuse Investigation 

• Support staff reporting abuse 

• Protect reporters against retaliation 

• Protect and support all individuals during an abuse investigation 

• Allow the investigator to conduct the investigation (do not do it yourself) 

• Ensure you have enough staff available during the investigation 

• Learn about and train your staff about trauma informed care and how to 

support those involved or those who witnessed.  

• Comply with the recommended actions the abuse investigator/case manager 

gives you 

• Remain in communication with the abuse investigator 

 

Death Reviews: Abuse Investigators 

All deaths require a formal review for indicators of abuse. Investigators must review 

circumstances and: 

• Determine if cause is from abuse or neglect 

• Follow similar process as abuse investigations 
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Incident Reporting 

 

Purpose of Incident Reports 

• Helps prevent reoccurrences 

• Detects a pattern of incidents and prevents them from getting worse 

• Provides information that can help determine which supports are working and 

which aren’t 

• It is required 

 

What Incidents Require Reporting 

In compliance with OAR, a provider must complete a written incident report for any 

of the following: 

• Serious incidents  

• Allegation of abuse 

• Use of a safeguarding intervention 

• Use of an emergency crisis strategy when a person has a Temporary 

Emergency Safety Plan (TESP) 

• Fire requiring the services of a fire department 

• Incidents requiring a written incident report per Oregon Administrative Rules  

Certified Medicaid Provider Agencies must report: 

• Alleged Abuse 

• Serious Illness/Injury (Notification, only) 

• Death        

• Suicide Attempt 

• Physical Aggression    

• Emergency Restraint     

• Emergency Crisis Strategy used w/TESP 

• Fire requiring Fire Dept 

• Use of Safeguarding Intervention/Equipment  
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• Medication Error with Adverse Consequences 

• Emergency Medical Care 

• Unplanned Hospitalization 

• Psychiatric Hospitalization 

• Missing Person 

NOTE: This information is based on Oregon Administrative Rules, effective November 1, 2019.  
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Incident 

Incident Reporting Requirements 

Definition 

Allegation of 

Abuse 

Mandatory reporter responsibility is personal to the individual who 

witnesses or otherwise suspects abuse. Requirement is not met by 

informing supervisor or submitting form to supervisor. Report must 

be to CDDP, CW, or other appropriate investigative authority. (1-

855-503-SAFE) Contact Police as necessary. 

Emergency 

Physical 

Restraint 

Any use of an emergency physical restraint when the specific 

restraint is not included in a Positive Behavior Support Plan. 

Use of a 

safeguarding 

intervention or 

safeguarding 

equipment 

Any use of a Safeguarding Intervention/Equipment 

Suicide Attempt 

Any incident in which any individual actively engages in a non-

fatal, self-directed, potentially injurious action with an intent to die 

because of that action; which may or may not result in an injury. 

Does not include self-injurious behavior that is not suspected to be 

suicidal. 

Act of Physical 

Aggression 

"Physical Aggression" means an intentional action taken by an 

individual meant to harm another person that results in injury to the 

individual or any other person. 

Missing Person 

Individual has been reported as missing and where about is 

"unknown. An individual is absent from the supports necessary to 

keep them healthy and safe beyond the timeframes identified in 

the individual's ISP. Does not include an individual's choice to not 

attend a service (or to depart early from the service) when no 

safety risks are present. 

Death Any death, under any circumstance 
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Incident 

Incident Reporting Requirements 

Definition 

Unplanned 

Hospitalization 

Any unplanned admission to a hospital. (Does not include planned 

stays for procedures.) 

Emergency 

Medical Care 

Any serious illness, injury, accident, or mental health crisis 

requiring emergency medical or psychiatric care from an urgent 

care center, emergency room, a physician's office (when the type 

of care t is typically received in an emergency room or urgent care 

center) or from emergency medical technicians or a psychiatric 

intervention team, whether or not the individual is transported.  

Psychiatric 

Hospitalization 

Admission for any length of time for psychiatric treatment. Does 

not include “holds.”  

Medication Error 

with Adverse 

Consequence 

OAR 411-317-0000 (133) "Medication Error with Adverse 

Consequences" means any medication error that results in direct 

harm or jeopardizes an individual’s health and safety resulting in 

emergency treatment or a required call to the prescriber.  

 

Note: OAR 411-317-0000 also defines “Medication Error”:  

(132) "Medication Error" means the following:  

 (a) A medication to address a condition or illness that, if the condition or 

illness is left untreated may likely result in hospitalization or bodily injury, 

was:  

 (A) Taken in the wrong dosage; or  

 (B) Administered by the wrong route; or  

 (C) Not given.  

 (b) A medication was given to a person for whom it was not prescribed. 

Use of an 

emergency crisis 

strategy when an 

individual has a 

TESP 

Emergency crisis strategies with restraining qualities 
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Incident 

Incident Reporting Requirements 

Definition 

Fire requiring the 

services of a fire 

department 

Any fire for which a fire department responds and provides any 

service. 

Note about 

Police 

Involvement 

Agencies are not required by rule to complete an incident report 

solely because a person has an interaction with law enforcement, 

however, if law enforcement becomes involved in an incident, such 

as Physical Aggression with injury, then the agency should include 

the law enforcement information on the incident report form. It is a 

good idea to notify the individual’s case manager when law 

enforcement becomes involved with an individual. 

Serious Illness 
A physical condition which, if left untreated, is likely to result in 

hospitalization or bodily injury up to or including death. 

Serious Injury  

Bodily harm that appears to pose a risk of imminent threat to life or 

limb and without intervention, a person is at risk of death or 

potential permanent lifelong injury. 
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Incident 

Type 

Who To Contact 

(as applicable) 

Timelines for 
Reporting 

 

(*Note: Can be made 

by phone, email, in-

person, etc.) 

Alleged 

Abuse 

• Local CDDP 

• Local Law Enforcement (if a crime occurred) 

• Child Welfare (if a child is involved) 

• Abuse Hotline 

Immediate 

Death 

• CME 

• Individual’s Guardian/Legal Representative  

• Any significant person identified by the 

individual to be contacted  

• Any other agency delivering services to the 

individual 

Immediate, no 

more than one 

business day 

Emergency 

Physical 

Restraint 
• CME 

Immediate, no 

more than one 

business day  

(timelines in an 

individual’s TESP 

can supersede this 

timeline requirement) 

Missing 

Person 

• CME 

• Local Law Enforcement Agency 

• Individual’s Guardian/Legal Representative  

• Any significant person identified by the 

individual to be contacted 

• Any other agency delivering services to the 

individual 

Immediate 
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Incident 

Type 

Who To Contact 

(as applicable) 

Timelines for 
Reporting 

 

(*Note: Can be made 

by phone, email, in-

person, etc.) 

Serious 

Illness or 

Injury 

• CME 

• Individual’s Guardian/Legal Representative  

• Any significant person identified by the 

individual to be contacted 

• Any other agency delivering services to the 

individual 

Immediate, no 

more than one 

business day 

Safeguarding 

Intervention/

Equipment 

Resulting in 

Injury 

• CME 

• Individual’s Guardian/Legal Representative  

• Any significant person identified by the 

individual to be contacted 

Immediate, no 

more than one 

business day 

(timelines in an 

individual’s TESP 

can supersede this 

timeline requirement) 
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Recommended Actions  

  Recommended Actions: Can be assigned by a CME, CDDP Abuse 

Investigator or OTIS. 

Purpose: Actions taken to prevent further abuse or to minimize the risk of 

the future occurrence of a serious incident. 

Notification: CME or OTIS will contact you and inform you of the action(s) 

that you will be required to implement and the due date. 

Alternative Solution: If you are unable to implement the action, and can 

provide an explanation to the CME or OTIS as to why you are unable to, 

they will work with you to find an alternative solution  

Follow Up: You will need to follow up with the CME or OTIS staff who 

assigned the recommendation to your agency and notify them once 

completed. You will also want to report on any delays and provide an 

explanation for the delays.  
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Notifications can be made by: 

• Phone 

• In person  

• Email 

• In writing  

• Verbally 

They must be documented 

 

 

Provider Responsibilities in Reviewing Incident Reports 

• Document how you will prevent reoccurrence 

• Involve the Behavior Professional and Nurse if applicable  

• Have a review/QA system in place  

• Ensure all required parties who need or require notification were notified 

• Maintain in the person's confidential file 

• Submit to Case Management Entity (CME) 

 

Recommended Actions and Agency Reviews 

The purpose of a recommended action is to prevent the incident or abuse from 

occurring again 

• You must complete the recommended action within the timeframe specified 

• Report back to the CME 
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Example: Incident Report (IR) 
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Resources 

OAR: https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/ODDSRules/411-
375.pdf  

Abuse reporting links: https://www.oregon.gov/dhs/abuse/Pages/index.aspx  

Link to Mandatory Abuse Reporting Card: https://www.oregon.gov/dhs/SENIORS-
DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/Mandatory-Reporting-Adults-
DD.aspx  

Link to CDDP Main office numbers: https://www.oregon.gov/dhs/SENIORS-
DISABILITIES/DD/Pages/county-programs.aspx  

Link to County Directory (all CDDP employees: managers, case managers, 
investigators, etc.): https://www.oregon.gov/DHS/SENIORS-
DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/DD-County-Directory.pdf  

ODHS/OHA-OTIS-Mandatory Reporting Abuse-Reporting for Individuals Working 
with Adults Who Experience IDD-2020: 
https://wd5.myworkday.com/oregon/learning/course/d1b3cb4577c801a7868c1fa3ed
01df17?type=9882927d138b100019b928e75843018d  

ODHS-ODDS-Mandatory Reporting for Children: 
https://wd5.myworkday.com/oregon/learning/course/0e745ff88b3b01371ce149afac0

1be58?type=9882927d138b100019b928e75843018d  

SAFE Hotline: 1-855-503-7233 (SAFE) 

Trauma Informed Oregon: https://traumainformedoregon.org/  

  

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/ODDSRules/411-375.pdf
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/ODDSRules/411-375.pdf
https://www.oregon.gov/dhs/abuse/Pages/index.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/Mandatory-Reporting-Adults-DD.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/Mandatory-Reporting-Adults-DD.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/Mandatory-Reporting-Adults-DD.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Pages/county-programs.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Pages/county-programs.aspx
https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/DD-County-Directory.pdf
https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/DD-County-Directory.pdf
https://wd5.myworkday.com/oregon/learning/course/d1b3cb4577c801a7868c1fa3ed01df17?type=9882927d138b100019b928e75843018d
https://wd5.myworkday.com/oregon/learning/course/d1b3cb4577c801a7868c1fa3ed01df17?type=9882927d138b100019b928e75843018d
https://wd5.myworkday.com/oregon/learning/course/0e745ff88b3b01371ce149afac01be58?type=9882927d138b100019b928e75843018d
https://wd5.myworkday.com/oregon/learning/course/0e745ff88b3b01371ce149afac01be58?type=9882927d138b100019b928e75843018d
https://traumainformedoregon.org/
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Notes and Reflection 

Use this section to take notes during orientation. You may use this 

Participant Guide and these notes when taking the post-test.  
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Monitoring and Inspections 

 

Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Describe what happens before, during, and after monitoring, inspections, and 

licensing reviews  

• Recognize your roles in cooperating with the processes 

• Identify what is expected for a Plan of Correction 

• Identify the different actions that could be taken if there are violations 

• Identify additional resources to support you  

 

Session Topics 

• Monitoring 

• Inspections and Licensing Reviews 

• Licensing Violations 

• Other Inspections and Reviews 

 

Reflections on service equityff  

• How do you feel when people come to your home and you haven’t 

expected them? 
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• Do you have expectations on how guests will act? 

 

• How can you support people when others enter their home? 

 

• How might interruptions to their day affect them?  
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• How can we try to minimize any unnecessary interruptions while your agency 

is going through any monitoring and inspections?  

 

 

Monitoring 

 

Case Manager Responsibilities: Monitor the Service Plan 

• Service Monitoring 

• Site Monitoring 

 

Provider’s Role 

✓ Respond to the case manager when asked about the person and their 

supports 

✓ Provide access for the case manager to perform monitoring 

✓ Collaborate with the case manager to address any issues 

The case manager is your ally in supporting the person 

 

Site Assessment 

• Providers must submit a site survey for all provider owned, operated, or 

controlled locations where they offer either Employment Services or Day 

Support Activities or facility-based Community Living Supports 

• Complete the site assessment form online 
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Inspections and Licensing Reviews 

State Inspections 

• Are required 

• State licensors will conduct inspections  

• Usually are unannounced: 

o Coincide with licensing activities, such 

as renewals 

o Conducted based on complaints 

received  

Licensing Inspections and Reviews 

• Observation of service delivery 

• Interviews with people supported and staff 

• Inspection of the provider’s documentation  

• Physical inspection of the site  

 

Licensing Violations 

 

How Licensing Violations May Be Communicated During the Review 

• During the review: the licensor may 

require immediate correction before 

they leave 

• At the end of the review: the licensor 

will meet with the provider and give a 

high-level overview of violations that 

were found during the review 
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If you aren’t in compliance with the OARs you will receive a report that identifies rules 

you are not following. 

• You MUST write a Plan of Correction (POC) 

• The licensor may need to come back for a follow-up inspection  

• You may receive a serious violation letter 

• You will always receive a licensing report, and it provides you a list of citations 

outlining all of the areas you need to address 

 

Plan of Correction (POC) 

• Your plan of correction needs to outline how you will fix the violation and prevent it 

from happening again in the future 

• May require additional proof of correction be submitted (e.g., a copy of an 

updated protocol). 

• Required to be submitted to ODDS Licensing  

 

Serious Violations Letter 

• Lists actions to take  

• Actions are required to be completed  

• Providers are required to respond to the letter 

 

Advisory Letters 

• Area of reported noncompliance 

• Instructions to correct issue 
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What May Happen if Problems are Serious or Not Corrected 

Examples 

• Your agency may not be able to receive referrals or placements without 

written approval from ODDS 

• Your staff may be required to complete additional training 

• Your certificate or license may be suspended 

• Civil penalties may be charged 

 

Administrative sanctions and corrective actions could include: 

 
 

Corrective Actions (Administrative Sanctions) 

• Administrative sanctions are designed to enhance the protection of individual 

rights and to maintain the individual’s health and safety. Administrative 

sanctions one of tools used to encourage timely correction of provider issues. 

ODDS attempts to apply administrative sanctions that match the severity of 

the violation(s) of statute or rule. There may be times when ODDS issues 

more than one administrative sanction for the same violation. The types of 

Administrative Sanctions that the Department may impose include conditions, 

civil penalties, revocation, denial of an application, refusal to renew and 

immediate suspension. 

Conditions Civil Penalties Denial

Refusal to 
Review

Revocation
Immediate 
Suspension
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Conditions:  

•  A restriction or limitation on how the agency may operate; or the addition of 

specified requirements to be met for the agency to operate. A condition placed 

on the Medicaid Agency Certificate would apply to the entire agency, unless 

specifically stated in the condition. A condition on an endorsement would 

apply to the program operating under that endorsement, unless specifically 

stated in the condition. A condition placed on a license is specific to the 

licensed site. 

 

Examples:   

• Limiting the number of individuals that may be served 

• Limiting the type of services and supports the agency can provide 

• Requiring additional staff 

• Requiring additional training 

• Requiring additional documentation 

• Restricting specific person(s) from being on premises 

• Restricting admissions or referrals to the agency 

 

Civil Penalties:  

• A civil penalty is an amount that the provider is ordered to pay as the result of 

one or more violations of Oregon Administrative Rules. Oregon statutes (ORS 

427.90) authorize ODDS to impose civil penalties for violations. Civil penalty 

amounts are listed in the OARs. Some civil penalties carry amounts as high as 

$500 per violation per day, up to $6000 in a 90-day period.   

• Civil Penalty example: In 2020, ODDS was authorized in statute to impose 

civil penalties on providers for failure to implement COVID-19 precautions. 

The amount of the civil penalty was set at up to $500 per violation.  Civil 

penalties were imposed on agencies for violations such as failure to ensure 

staff wore face coverings, allowing staff who were ill with COVID symptoms to 

work or to return to work earlier than allowed in rule. 
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• Civil Penalties are issued in a formal notice, which identifies the specific 

violation(s), lists civil penalty amount(s) and contains information about 

hearing rights and instructions for requesting a hearing. Timely response is 

required. If a provider wants to have a hearing, then the hearing request must 

be submitted within 20 days of the date the notice was mailed.   

 

Denial, Refusal to Renew, or Revocation:  

• The Department may deny an application, refuse to renew, or revoke an 

endorsement when the agency (or any person own 5% or more of the agency) fails 

to maintain their Medicaid Agency Certificate, demonstrates substantial failure to 

comply with Oregon Administrative rules that apply to the program, falsifies 

information, is convicted of a crime that would result in a denied background check 

or a misdemeanors associated with operation of the agency, or has been placed 

on the excluded or debarred provider list by the Office of the Inspector General.  

 

ODDS may take action if any of the following apply to an applicant or any person who 

owns 5% or more of the agency: 

• substantial failure to comply with the 

rules  

• provide false information on the 

application 

• conviction of a crime that would result in 

a failed background check 

• convicted of a misdemeanor associated 

with operation of the agency 

• federal government has determined they 

not eligible to be paid with federal funds  

 

  

If ODDS refuses to renew or 
revokes your certificate, 
endorsement, or license, 
you can no longer provide or 
be paid for services.  
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Immediate Suspension:  

• ODDS may immediately suspend a certificate, endorsement or license, without a 

pre-suspension hearing, when ODDS determines that there is a serious and 

immediate threat to individual health and safety.  When this is necessary, ODDS 

delivers a written notice that will identify the specific reasons for the determination. 

The agency may not continue operating the service(s.)  

• ODDS determines that there is a serious and immediate threat to individual health 

and safety 

• ODDS delivers a written notice that will identify the specific reasons for the 

determination.  

• The agency may not continue operating the service(s) 

 

Complaints 

• Complaints can be made at any time to anyone  

• Take complaints seriously  

• Have a policy in place on how to address complaints and train staff 

• Assign roles and train staff on how to process and handle complaints 

• Document and maintain complaint records 

 

Complaint and Complaint Reviews 

• Certain complaints will rise to the level of a complaint review 

• Complaint reviews are always unannounced 

• Licensors will review the areas included in the complaint and may review 

other records or concerns observed while on site 

• You will receive a report  

• You will be required to complete a Plan of Correction 
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Hearings 

• Requests for hearings MUST be in writing 

• Timelines outlined in the OARs for requesting a hearing: 

o  Denial and Refusal to Renew – within 60 days 

o  Revocation or Suspension – within 21 days 

• Hearings will not delay any immediate license suspensions 

 

Other Inspections and Reviews 

 

Other Local, State, and Federal Agency Inspections 

Could include  

• Occupational Safety and Health Administration (OSHA)  

• Bureau of Labor & Industries (BOLI)  

• City code enforcement  

• Fire authority 

 

Health and Safety Inspections/Reviews 

• What they are 

• When they are conducted 

• Who does them 

• How they vary across service types and settings 

 

  

If your agency is inspected by 

another agency (other than 

ODDS), refer any questions to 

that agency  
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Endorsement-Specific Health and Safety Inspections 

• Make arrangements for health and safety inspections every five years 

• Know that inspections must cover all areas and buildings where services are 

delivered 

• The inspections must be performed by: 

o The Oregon Occupational Safety and Health Division 

o A provider agency’s worker’s compensation insurance carrier 

o An appropriate expert, such as a licensed safety engineer or consultant as 

approved by the Department  

o The Oregon Health Authority, Public Health Division, when necessary 

 

The inspection must cover all the following: 

• Hazardous material handling and storage 

• Machinery and equipment used at the service site 

• Safety equipment 

• Physical environment 

• Food handling, when necessary 

 

  

The documented results of the 

inspection, including 

recommended modifications or 

changes and documentation of 

any resulting action taken, must be 

kept by the provider for five years. 
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Resources 

 

ODDS Licensing Website: https://www.oregon.gov/dhs/providers-

partners/licensing/idd-licensing/pages/index.aspx  

 

Provider Site Assessment: https://www.oregon.gov/dhs/SENIORS-

DISABILITIES/DD/Pages/provider-site-assessment-resources.aspx  

 

DD Licensing Communication/Email Changes: 

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Transmittals/22048.pdf  

  

https://www.oregon.gov/dhs/providers-partners/licensing/idd-licensing/pages/index.aspx
https://www.oregon.gov/dhs/providers-partners/licensing/idd-licensing/pages/index.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Pages/provider-site-assessment-resources.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Pages/provider-site-assessment-resources.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/Transmittals/22048.pdf
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Notes and Reflection 

Use this section to take notes during orientation session on Monitoring 

and Inspections. You may use this Participant Guide and these notes 

when taking the post-test. 
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Staffing Requirements 

Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Recognize your agency is 

responsible for all actions or 

inactions of your staff 

• Identify basic qualifications for staff 

providing developmental disability 

services  

• Retrieve staff qualifications in the 

OAR rules 

• Discuss principles around 

maintaining personnel records 

• Identify staff training resources 

• Recognize basic staffing requirements  

 

Session Topics 

• Recruiting Staff  

• Interviewing and Hiring 

• Onboarding and Training 

• Leading and Supervising 

 

Reflections on service equity  

• What do you bring to your services based on your own beliefs and 

values?  
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• How to those values shape your decisions about staffing? 

 

• What are the benefits of hiring people who represent the cultures or other 

identities of the people you support?  

 

• How can we include the people you support in the hiring process?  
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Recruiting Staff  

 

Creating a Plan for Staffing 

  

  

  

  

  

  

Recruiting and 
screening based 

on service setting 
staffing 

requirements and 
needs

Interviewing 
and Hiring 

Onboarding 
and Training

Leading and 
Supervising
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Supporting People with Complex Support Needs 

Questions you will want to ask yourself: 

• Does your agency have the staff the person will 

require?  

 

 

• Does your staff have the training and experience?  

 

• Do you have enough staff to support ALL people you are supporting? 
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• Does the time the person will need fit the makeup of your setting?  

 

 

Individualized Staffing 

It is the responsibility of the owner to ensure there are appropriate staffing levels at all 

times to assure the health and safety as well as availability to support community 

inclusion activities. 

 

Staffing Considerations – Joanne Furman 

While you are watching, jot down some notes about what Joanne has to say 

about staffing.  
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Recruiting Staff 

Impact Oregon connects job 

seekers with jobs in the 

intellectual and developmental 

disabilities field.  

• Online job posting sites  

• Local newspapers  

• Radio ads 

• Community college’s 

cooperative work experience programs  

• Some agencies have their own websites with current openings 

 

What You Can Do to Ensure Required Qualifications 

• Verify staff meet all OAR criteria 

• Check references 

• Document qualifications and references checked 

• Retain evidence in personnel files  
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Interviewing and Hiring 

 

Choosing My Own Staff 

While you are watching Tim talk about choosing his staff, jot down notes.  

 

 

 

 

 

 

 

  

  

  

  

  

  

You must have applicants complete 

an application which includes a 

question asking whether the 

applicant has had a founded report 

of child abuse or substantiated 

adult abuse. 
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Onboarding and Training 

Self-Reflection  

• What are some things you would include in onboarding?  

 

• Who will be responsible for onboarding new staff?  

 

• What are some things you could do to make sure the onboarding process is 

being implemented the way you want it to happen? 
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• How will you train staff to each person's plan and support documents?  

 

Onboarding: Required Training 

• Mandatory Abuse Reporting training 

• CPR/First Aid 

• 12 hours of in-service training annually 

• ISP Training and training on each person’s plan 

• Agency policies and procedures 
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The Oregon Core Competencies Training 
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Required Training Based on Individual Needs 

• Medical support needs (e.g., pica) 

• Positive Behavior Support Plans 

• Delegated Nursing Tasks 

• ISP Support needs 

• Protocols 

• Specialized diet and guidelines 

• Staffing guidelines 

 

Documenting Training: Planning and Reflection 

Look at the training required for a service type you plan to offer.  

  

• What training documents will you require to be maintained in your personnel file?  

 

• What documentation will you maintain in a different location?  
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• What is your agency’s plan for ensuring staff qualifications are met and trainings 

are up to date?  
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Staff Training Matrix 

ALL Medicaid Agency staff must complete: 

 Mandatory Abuse Reporting training (prior to delivering services) 

 CPR/First Aid (within 90 days of hire) 

 12 hours of in-service training annually (Employment and Behavior Professional 

providers have specific requirements for courses or topics that can be used to 

meet the 12-hour requirement.) 

 Each person’s Individuals Support Plan (or Provider Service Agreement) 

including all protocols and all other support documents prior supporting an 

individual. (Documentation of training is required.) 

 Agency’s Emergency Plan (Required for all site-based services & strongly 

recommended for community-based services. (Documentation of training is 

required for site-based services.) 

Remember to train all staff on your agency’s policies and procedures. 

24 Hour Residential, Supported Living and Host Home staff must also complete: 

 Direct Support Professional (DSP) Core Competencies 

 Tier 1-before working unassisted and within 2 months of start date 

 Tier 2 – within 3 months of start date  

 

Community Living Supports staff must also complete:  

 6 hours of preservice training that must include training on the ISPs or Service 

Agreements, Mandatory Abuse Reporting. 

 

Community Living Supports (Standard Model) staff must also complete:  

 12 hours per year of training related to the delivery of community living supports 

in addition to 12 hours required for all staff.   



Agency Executive Director Orientation 
Participant Guide 

 
Staffing Requirements 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [207] 

Employment staff must complete: 

 6 hours of preservice training that must include training on the ISPs or Service 

Agreements, Mandatory Abuse Reporting. 

 Complete at least one competency based supported employment training course 

within 90 days of employment  

 Complete the Employment Professional Core Competencies with 12 months of 

hire. 

 There are specific training requirements for Benefits Counseling and Discovery 

services and annual training hours have specific requirements. These are 

outlined in the Worker Guide-Employment Professional Qualifications and 

Training: https://www.oregon.gov/dhs/EMPLOYMENT/EMPLOYMENT-

FIRST/Policy/Employment-Professional-Qualifications-Training-Worker-

Guide.pdf  

 

  

https://www.oregon.gov/dhs/EMPLOYMENT/EMPLOYMENT-FIRST/Policy/Employment-Professional-Qualifications-Training-Worker-Guide.pdf
https://www.oregon.gov/dhs/EMPLOYMENT/EMPLOYMENT-FIRST/Policy/Employment-Professional-Qualifications-Training-Worker-Guide.pdf
https://www.oregon.gov/dhs/EMPLOYMENT/EMPLOYMENT-FIRST/Policy/Employment-Professional-Qualifications-Training-Worker-Guide.pdf
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When Staffing Goes Wrong 

Read the story below answer the questions 

A new staff is being trained on supporting someone who is immobile.  

They noticed that the person's shin was red and indented and they 

were attempting to itch under their arms. The staff saw a buildup that 

was "as thick as cottage cheese" and asked the seasoned staff for 

help. 

The seasoned staff replied, "I think they should have had a shower 

yesterday, but because it is such a pain and a big job, they probably 

didn’t.” 

An additional staff said, "They are supposed to shower every other day 

but because we are short staffed, we can’t shower them, so it equates 

to every 4 days.”  

The new staff also noted that the person was never repositioned, their 

clothes were sideways, and their teeth weren’t brushed. 

 

• Write at least two steps your agency will take to prevent this type of situation from 

happening in your services.  
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• Discuss ways your agency can identify staff issues like these early on.  

 

 

Leading and Supervising 

Leading and Supervising Staff 

• Supervising: Overseeing the operations, tasks, and responsibilities of an 

organization 

• Leading: How you supervise 

 

Self-Reflection  

• How do you lead?  
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Retaining Good Staff and Building a Healthy Work Environment  

 

While you are watching provider Joanne Furman, jot down some notes 

about what she says and how it applies to what we’ve discussed:  

 

 

 

 

Trauma Responsivity for Staff 

• How will your agency support staff who has been part of a 

challenging event?  
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• What will your agency do if a staff is injured?  

 

• How will your agency create staffing levels so that staff can "tap in" to support 

other staff during a challenging event?  

 

• What are some other actions we can take to support staff’s emotional and 

psychological safety as well?  
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Scheduling and Attendance: Ensuring You Have Enough Staff 

Oregon Staffing Report Requirements 

• Oregon law requires 24-hour Residential providers to submit staffing data 

annually to ODDS  

• If you are endorsed to provide 24-

hour residential service, you will 

receive information about the 

reporting  

• Participation is not optional 

• Data from the staffing reports is used 

by the state legislature and the 

Department to make decisions about 

funding and policies related to the 

DSP workforce  

• Oregon produces a report on the data collected 

Staffing Requirements  

Adult residential Settings 

• 5 or fewer individual = 1 staff onsite 

• 6 or more individuals= 1 staff for every 15 individuals onsite 

• 11p-6a staff onsite 

• Limits to home-alone 

• (ISP team decision) 

• Staff must be available 

• Staff ratios per contract & ISP 
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Children’s residential Settings 

• 5 or fewer individual = 1 staff onsite 

• 6 or more individuals= 1 staff for every 15 individuals onsite 

• 11p-6a 1 AWAKE onsite staff 

• Staff ratios per contract & ISP 

 

Supported Living 

• Appropriate to number and needs of individuals 

• On-call person/agency 24/7 availability to respond 

• Staff ratios per contract 

 

Host Homes 

• Appropriate to needs of kids w/ and w/o ISPs and other care dependent 

individuals in home 

• Caregiver/staff present when child is home 

• Not left alone in vehicle unless approved by ISP 

 

Community Living Supports 

• Day Support Activities 1:8 (min staff) 

• Sufficient to meet needs 

• per ISP/PSA 

• 1 staff with first aid/CPR & trained to ISPs 

• CLS – if the person requires 2:1, hours per ISP/FNA (or authorized exception) 
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Employment  

• Sufficient to meet needs 

• Per ISP/PSA 

• 1:8 (min) for path & small group 

• JC/Disc are 1:1 (no groups) 

• 1 staff w/ first aid/CPR training to ISPs 

 

Training and Records Include 

• Annual trainings 

• Transcripts of online training 

• Training checklists developed by your agency 

• ISP trainings 

• Behavior intervention curriculum certification 

• Agency policies and procedure training 

• First aid/CPR cards 

• Training on updates to support documents (PBSP, Nursing Care Plans, Protocols, 

etc.) 

 

Maintaining Personnel Records 

• ODDS Licensing Checklist can be used to QA your personnel file  

• Licensors will be looking at the same thing 
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Plans for Recruiting and Retaining Staff Discussion  

• What are your ideas for recruiting your staff?  

 

• How will you plan to retain your staff?  
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Resources 

 

Background Check Resources and Links 

The Background Check Unit (BCU) provides background check services and 

support to all ODHS and Oregon Health Authority (OHA) divisions for 

employment purposes, for those who provide services or seek to provide 

services as a contractor, subcontractor, vendor or volunteer, or are employed by 

qualified entities that provide care and are licensed, certified, registered or 

otherwise regulated by ODHS or OHA. 

Training for Provider Agencies or Branches regulated by DHS or OHA 

The administrative rules require that most staff and provider contacts who 

process background check information must successfully complete training to 

become a Qualified Entity Designee (QED). The training materials are available 

by contacting the BCU training coordinator at (503) 378-5470 or toll-free at (888) 

272-5545. You may also e-mail bcu.info@dhsoha.state.or.us and indicate that 

you would like the current training materials. 

In order to stay up to date on QED requirements and rule changes, eSubscribe to 

the Background Check website. Background Check Unit (BCU) Homepage: 

https://www.oregon.gov/dhs/BUSINESS-SERVICES/CHC/Pages/index.aspx  

 

BCU-ORCHARDS webpage (training videos for QEDs—this is NOT the QED 

training mentioned, above. This is ORCHARDS system training.) 

https://www.oregon.gov/dhs/BUSINESS-

SERVICES/CHC/Pages/ORCHARDS.aspx  

General BCU information: bcu.info@dhsoha.state.or.us  

Qualified entity designee (QED) training and 

information: bcu.qed@dhsoha.state.or.us  

mailto:bcu.info@dhsoha.state.or.us
https://service.govdelivery.com/service/subscribe.html?code=ORDHS_254
https://www.oregon.gov/dhs/BUSINESS-SERVICES/CHC/Pages/index.aspx
https://www.oregon.gov/dhs/BUSINESS-SERVICES/CHC/Pages/ORCHARDS.aspx
https://www.oregon.gov/dhs/BUSINESS-SERVICES/CHC/Pages/ORCHARDS.aspx
mailto:bcu.info@dhsoha.state.or.us
mailto:bcu.qed@dhsoha.state.or.us
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Fingerprint information for BCU background 

checks: bcu.FP.info@dhsoha.state.or.us 

Impact Oregon: https://impactoregon.careers/  

 

Links to frequently accessed ODDS trainings, including DSP Core Competencies, 

Employment Professional Core Competencies and Mandatory Abuse Reporting 

trainings can be found on the ODDS Providers and Partners Training web page: 

• https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-

PARTNERS/Pages/training.aspx 

Many ODDS online trainings require a Workday Learning account. Instructions to 

create a Workday Learning account and to find courses in Workday Learning are 

contained in the Workday Learning – Guide for ODDS Partners: 

https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-

PARTNERS/Documents/Workday-Learner-Guide-ODDS-Partners.pdf  

 

Staff Stability Site: https://www.oregon.gov/dhs/SENIORS-

DISABILITIES/DD/DataReports/Staff-Stability-UCEDD-ODDS-Report-2020.pdf  

  

mailto:bcu.FP.info@dhsoha.state.or.us
https://impactoregon.careers/
https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/training.aspx
https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Pages/training.aspx
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/Workday-Learner-Guide-ODDS-Partners.pdf
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/Workday-Learner-Guide-ODDS-Partners.pdf
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/DataReports/Staff-Stability-UCEDD-ODDS-Report-2020.pdf
https://www.oregon.gov/dhs/SENIORS-DISABILITIES/DD/DataReports/Staff-Stability-UCEDD-ODDS-Report-2020.pdf
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Staffing Checklists 

Instructions for completing the Staffing Checklists for the licensing renewal or 

certification renewal. 

 

*Staff training hours. The time frame you use for tracking 12 hours of in-service training 

is up to you. Record the hours based on hire date + 12 months or January to 

December. 

 

**Background check dates. Document the date of the approved background checks for 

new hires in the past 2 years. Document the date of the latest approved background 

check for staff employed for more than 2 years. Background checks are required for all 

staff every 2 years 
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For any trainings out of date or qualifications not met found during your review, include 

your plan for correction below. If the issue is corrected by the time of your licensing 

review no citation will be issued.  

Issue: Plan for Correction: Date to be Completed: 

Example: S2’s CPR expired 

1/1/22 

Schedule next CPR training. 

Will not work alone until then. 
3/1/22 
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Provide information on current staff. 

Medicaid Agency: Staffing Checklist 

Agency Name:       

Address:       

Staff Code S1 S2 S3 S4 S5 S6 S7 

Staff initials                                           

Hire date (Date hired)                                           

18 Years old (Checkmark 

indicates age was verified) 
       

References checked 

(checkmark indicates yes) 
       

Job description signed 

(checkmark indicates yes) 
       

Expiration date of 

Oregon Driver’s License  

If not a driver fill in ‘n/a’. 
                                          

Expiration date of vehicle 

insurance. 

If not a driver fill in ‘n/a’. 

                                          

Expiration date 

Professional Licenses (if 

applicable) 

                                          

*For each of the following categories, please attach a copy of each item. 

*Background check (Enter 

date of approval from 

background check unit, copy 

of letter) 

                                          

*US Legal worker 

(copy of I-9) 
       

*CPR certificate 

expiration date (copy of 

card) 
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Medicaid Agency: Staffing Checklist 

Agency Name:       

Address:       

Staff Code S1 S2 S3 S4 S5 S6 S7 

*First aid certification 

expiration date (copy of 

card) 

                                          

*Mandatory abuse 

training (copy of form or 

certificate) 

       

Executive Director 

Qualifications: 

(check one and include 

documents) 

 Bachelor’s Degree  2 years’ experience in I/DD, MH, Rehab, 

Soc. Svs or related field 

 6 Years’ experience in in I/DD, MH, Rehab, Soc. Svs or related 

field in lieu of Degree 

Form Completed by:       

Contact Number:       
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24 Hour Residential Staffing Checklist 
Agency Name:       

Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 

Staff Initials                                                             

Date Hired                                                             

Date of 
substantiated 

abuse 

                                                            

Inquired about 
founded reports 
of child abuse or 

substantiated 
adult abuse on 

agency 
application 

(yes or no) 

                                                            

18 Years or Older 
(checkmark indicates 
you have verified age) 

          

18 Years or Older 
(checkmark indicates 
you have verified age) 

          

References 
checked 
(yes or no) 

                                                            

Job description 
signed 

(date signed if hired in 
past 2 years) 

                                                            

12 hours annual 
in-service training 

(total hours in past 2 
years) *see below for 

instructions 

                                                            

Documentation of 
complaints filed 
against staff, if 

any (yes or no or N/A) 

                                                            

Documentation of 
substantiated 

abuse, if any (yes 

or no or N/A) 

                                                            

Background 
check (Enter date of 

approval from 
background check unit) 

**see instructions 

                                                            

Date of I-9  

(if hired in the last 2 
years) 

                                                            

Training in 
Confidentiality 

(date of training) 

                                                            

CPR/First Aid  
(Expiration dates) 

                                                            

Mandatory 
abuse  

(Expiration dates)  
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24 Hour Residential Staffing Checklist 
Agency Name:       

Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 

OIS training 
(Expiration dates and 

levels) 
                                                            

Core 
competency: 

Tier 1 

                                                            

Core 
competency: 

Tier 2 

                                                            

Driver’s License 
Expiration Date 
(if required to transport 

individuals)  

                                                            

Professional 
Licenses, if 

applicable, such 
as an RN 

(exp. date of license) 

                                                            

Emergency 
Disaster Training 

(date of last training) 

                                                            

Nursing task 
delegation / 

training 
(expiration date) 

                                                            

Training on 
ISP’s and 
support 
documents 

P1           

P2           

P3           

P4           

P5           

PBSP 
training by 
Behavior 
Professional 
(date of training)  

P1                                                             

P2                                                             

P3                                                             

P4                                                             

P5                                                             

Form completed by:       
Date:       
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Host Home Staffing Checklist 
Agency Name:       

Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 
Staff Initials                                                             

Date Hired                                                             

Date of 
substantiated 

abuse 

                                                            

Inquired about 
founded reports 
of child abuse or 

substantiated 
adult abuse on 

agency 
application 

(yes or no) 

                                                            

18 Years or Older 
(checkmark indicates 
you have verified age) 

          

References 
checked (yes or no) 

                                                            

Job description 
signed (date signed if 

hired in past 2 years) 

                                                            

12 hours annual 
in-service training 

(total hours in past 2 
years) *see below for 

instructions 

                                                            

Background 
check (Enter date of 

approval from 
background check unit) 

**see instructions 

                                                            

Training in 
Confidentiality 

(date of training) 

                                                            

CPR/First Aid 
certificate 

expiration dates 

                                                            

Mandatory 
abuse 

expiration date  
                                                            

OIS training 
expiration 
date and level 

(G, IF, etc.) 

                                                            

Core 
competency: 

Tier 1 

                                                            

Core 
competency: 

Tier 2 
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Host Home Staffing Checklist 
Agency Name:       

Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 
Driver’s License 
Expiration Date 
(if required to transport 

individuals)  

                                                            

Professional 
Licenses, if 

applicable, such 
as an RN 

(exp. date of license) 

                                                            

Emergency 
Disaster Training 

(date of last training) 

                                                            

Nursing task 
delegation / 

training 
(expiration date) 

                                                            

Host Home 
Policies and 
Procedures 
(date of training) 

                                                            

Basic Rights and 
HCBS 

Protections in 
Place 

(date of last training) 

                                                            

Confidentiality 
Standards 

(date of last training) 

                                                            

Person-Centered 
Planning and 

Person-Centered 
Practices 

(date of last training) 

                                                            

Medical services 
and supports 
information 

(date of last training) 

                                                            

Medical services 
and supports 
information 

(date of last training) 

                                                            

Infection control 
and disease 

reporting 
(date of last training) 

                                                            

Positive behavior 
supports 

(date of last training) 
                                                            

Emergency 
preparedness 
and response 
(date of last training) 
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Host Home Staffing Checklist 
Agency Name:       

Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 
Documentation 

Standards 
(date of last training) 

                                                            

Incident and 
serious incident 

reporting 
(date of last training) 

                                                            

Oregon 
Administrative 

Rules and how to 
find them 

(date of last training) 

                                                            

Trauma informed 
care 

(date of last training) 
                                                            

Risk mitigation 
and the dignity of 

risk 
(date of last training) 

                                                            

Transition to 
adulthood 

(date of last training) 
                                                            

Employment 
(date of last training) 

                                                            

Guardianship and 
educational 
surrogates 

(date of last training) 

                                                            

Sexual 
development and 

sexual health 
(date of last training) 

                                                            

Suicide 
prevention 

(date of last training) 
                                                            

Training on 
ISP’s and 
support 
documents 

P1           

P2           

P3           

P4           

P5           

PBSP 
training by 
Behavior 
Professional  

P1                                                             

P2                                                             

P3                                                             

P4                                                             

P5                                                             

Form Completed by:       

Date:       
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Community Living Supports Endorsement Staffing Checklist 
Agency Name:       

Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 
Staff Initials                                                             

Date Hired                                                             

18 Years or Older 
(checkmark indicates 
you have verified age) 

          

References 
checked (yes or no) 

                                                            

Job description 
signed (date signed) 

                                                            

6 hours annual 
in-service training 

(6 hours annual in-

service training includes 
mandatory abuse 

training, ISP training 
and/or Service 

Agreement training) 

                                                            

Background 
check (Enter date of 

approval from 
background check unit) 

**see instructions 

                                                            

CPR/First Aid 
certificate 

expiration dates 

                                                            

Mandatory 
abuse 

expiration date  
                                                            

OIS training if 
needed 

expiration date and level 
(G, IF, etc.) 

                                                            

Form Completed By:       

Date:       
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Employment Staffing Qualification Checklist - Renewal 
Agency Name:       

County:       

Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 
Staff Initials                                                             

Date Hired                                                             
411-323-0050(5) 

Inquired about 
founded reports 
of child abuse or 
substantiated 
adult abuse on 
agency 
application 
(yes or no) 

          

411-323-0050(9)(a) 

18 Years or Older 
(yes or no) 

                                                            

411-323-0050(10)(a) 

References 
checked 
(yes or no) 

                                                            

411-323-0050(9)(k) 

Job description 
signed (date signed if 

hired in past 2 years) 

                                                            

411-323-0050(9)(j) 

12 hours annual 
in-service training 
(total hours in past 2 
years) *see instructions 

                                                            

411-323-0050(10)(d) 

Documentation of 
complaints filed 
against staff  
(yes / no / N/A) 

                                                            

411-323-0050(10)(e) 

Documentation of 
substantiated 
abuse 
(yes / no / N/A) 

                                                            

411-323-0050(10)(D) 

Background 
check 
(Enter date of approval 
from background check 
unit) **see instructions 

                                                            

411-323-0050(9)(b) 

Date of I-9 
(if hired in the last 2 
years) 

                                                            

411-323-0050(9)(d) 

Training in 
Confidentiality 
(date of training) 

                                                            

411-323-0050(10)(g) 

CPR training date 
within 90 days of 
hire 
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Employment Staffing Qualification Checklist - Renewal 
Agency Name:       

County:       

Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 
411-323-0050(10)(g) 

Current CPR 
certificate 
expiration dates 

                                                            

411-323-0050(10)(g) 

First aid training 
date within 90 
days of hire 

                                                            

411-323-0050(10)(d) 

Mandatory abuse 
training date for 
staff hired in last 
2 years  
(must be prior to 
supervising individuals) 

                                                            

411-323-0050(10)(c) 

Annual 
mandatory abuse 
training  
expiration date  
(for staff hired more than 
2 years ago.) 

                                                            

411-323-0050(10)(h) 

Driver’s License 
Expiration Date 
(if required to transport 
individuals) 

                                                            

411-323-0050(9)(c) 

Professional 
Licenses, if 
applicable, such 
as an RN  
(exp. date of license) 

                                                            

411-345-0030(6)(a)-(e) 

Department-
approved training 
based on above 
job type provided 
within 90 days of 
hire 

                                                            

411-345-0035 and 411-
345-0170 

OIS training 
expiration date 
and level  
(G, IF, etc. if required) 

                                                            

411-345-0030(6)(c)  

Core 
Competencies 
within one year of 
hire date 
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Employment Staffing Qualification Checklist - Renewal 
Agency Name:       

County:       

Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 
411-345-0035(8) 

Emergency 
Disaster Training 
(date of annual training) 

                                                            

Training on 
ISP’s and 
support 
documents 

P1           

P2           

P3           

P4           

P5           

411-345-0030(3)(4)(5)(6) Employment Professionals: 
Job Coach           

Job Developer           

Discovery 
Provider 

          

Small Group 
Provider 

          

Form Completed By:       

Date:       
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Supported Living Staffing Qualification Checklist - Renewal 
Agency Name:       

County:       
Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 

Staff Initials                                                             

Date Hired                                                             
411-323-0050(5) 

Inquired about 
founded reports 
of child abuse or 
substantiated 
adult abuse on 
agency 
application 
(yes or no) 

          

411-323-0050(8)(a) 

18 Years or Older 
(yes or no) 

                                                            

411-323-0050(9)(a) 

References 
checked 
(yes or no) 

                                                            

411-323-0050(8)(m) & 

(9)(f) 

Job description 
signed 
(date signed if hired in 
past 2 years) 

                                                            

411-323-0050(8)(l) 

12 hours annual 
in-service training 
(total hours in past 2 
years) *see instructions 

                                                            

411-323-0050(10)(d) 

Documentation of 
complaints filed 
against staff  
(yes / no / N/A) 

                                                            

411-323-0050(9)(d) 

Documentation of 
substantiated 
abuse 
(yes / no / N/A) 

                                                            

411-323-0050(6)(9)(b) 

Background 
check 
(Enter date of approval 
from background check 
unit) **see instructions 

                                                            

411-323-0050(8)(d) 

Date of I-9 
(if hired in the last 2 
years) 

                                                            

411-323-0050(8)(f) 

Training in 
Confidentiality 
(date of training) 
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Supported Living Staffing Qualification Checklist - Renewal 
Agency Name:       

County:       
Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 

411-323-0050(8)(k) 

CPR training date 
for staff hired in 
last 2 years: 
(must be within 90 days 
of hire) 

                                                            

411-323-0050(9)(g) 

Current CPR 
certificate 
expiration dates 

                                                            

411-323-0050(9)(g) 

First aid training 
date within 90 
days of hire 

                                                            

411-323-0050(10)(d) 

Mandatory abuse 
training date for 
staff hired in last 
2 years  
(must be prior to 
supervising individuals) 

                                                            

411-323-0050(10)(c) 

Annual 
mandatory abuse 
training  
expiration date  
(for staff hired more than 
2 years ago.) 

                                                            

411-323-0050(10)(h) 

Driver’s License 
Expiration Date 
(if required to transport 
individuals) 

                                                            

411-323-0050(9)(c) 

Professional 
Licenses, if 
applicable, such 
as an RN  
(exp. date of license) 

                                                            

411-328-0570(4) 

Documentation of 
6 hours of 
preservice 
training prior to 
supervising 
individuals to 
include: 
mandatory 
abuse, individual 
profiles transition 
plans and ISP’s 
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Supported Living Staffing Qualification Checklist - Renewal 
Agency Name:       

County:       
Staff Code SI S2 S3 S4 S5 S6 S7 S8 S9 S10 

411-345-0035 and 411-
345-0170 

OIS training 
expiration date 
and level  
(G, IF, etc. if required) 

                                                            

411-325-
0025(5)(a) 

Training on 
ISP’s and 
support 
documents 

P1           

P2           

P3           

P4           

P5           

Form Completed By:       

Date:       
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Notes and Reflection 

Use this section to take notes during the Staffing Requirements 

orientation. You may use this Participant Guide and these notes when 

taking the post-test.  
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Provider Financial 

Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Identify those items NOT paid for by ODDS  

• Retrieve expenditure guidelines  

• Recognize rate setting methods  

• Retrieve eXPRS training and resources 

• Recognize business information required to be sent to ODDS  

• Recognize audit and review processes 

 

Session Topics  

• Introduction to Provider 

Financials 

• Authorizations and Rates 

• Your Role with Claims in eXPRS 

• Reporting, Audits, and 

Compliance Reviews 

 

  



Agency Executive Director Orientation 
Participant Guide 

 
Provider Financial 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [236] 

Reflections on service equity  

Reflect for a minute on your experiences working with local or state 

government. What are your expectations for how you and/or others should be 

treated? 

 

 

Past experiences can affect someone’s trust and willingness to engage in the future. 

Negative experiences can discourage people from asking questions, reporting a 

problem or participating in county or state sponsored activities. 

 

Introduction to Provider Financials 

 

Claims and Payments 

• Enrollment 

• Payment Rates 

• Claims 

• Audits 

 

What is eXPRS?  

• Service Authorization  

• Initiate Claims for Payment 
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To Get Paid for the Services You Offer 

• You must be a fully qualified provider 

• Your services must be fully authorized in the person’s ISP 

• Your services must be delivered in compliance with rules 

 

What does it mean to be a Qualified Provider? 

• Certified as a Medicaid Agency 

• Endorsed for the specific service 

• Licensed (24 Hour Residential and Host Home only) 

• Enrolled as a Medicaid Provider 

 

 

 

  

• Your agency CANNOT be paid for any 

services delivered by your agency before 

you have completed all these steps.  

• Neither the certificate nor the provider 

enrollment can be made retroactive.  

• Do NOT provide services before both these 

processes are complete. 
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Keeping your certificate current 

• Know the expiration date of your certificate, endorsement, and license 

• Failure to renew ends your certificate 

• You cannot be paid if your certificate expires  

 

Service Authorization 

• Service must be authorized in the person’s ISP 

• Must have a copy of ISPs or PSAs for people you support 

 

Can You Bill for This? 

In Lashonda’s ISP it says your agency will provide Small Group 

Employment services 20 hours per week.  

This is the only service you provide to Lashonda.   

Her PSW was planning to support her to attend a concert yesterday, but the PSW was 

sick and could not go.  

Your agency provides 1:1 support for Lashonda while at work. Her 1:1 staff felt bad for 

Lashonda and provided support to her to attend the concert instead of working with her 

crew.  

Can you bill for this?  
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What You Can Do 

• Read the ISP or PSA 

• Review for correct services 

• Make sure authorizations in eXPRS match the ISP/PSA 

• If there is an error, contact the Case Manager eXPRS staff 

 

Current Providers Starting an Agency 

• Notify the CME of your plans to start 

an agency 

• Communicate with each person’s 

case manager 

• Expect the case manager to offer 

choice to the person 

• Notify the CME of the effective date 

 

Choice Advising 

• When a person changes residential services, the case manager is required to: 

• Present at least three options to a person 

• Include the option to receive support in the person’s own or family home 
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Service Delivery, Submissions, and Claims 

• Claims are paid only after the service has been 

delivered. 

• Submission of a claim is provider’s agreement that: 

• Services were delivered and comply with rules 

• Records of the service are maintained 

• Claim is true and accurate 

• Falsification may result in prosecution under federal and 

state laws 

• Claims must be submitted within 12 months of service 

delivery 

 

Authorizations and Rates 

Expenditure Guidelines/Rate Tables



Agency Executive Director Orientation 
Participant Guide 

 
Provider Financial 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [241] 

https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-

PARTNERS/Documents/ODDS-Expenditure-Guidelines.pdf 

 

Expenditure Guidelines/Rate Tables 

 

 

https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/ODDS-Expenditure-Guidelines.pdf
https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/ODDS-Expenditure-Guidelines.pdf
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What’s is My Rate?  

• Rate models are 

updated 

• Need to account for 

costs 
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Verify Your Rates 

• Some rates are manually entered: 

• Overpayments will be recovered 

• Errors resulting in too low of a rate need to be corrected within 12 months of the 

service delivery date 

 

Needs Assessment Determines the Service Level 

Based on ONA assessment, all adults, children, and adolescents are assigned a 

service group that corresponds to their assessed support needs. 

 

 

Staffing Assumptions for a 4-5 Resident Capacity Adult 24-Hour Home 

Service Group 
1 

Very Low 
2 

Low 
3 

Moderate 
4 

High 
5 

Very High 

Shared Daily 
Staffing Hours 

5.3 5.3 6.0 6.0 6.0 

Available Daily 
1:1 Hours 

-- -- 2.6 4.8 7.8 

Total Daily 
Staffing Hours 

5.3 5.3 8.6 10.8 13.8 
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Example: Support Hours in a 24-Hour Adult Home Based on Rates 

 

Total Support Hours Per Day for the Household = 44.0 Hours 

• Cover 5½, eight-hour shifts per day 

• Can be flexible in adapting to the needs of the household 

 

  

The four people have the following service groups: 

Person A: Moderate (8.6 hours per day of support) 

Person B: High (10.8 hours per day of support) 

Person C: High (10.8 hours per day of support) 

Person D: Very High (13.8 per hours per day of support) 

__________________________________________________ 

Total support hours per day for the household = 44.0 hours 
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Example General Staffing Patterns 

 

Rate Exceptions 

 



Agency Executive Director Orientation 
Participant Guide 

 
Provider Financial 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [246] 

 

Your Role with Claims in eXPRS 

 

Managing eXPRS Claims and Training Staff 

• Agencies are expected to develop expertise in using eXPRS 

• Assure authorizations are correct  

• Assure service is claimed correctly 

• Review any EVV entries 

• Ensure claims are based on services delivered 

• Use reports in eXPRS  

• Review unclaimed balances 

 

Residence Service Billing Cycle: 344 Billable Days Per Year 

 

Average absence from service = 21 days per year 

The daily residential rates include funding to cover absences.  

 

Example: If cost to provide supports is 

$100 per day 

$100 per day x 365 days per year = 

$36,500 

$36,500 divided by 344 days of service  

= $106.10 per day 

 

 

 

A residential provider cannot bill 

more than 344 days of 

service, because a full 365 days 

of service has been paid for in 

the first 344 days billed 



Agency Executive Director Orientation 
Participant Guide 

 
Provider Financial 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [247] 

Payment Adjustments 

 

Provider Liability Amounts/Accounts (PLA): A provider 

liability amount is an amount that is owed back from the 

provider due to an overpayment 

Client Liability Amounts/Accounts (CLA): For some services, 

such as 24-Hour residential and Supported Living, it is 

required that individuals with the financial resources 

contribute to their services and pay a part of the monthly 

rate. This is a federal requirement.  

 

 

Collecting Funds 

• Client Liability Amount/Account 

• Room and Board 

• Rent 

 

 

Delinquent Payments 

• Representative Payee 

• Financial exploitation 

• Violation of residency agreement 

 

Remember, a provider may not charge additional fees for Medicaid services 

 

 

 

If you are renting a home 

owned by the agency to a 

person you support in CLS or 

SL, you MUST have a formal 

lease or rental agreement in 

writing. 
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Documentation and Confidentiality 

• Have documentation and processes in place 

• Do not share passwords 

• Determine what you will do to terminate accounts of staff who leave 

 

Information Security  

• What procedures might you put in place?  

 

• What systems will you use?  

 

• How will you ensure security: 

o Ongoing?  
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o When a staff member leaves? 

 

 

Reporting, Audits, and Compliance Reviews 

 

Required Business Reporting 

• Application includes financial plan/business plan 

• Information about agency owners 

• Compensation for executives and staff 

• Staff turnover data 

• Annual Business Plan reporting (ODDS form) 

• Financial audits or tax documents based on revenue of agency 

• Other business reporting required by ODDS 
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Audit and Compliance Reviews 

• State and CMS 

• You must cooperate with these reviews 

 

Contract Compliance Review or CMS Audit 

 

ODDS Reviewers compare claims to: 

• your documentation 

• the ISP  

• rate guidelines 

 

Your Role in Reviews and Audits 

• Contact ODDS if you have questions: ODDS.Questions@dhsoha.state.or.us 

• Respond promptly 

• Submit all requested documentation 

 

Medicaid Fraud 

• Fraud is intentionally billing for service you did not provide 

• Careless or inappropriate billing practices can also result in negative outcomes 

• Fraud and issues that escalate to revocation of the provider number or certificate 

can result in owners being prohibited from accepting Medicaid funds 
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Resources 

 

Compass Training: https://www.oregon.gov/dhs/Compass-Project/Pages/Training.aspx  

 

eXPRS: https://www.youtube.com/watch?v=M7ZNsG_FigM  

https://apps.state.or.us/exprsWeb/exprsDocs/NewProviderInformation.pdf  

https://apps.state.or.us/exprsWeb/exprsDocs/  

 

Rate Models:  

https://www.oregon.gov/dhs/Compass-Project/Documents/New-Rate-Models.pdf 

https://www.youtube.com/watch?v=pb8NtdTpT2c  

https://www.oregon.gov/dhs/Compass-Project/Pages/Rate-Models.aspx  

 

Oregon Needs Assessment: https://www.oregon.gov/dhs/Compass-

Project/Pages/ONA.aspx  

 

Service Group Levels: https://www.oregon.gov/dhs/Compass-Project/Pages/Service-

Groups.aspx  

 

Expenditure Guidelines: https://www.oregon.gov/DHS/SENIORS-

DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/ODDS-Expenditure-

Guidelines.pdf  

 

https://www.oregon.gov/dhs/Compass-Project/Pages/Training.aspx
https://www.youtube.com/watch?v=M7ZNsG_FigM
https://apps.state.or.us/exprsWeb/exprsDocs/NewProviderInformation.pdf
https://apps.state.or.us/exprsWeb/exprsDocs/
https://www.oregon.gov/dhs/Compass-Project/Documents/New-Rate-Models.pdf
https://www.youtube.com/watch?v=pb8NtdTpT2c
https://www.oregon.gov/dhs/Compass-Project/Pages/Rate-Models.aspx
https://www.oregon.gov/dhs/Compass-Project/Pages/ONA.aspx
https://www.oregon.gov/dhs/Compass-Project/Pages/ONA.aspx
https://www.oregon.gov/dhs/Compass-Project/Pages/Service-Groups.aspx
https://www.oregon.gov/dhs/Compass-Project/Pages/Service-Groups.aspx
https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/ODDS-Expenditure-Guidelines.pdf
https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/ODDS-Expenditure-Guidelines.pdf
https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/ODDS-Expenditure-Guidelines.pdf
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Notes and Reflection 

Use this section to take notes during orientation session on Provider Financial. You 

may use this Participant Guide and these notes when taking the post-test. 
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Emergency and Fire 

Learning Outcomes 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Identify key requirements and provider responsibilities for emergency plans and 

fire safety based on services and settings 

• Recognize the importance of emergency information postings 

• Recognize the importance of having and training staff to the emergency and fire 

safety plans 

• Retrieve information about Emergency Plans 

• Identify what information needs to be prepared for people in case of emergency 

• Identify resources to support planning fire safety and site requirements based on 

the endorsement you are applying for 

 

Session Topics 

• Emergency Plans 

• General Fire Safety Requirements and Best Practices 

• Environmental Requirements 

• Fire Drills 

• Fire Evacuation Plans 
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Reflections on service equity  

• How do you manage things during a response based on your 

community and the people you will support? 

 

• How will you ensure the plans are presented in people’s preferred 

communication/language?  

 

• How do we plan to help people through any trauma they may experience while 

in an emergency? 
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Emergency Plans 

Name any disasters and emergencies 

that you might encounter in a geographic 

area where you plan to deliver services.  

 

 

 

What are some things you need to have ready in the event of a disaster or emergency 

situation?  
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The reality of emergencies 

• Sometimes people panic in an emergency.  

• Planning helps us react more effectively to keep everyone safe!  

 

Plans for handling disasters and emergencies 

• Your written emergency plan needs to address disasters and emergencies that 

could impact your program  

• Your plan should be developed to fit the services you provide and locations you 

provide them in.  

 

Common issues with emergency plans 

• Vagueness 

• Unclear or unrealistic direction 

• Out of date 

• Not reviewed 
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Developing Emergency Plans and Procedures 

• List of emergency supplies (including “go” bags for people and the house) 

o Food/water 

o Medications 

o First aid 

o Alternate fuel and food prep plans 

• Emergency phone numbers posted by all phones 

• Contact numbers/Communication Plan (staff and residents/team) 

• Staff role assignments 

• Training plans for staff’s responses 

• Specific locations for individual service sites 

• Plan with and for people on what to do in an emergency; whether they live in 

their own homes or go into their community independently  

• Evacuation routes and alternative locations 

• Individual summary sheets (printed) 

• Emergency Information Document (printed) 

 

Individual Summary Sheet 

• Demographics 

• Contact information 

• Requirements (vary by service setting) 

• Individual preferences, needs, and anticipated trauma responses 
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Emergency Information Document 

• Provides information about the person and their supports 

• Often kept with Individual Summary Sheet 

• Should be kept up to date 

• Readily available during an emergency (printed copy) 
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External Disaster Preparedness: Shelter in Place 

• Some disasters will require that your staff and people you support shelter in 

place (Examples: ice storm, earthquake, power outage, epidemic.). 

• Residential and Host Homes are required to keep emergency supplies on hand 

for at least 3 days of sheltering in place 

 

Shelter in Place Emergency Preparation 

• Let’s imagine that a large disaster has just occurred.  

• The structure(s) where your staff are providing support appear stable, but 

the power is out.  

• Local authorities are asking residents to stay off the roads due to downed 

powerlines and road failures.  

• How could your agency prepare for this situation? 
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Mass Evacuation Procedures 

A plan for relocation needs to include: 

• information on where you would relocate to 

• supplies, equipment, and records needed to be taken with people 

• how you will get people to the location (or multiple locations) 

• training staff to know their roles 

• how your agency will track people 

• notifications to ODDS, the case management entity, and guardians or 

representatives. 

• clear communication plan outlining who will take on what roles and make 

notifications 

 

Planning for Supports in a New Location 

• Deliver supports in compliance with the rules, even in the relocation site, such 

as a hotel 

• Ensure you have adequate staff 

• Create plans that address the needs of people 

• Create current emergency contact information for each person 

• Plan for maintaining sufficient medical, sanitation, and food supplies 

• Coordinate with other providers and family   

• Ensure that the plan works in each location where you are delivering services 

 

Pandemic Precautions 

• Document that staff are trained on standard precautions, infection control, and 

handwashing 

• Create and uphold policies that ensure both individuals and staff remain home 

when they are sick 

• Ensure you are not forcing your preferences and beliefs on people in your 

homes 

• Ensure a system is in place for preventing infectious diseases 
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Emotional Supports During a Crises Discussion 

• How can you help your staff?  

 

• How can you help the people you support?  
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Best Practices: Stories from the Real World  

• Ensure Off-Duty DSPs know where to 

report 

• Plan for alternative evacuation zones 

• Have advance agreements in place 

for hotels 

• Ensure that staff need to have a way 

to get fuel (transportation) 

• Have a plan so staff have a way to 

pay for agency-related items during 

an emergency  

• Have a plan to reach out to other regional providers for support during an emergency 

 

Emergency Training and Practice Plan 

• Document that staff are trained on the provider emergency plan or procedures 

• Conduct an annual practice of your emergency plan (such as a tabletop plan 

exercise) 

• Consider reviewing the plans with the people you support 
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How to Prepare for Emergencies  

While you are watching Emily Terry, Service Equity and Inclusion Manager 

talk about preparing for emergencies, jot down some notes about what you 

learn. 

 

 

 

Ongoing Emergency Preparedness 

• Review your emergency supplies to ensure all items are still there, nothing is out of 

date, and that any special needs of people you support are addressed 

• Check the emergency supplies quarterly 

• Make sure the individual summaries and emergency plans are updated 

General Fire Safety Requirements and Best Practices 

 

Key Responsibilities in All Service Settings 

• Ensuring that people can safely exit the service setting during emergencies 

• Training your staff to respond to people’s specific evacuation needs 
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Key Responsibilities for Providers’ Service Settings 

• Keeping up to date and complying with the applicable Oregon Administrative Rules, 

Oregon Fire Code and Oregon Building Code requirements that apply to the service 

setting 

• Ensuring adaptations for fire safety regardless of the service setting type. 

• Ensuring your site meets egress (leaving or exiting) requirements as outlined in your 

OAR 

• Ensuring that people can safely exit the service setting during emergencies 

• Holding drills, assessing, and documenting evacuation needs per your setting’s 

requirements 

• Training your staff to respond to people’s specific evacuation needs 

 

General Fire Safety Requirements Categories 

• Environmental 

• Fire Drills 

• Evacuation Assistance  

• Documentation 
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Service Setting Fire Drill/Evacuation Requirements1 

Service Setting 

24-Hour 
Residential 
Host Home 

(5 or 
fewer)2 

Supported 
Living 

Site Based 
Community 

Living 
Supports 

Site Based 
Employment 

Upon entry must assess individual’s 
ability to safely exit service setting and 
document the level of assistance 
required. 

X X3 X X 

Quarterly fire drills required. X   X 

Monthly fire drills required.   X  

Fire drill documentation required: X  X X 

• Date and time of the drill or simulated 
drill. 

X  X X 

• Location of the simulated fire or exit 
route. 

X  X X 

• Last names of all individuals and staff 
present on the premises at the time of 
the drill. 

X  X X 

• Type of evacuation assistance provided 
by staff to individuals as specified in 
each individual’s safety plan. 

X    

• Amount of time required by each 
individual to evacuate or staff 
simulating the evacuation. 

X    

• Amount of time required by each 
individual to evacuate if the individual 
needs more than the established time 
limit for the setting. 

  X X 

• Signature of the staff conducting the 
drill. 

X  X X 

Fire drill documentation kept for two years 
from the date of the drill. 

X  X X 

 

  

 
1 All information provided in this document is subject to change. It is the provider’s responsibility to assure that they keep up to date 
on the applicable Oregon Administrative Rules. 
2 Settings may be homes, apartments, or duplexes. 
3 Includes identifying how the individual evacuates their residence, specifying at a minimum the routes to be used and the level of 
assistance needed. 
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24-Hour Residential Service Setting: 
Assessment of Fire Evaluation Assistance and Fire Drill Requirements4 

 

Requirements 

Home/Duplex 
5 or Fewer 

People 

Apartment 
5 or Fewer 

People 

Home 
6-11 People 

Within 24 hours of an individual’s entry into 
the program the provider must assess the 
individual’s ability to evacuate in response to an 
alarm or simulated emergency. 

X X X 

Unannounced evacuation drills must be 
conducted when individuals are present, one 
per quarter each year with at least one drill per 
year occurring during hours of sleep.5 

X X X 

Fire drills must occur at different times during 
day, evening, and night shifts with exit routes 
being varied based on the location of a 
simulated fire. 

X X X 

Written fire drill documentation6 required: 
Date and time of the drill or simulated drill. 

X X X 

• Location of the simulated fire or exit route. X X X 

• Last names of all individuals and staff 
present on the premises at the time of the 
drill. 

X X X 

• Type of evacuation assistance provided by 
staff to individuals as specified in each 
individual’s safety plan. 

X X X 

• Amount of time required by each individual 
to evacuate or the staff simulating the 
evacuation.7 

X X X 

• The signature of the staff conducting the 
drill. 

X X X 

Fire drill records must be kept available on the 
premises for three years for licensing review 
purposes.8 

X X X 

 

 
4 All information provided in this document is subject to change. It is the provider’s responsibility to assure that they keep up to date 
on the applicable Oregon Administrative Rules. 
5 Fire drills during sleeping hours need to occur during hours that individuals are in deep sleep, i.e. usually between the hours 
between 1:00 a.m. and 4:00 a.m. 
6 Documentation must be done in ink. 
7 Standard time for evacuation is 3 minutes or less with or without staff assistance. 
8 Refer to applicable Oregon Administrative Rules for record retention requirements.  
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Service Settings Safety Review Requirements9 

Requirements 
24-Hr. 

Residential 
Settings 

Supported 
Living 

Facility Based 
Community 

Living 
Support10 

Employment11 

A documented safety review must 
be conducted quarterly to assure 
setting is free from hazards. 

X  X  

Quarterly safety review reports must 
be kept for three years.12 

X  X  

The interior and exterior must be 
safely maintained.13 

X X   

Initial fire and life safety inspections 
must be performed by the local fire 
authority or a Deputy State Fire 
Marshal as required by applicable 
OARs and/or Oregon Fire Code 
Requirements.14 

X X X X 

Once Every Five Years-Health & Safety Inspections 

At least once every five years, a 
provider agency must conduct a 
health and safety inspection. 

  X X 

The inspection must cover all areas 
and buildings where services are 
delivered to individuals, including 
administrative offices and storage 
areas. 

  X X 

 
9 All information provided in this document is subject to change. It is the provider’s responsibility to assure that they keep up to date 
on the applicable Oregon Administrative Rules. 
10 Community living supports are facility-based if delivered at a fixed location outside the home of the individual, i.e., site is 
operated, owned, or controlled by a service provider. 
11 The requirements in the grid apply to those employment providers that own, lease a suite, and regularly have individuals present 
and receiving services at the site. It should be noted that most employment services are delivered in community settings and not in 
provider owned, or leased sites. 
12 It is expected that the provider agency will act in a timely manner when health and safety issues are identified in the safety 
review. 
13 Refer to the applicable OAR for more physical environment requirements and safety supports. 
14 Refer to the applicable OAR for the service setting for more information. The documented results of the inspection, including 
documentation of recommended modifications or changes and documentation of any resulting action taken, must be kept by the 
provider agency for five years. 
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Service Settings Safety Review Requirements9 

Requirements 
24-Hr. 

Residential 
Settings 

Supported 
Living 

Facility Based 
Community 

Living 
Support10 

Employment11 

The inspection must be performed 
by: 

• The Oregon Occupational Safety 
and Health Division. 

• A provider agency’s worker’s 
compensation insurance carrier. 

• An appropriate expert, such as a 
licensed safety engineer or 
consultant as approved by the 
Department; or 

The Oregon Health Authority, Public 
Division, when necessary. 

  

X X 

The inspection must cover the 
following: 

• Hazardous material handling and 
storage. 

• Machinery and equipment used at 
the service site. 

• Safety equipment. 

• Physical environment. 

• Food handling, when necessary. 

  

X X 

Once Every Five Years-Health & Safety Inspections 

The documented results of the 
inspection, including recommended 
modifications or changes and 
documentation of any resulting 
action taken, must be kept by the 
provider agency for five years. 

  X X 
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Environmental Requirements 

 

Environmental Requirements Vary by Endorsement Type 

 

Examples of Environmental Requirements: 

• Window height 

• Water temperature 

• Bedroom size 

• Single story or second story 

• Chemical/toxic storage 

 

 

 

 

 

 

  

Host Home and 
24-Hour  

Facility-Based 
Community Living 

Facility-Based 
Employment 

Supported  

Living  
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Fire Safety/Environmental Requirements for Newly Licensed Homes 
Agency:       Site Location:       Date:       

Agency staff participating in the review:       

Licensing staff completing review:       

 
BEDROOMS: describe (1st right, front, blue, MBR) next to # 
Window openings must be at least 821 sq inches. The height can be no less than 22” and the width can be no less than 
20 inches. Total sq inches could be 821 sq in, but not meet the minimum height and width. If a window opening has a 
width of 20 in, the height must be at least 42 in to = more than 821 sq in. If the height is 22 in, the width must be at least 
38 inches to = more than 821 sq in. Inside windowsill heights can be no more than 44 in. Outside windowsill heights 
may be no more than 72 in. Shared bedrooms: must have 60 sq ft per person with beds 3 ft apart. 

Bedroom #1 -       
Dimension of window opening:       Notes:       

Windowsill height (inside):       Notes:       
Windowsill height (outside):       Notes:       

Window coverings:  Yes      No Notes:       
Screens on windows:  Yes      No Notes:       

Smoke alarm:  Yes      No Notes:       

Keyed single action door lock:  Yes      No Notes:       

Key is specific to this room:  Yes      No Notes:       

Bedroom #2 -       
Dimension of window opening:       Notes:       

Windowsill height (inside):       Notes:       
Windowsill height (outside):       Notes:       

Window coverings:  Yes      No Notes:       
Screens on windows:  Yes      No Notes:       

Smoke alarm:  Yes      No Notes:       

Keyed single action door lock:  Yes      No Notes:       

Key is specific to this room:  Yes      No Notes:       

Bedroom #3 -       
Dimension of window opening:       Notes:       

Windowsill height (inside):       Notes:       
Windowsill height (outside):       Notes:       

Window coverings:  Yes      No Notes:       
Screens on windows:  Yes      No Notes:       

Smoke alarm:  Yes      No Notes:       

Keyed single action door lock:  Yes      No Notes:       

Key is specific to this room:  Yes      No Notes:       

Bedroom #4 -       
Dimension of window opening:       Notes:       

Windowsill height (inside):       Notes:       
Windowsill height (outside):       Notes:       
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Fire Safety/Environmental Requirements for Newly Licensed Homes 
Agency:       Site Location:       Date:       
Window coverings:  Yes      No Notes:       
Screens on windows:  Yes      No Notes:       
Smoke alarm:  Yes      No Notes:       

Keyed single action door lock:  Yes      No Notes:       

Key is specific to this room:  Yes      No Notes:       

Bedroom #5 -       
Dimension of window opening:       Notes:       

Windowsill height (inside):       Notes:       
Windowsill height (outside):       Notes:       
Window coverings:  Yes      No Notes:       
Screens on windows:  Yes      No Notes:       
Smoke alarm:  Yes      No Notes:       

Keyed single action door lock:  Yes      No Notes:       

Key is specific to this room:  Yes      No Notes:       

 

BATHROOMS: Describe (main, master, ½) next to # 
*Turn hot water faucet all the way on if there is a separate hot/cold faucet or turn the single faucet all the way to hot. Put 
the thermometer under the water and let it run until the reading on the thermometer stops increasing or begins to 
decrease. You may also use a cup to capture the water if there is only a shower head* 

Bathroom #1 -       Hot Water Temperature:       Single Action Lock:  Yes      No 

Bathroom #2 -       Hot Water Temperature:       Single Action Lock:  Yes      No 

Bathroom #3 -       Hot Water Temperature:       Single Action Lock:  Yes      No 

 

Door Locks: External and Internal 
SA=single-action;  N=No;  NL=not locked;  N/A: not applicable,(i.e., no laundry room) All internal locks must be simple 
hardware. Bedrooms must be single action locks 
Front Door  SA      N      NL      NA Notes:       

Back Door  SA      N      NL      NA Notes:       

Laundry Room  SA      N      NL      NA Notes:       

Door to Garage  SA      N      NL      NA Notes:       
Garage to outside  SA      N      NL      NA Notes:       

Staff office  SA      N      NL      NA Notes:       

Hall Closet  SA      N      NL      NA Notes:       

Other:        SA      N      NL      NA Notes:       

Other:        SA      N      NL      NA Notes:       

Other:        SA      N      NL      NA Notes:       

Other:        SA      N      NL      NA Notes:       

Other:        SA      N      NL      NA Notes:       

Magnetic locks:   Yes      No Notes:       

Alarmed doors & windows:   Yes      No Notes:       

Motion detectors:   Yes      No Notes:       
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Fire Safety/Environmental Requirements for Newly Licensed Homes 
Agency:       Site Location:       Date:       
 

A place to lock toxics, chemicals, 
poisons, etc. 

 Yes      No      NA Notes:       

A place to lock flammables  Yes      No      NA Notes:       

A place to lock sharps  Yes      No      NA Notes:       

Bathroom window shades, curtains, 
coverings, etc. 

 Yes      No      NA Notes:       

Operative Flashlights, 1 per floor  Yes      No      NA Notes:       

First Aid Kits  Yes      No  Notes:       

Fire Extinguishers 2A10BC, 1 per floor  Yes      No  Notes:       

The interior and exterior must be well 
and safely maintained and accessible 
according to the needs of the 
individual 

 Yes      No  Notes:       

Floors, walls, ceilings, windows, 
furniture and fixtures must be in good 
repair, clean and free from odors. 
Walls, ceilings and floors must be of 
such character to permit frequent 
washing, cleaning or painting 

 Yes      No  Notes:       

Public Water Supply  Yes      No  Notes:       

If non-municipal (well water) there 
must be a water sample tested by a 
certified water testing lab 

 Yes      No      NA Notes:       

Septic tanks must be in good working 
order 

 Yes      No      NA Notes:       

Adequate heating and cooling  Yes      No Notes:       

Handrails provided for all stairways. A 
stairway is defined as 4 or more rises. 
This includes steps up to the front and 
back doors, garages, off patio/decks 
up to the second floor 

 Yes      No      NA Notes:       

2nd story homes must have 
unobstructed egress out to a platform 
or deck with stairs to the ground level. 
Individuals cannot be expected to go 
through another person’s room to exit 
for fire from the 2nd floor 

 Yes      No      NA Notes:       

Yard and exterior steps must be 
accessible and appropriate to the 
needs of the individual 

 Yes      No      NA Notes:       
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Fire Safety/Environmental Requirements for Newly Licensed Homes 
Agency:       Site Location:       Date:       
Is there screening for workable 
fireplaces and open-faced heaters 

 Yes      No      NA Notes:       

Are there swimming pools, hot tubs, 
saunas or spas 

 Yes      No Notes:       

Is the swimming pool, hot tub, sauna 
or spa equipped with safety barriers 
designed to prevent injury and 
unsupervised access 

 Yes      No      NA Notes:       

Necessary measures taken to prevent 
entry of rodents, flies, mosquitoes and 
other insects (i.e., screens on 
windows) 

 Yes      No     Notes:       

Was any remodeling done by your 
agency 

 Yes      No     Notes:       

Provide documentation of permits and 
occupancy if applicable 

 Yes      No      NA Notes:       

 

All Licensed 24-Hour Residential Facilities 

13D residential sprinkler system  Yes      No      Notes:       

Certificate of Occupancy  Yes      No      Notes:       

At least 2 means of egress  Yes      No      Notes:       

Unobstructed egress from back yard 
(no locked gates) 

 Yes      No      Notes:       

Bedroom  Yes      No      NA Notes:       

Centrally located in the corridor  Yes      No      NA Notes:       

Centrally located in the corridor  Yes      No      NA Notes:       

If smoke alarms are not permanently wired battery operated smoke alarms with 10-year life battery in 
each of the following are required: 

Each Bedroom   Yes      No      NA Notes:       

Adjacent hallways  Yes      No      NA Notes:       

Common living areas  Yes      No      NA Notes:       

Basement  Yes      No      NA Notes:       

Top of stairways in two-story homes  Yes      No      NA Notes:       
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Initial Licensing Review with HCBS Requirements 
Home and Community-Based Services (HCBS) Individually-Based Limitations 

Prior to receiving a license, the provider must be in full compliance 

Agency:       Date of Review:       Home:       

Staff Interviewed:       

Code: NR=no restriction; R=restriction; TBD=to be determined 

R 
 R 
 TBD 

Residency Agreements: 411-004-0020(2)(c) 

• Do the individuals have signed Residency 
Agreements?      

 No one has moved in yet 
 Using State Template 

 Yes 
 No 
 TBD 

*Lockable Doors: 411-004-0020(2)(e) 

• Do individual bedroom doors have keyed locks? 

• Are there documentation that individuals do not want 
door locks? 

 No one has moved in yet 

 NR 
 R 
 TBD 

*Choice of Setting:  411-004-0020(1)(b)                            

• Did the individual have a choice of residence?   

 No one has moved in yet 
 

 NR 
 R 
 TBD 

*Shared Bedroom or Living Unit: 411-004-0020(2)(f)    

• Are any individuals going to share a bedroom? 

• If yes, did the individuals have a choice of room-
mates? 

• How was the choice of a shared bedroom presented 
to the individuals? 

• Was there Informed consent by individual or legal 
guardian?       

 No one has moved in yet 
 

 NR 
 R 
 TBD 

*Decorating/Furnishing:  411-004-0020(2)(g)                 

• Were bedrooms decorated and furnished?    

• If not, what is the plan for decorations/furnishings?   
*if there are any limitations to furnishing/decorating you must 
complete an Individually-Based Limitations form effective 1/1/2017 
for the 3/2017 ISP’s and later. 

 No one has moved in yet 
 

 NR 
 R 
 TBD 

*Visitors: 411-004-0020(2)(h) 

• What is the plan for visitors?                                                 
*if there are any limitations on visitors you must complete an 
Individually-Based Limitations form effective 1/1/2017 for the 
3/2017 ISP’s and later. The agency cannot have a policy. 

 No one has moved in yet 
 

 NR 
 R 
 TBD 

*Access to Food: 411-004-0020(2)(j) 

• Will food be locked or restricted?                                         
*if food is locked or restricted you must complete an Individually-
Based Limitations form effective 1/1/2017 for the 3/2017 ISP’s and 
later. 

 No one has moved in yet 
 

 Yes 
 No 
 TBD 

Schedule of Activities: 411-004-0020(2)(i) 

• Will individuals have the freedom and support to schedule their own activities? 
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Initial Licensing Review with HCBS Requirements 
Home and Community-Based Services (HCBS) Individually-Based Limitations 

Prior to receiving a license, the provider must be in full compliance 

Agency:       Date of Review:       Home:       

 Yes 
 No 
 TBD 

Integrated Setting: Allows access to the greater community: 411-004-0020(1)(a) 

 NR 
 R 
 TBD 

Setting Ensures Rights of Privacy, Dignity, Respect and Freedom from Coercion 
and Restraint: 411-004-0020(1)(c) 

 NR 
 R 
 TBD 

Setting Optimized Initiative, Autonomy, Self-Direction: 411-004-0020(1)(d) 

 NR 
 R 
 TBD 

Setting Ensures Individual Choice Re: Services, Supports and Who Provides 
Supports: 411-004-0020(1)(e) 

 Yes 
 No 
 TBD 

Setting is Physically Accessible: 411-004-0020(2)(b) 

 Yes 
 No 
 TBD 

Setting Provides Individual’s Privacy: 411-004-0020(2)(d) 

Individually-Based Limitations forms required for the following people 
Effective 01/01/2017 with March 2017 ISP’s. 

1.        

2.        

3.        

4.        

5.        

6.        

7.        

8.        

9.        

10.        
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Quarterly Fire and Emergency Safety Reviews for Site-Based Services 

• The agency/provider must conduct and document quarterly safety reviews  

• Any items needing to be addressed must be addressed in a timely manner  

• Documentation is maintained verifying that the issues have been resolved 

• Safety review reports must be kept in a central location for three years 

 

Fire and Life Safety Inspections Required 

• Ensure that the service site has received initial fire and life safety inspections 

performed by the local fire authority or a Deputy State Fire Marshal.  

• Check the rule for the endorsement(s) to ensure that you are in alignment with 

rule.  

• Keep the documented results of the inspection (for 5 years), including 

recommended modifications or changes and documentation of any resulting 

action taken 
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Licensed Facilities Referral for Fire Safety Inspection Form 
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Fire Drills and Fire Evacuation Plans 

 

Fire Drill Requirements 

• Depending on the service setting, fire drill 

requirements will vary some (such as 

frequency) 

• Drills must occur at different times during 

the day, evening and sleeping hours 

• The exit routes need to vary based on the 

location of a simulated fire 

 

Assessment of Evacuation Assistance 

• Upon a person’s entry (within 24 hours for 24-Hour Residential Service Settings), 

your agency is responsible for assessing a person’s ability to safely exit the 

service setting in response to an alarm or simulated emergency 

• Prior to determining a person’s ability to safely exit the service setting, your 

agency will need to orient them to where the exits are. 

 

Evacuation Assistance: Assessing the Amount of Support 

Everyone is assessed for:  

• Level of evacuation assistance  

• Amount of time it takes a person to evacuate 

Staff must be trained: 

• Safe moving techniques 

• Language and communication barriers 

• Appropriate responses to behavior challenges and emotional reactions to crises 
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Evacuation Assistance Assessment Documentation 

• Know that level of assistance varies 

• Maintain documentation of the level of assistance the person requires to safely 

evacuate in the individual’s entry record 

• Include information that you have shown the person how to exit and have 

assessed the needs to safely exit 

 

Evacuation Assistance: Individual Fire Evacuation Plan 

• Varies by person (not everyone has one) 

• Work with person’s ISP team to develop an Evacuation Safety Plan 
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Emergency and Fire Safety: Planning Activity 

Based on your endorsement type(s), how will you do the following: 

• Create your emergency plans? 

 

• Create your fire safety plans?  

 

• Incorporate trauma awareness while considering emergency responses  
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How to build connections with first responders in your community 

While you are watching, Emily Terry, Service Equity and Inclusion Manager, 

write down ways you will build connections with the first responders in your 

community.   
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Resources 

Emergency Planning Links 

How to Build an Emergency Kit: https://www.fema.gov/press-

release/20210318/how-build-kit-emergencies  

Tabletop Exercises and ideas: https://www.fema.gov/emergency-

managers/national-preparedness/exercises/tools  

Oregon Health Science University “Ready Now” Emergency Preparedness 

Toolkit for people with disabilities: https://www.ohsu.edu/sites/default/files/2019-

01/ReadyNow-2014.pdf  

Jackson County, OR “Creating a Disaster Plan for Your Group Home or Adult 

Foster Home: (Presented for use as a guide. Phone numbers contained in the 

document are specific to Jackson County.) 

https://jacksoncountyor.org/emergency/DesktopModules/Bring2mind/DMX/API/E

ntries/Download?EntryId=36703&Command=Core_Download&method=&langua

ge=en-US&PortalId=13&TabId=1566  

Vermont’s “Emergency Preparedness Planning” guide (also used by state of 

Michigan.): https://www.michigan.gov/-

/media/Project/Websites/mdhhs/Folder2/Folder68/Folder1/Folder168/Emergency

_Preparedness_Planning-

_Vermont.pdf?rev=fe7a44c7af164deb9cc2253685581581  

University of Minnesota, “Emergency preparedness checklist for nursing homes, 

assisted living facilities, and group homes”: 

https://www.cidrap.umn.edu/practice/emergency-preparedness-checklist-nursing-

homes-assisted-living-facilities-and-group-homes  

  

https://www.fema.gov/press-release/20210318/how-build-kit-emergencies
https://www.fema.gov/press-release/20210318/how-build-kit-emergencies
https://www.fema.gov/emergency-managers/national-preparedness/exercises/tools
https://www.fema.gov/emergency-managers/national-preparedness/exercises/tools
https://www.ohsu.edu/sites/default/files/2019-01/ReadyNow-2014.pdf
https://www.ohsu.edu/sites/default/files/2019-01/ReadyNow-2014.pdf
https://jacksoncountyor.org/emergency/DesktopModules/Bring2mind/DMX/API/Entries/Download?EntryId=36703&Command=Core_Download&method=&language=en-US&PortalId=13&TabId=1566
https://jacksoncountyor.org/emergency/DesktopModules/Bring2mind/DMX/API/Entries/Download?EntryId=36703&Command=Core_Download&method=&language=en-US&PortalId=13&TabId=1566
https://jacksoncountyor.org/emergency/DesktopModules/Bring2mind/DMX/API/Entries/Download?EntryId=36703&Command=Core_Download&method=&language=en-US&PortalId=13&TabId=1566
https://www.michigan.gov/-/media/Project/Websites/mdhhs/Folder2/Folder68/Folder1/Folder168/Emergency_Preparedness_Planning-_Vermont.pdf?rev=fe7a44c7af164deb9cc2253685581581
https://www.michigan.gov/-/media/Project/Websites/mdhhs/Folder2/Folder68/Folder1/Folder168/Emergency_Preparedness_Planning-_Vermont.pdf?rev=fe7a44c7af164deb9cc2253685581581
https://www.michigan.gov/-/media/Project/Websites/mdhhs/Folder2/Folder68/Folder1/Folder168/Emergency_Preparedness_Planning-_Vermont.pdf?rev=fe7a44c7af164deb9cc2253685581581
https://www.michigan.gov/-/media/Project/Websites/mdhhs/Folder2/Folder68/Folder1/Folder168/Emergency_Preparedness_Planning-_Vermont.pdf?rev=fe7a44c7af164deb9cc2253685581581
https://www.cidrap.umn.edu/practice/emergency-preparedness-checklist-nursing-homes-assisted-living-facilities-and-group-homes
https://www.cidrap.umn.edu/practice/emergency-preparedness-checklist-nursing-homes-assisted-living-facilities-and-group-homes
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Fire Safety Planning Links 

Request for Inspection: Licensed Facilities Referral for Fire Safety Inspection for 

Oregon Office of State Fire Marshal: 

https://www.oregon.gov/osp/Docs/Inspection-request-online-fillable.pdf  

License Inspection Requests for Fire Inspection: 

https://www.oregon.gov/osp/Docs/InstructionsToSubmitRequestForInspection.pd

f   

https://www.oregon.gov/osp/Docs/Inspection-request-online-fillable.pdf
https://www.oregon.gov/osp/Docs/InstructionsToSubmitRequestForInspection.pdf
https://www.oregon.gov/osp/Docs/InstructionsToSubmitRequestForInspection.pdf
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Notes and Reflection 

Use this section to take notes during orientation session on Emergency 

and Fire. You may use this Participant Guide and these notes when 

taking the post-test. 

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



Agency Executive Director Orientation 
Participant Guide 

 
Referral and Entry 

 

 
© 2022, Oregon Department of Human Services. All rights reserved.  [287] 

Referral and Entry 

Learning Outcomes 

 

By the end of this orientation webinar module, the intention is that you will be able to: 

• Recognize the process of receiving referrals to participating in entry meetings 

• Recognize how to review referral documentation 

• Demonstrate analyzing documentation as part of entry 

 

Session Topics 

• Referral to Placement Overview 

• Referrals 

• Entry Processes and Documentation 
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Reflections on service equity  

• How do you feel when meeting someone new?  

 

• How can you support a person who is entering your agency?  

 

• What supports will you need to provide to help someone with this transition?  
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• When reviewing someone's story/ISP, what do you need to consider?  

 

• How will you balance your personal bias with the person’s history and records as 

well as your agency’s ability to support the person?  

 

Referral to Placement Overview 

 

Children and Adult Referrals Sources 

• CDDP Brokerage 

• Children’s Residential Team 

• Children’s Intensive In-Home Services (CIIS) 

• In-Home 
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Basic Components: Referral to Entry 
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Referrals 

Referral Documentation May Include 

• Brief Referral Page (Do not make a final decision for placement based on this 

“four-pager”) 

• Full Referral 

• ISP 

• Current risk assessment 

• Comprehensive understanding of support and medical needs 

• Any IBLs 

• Degree of safety, potential risk reduction, and behavior needs 

(TESP/FBA/PBSP or one-page profile) 

• ONA Service Group and rate 

 

Review Referrals Carefully and Ask Questions 

• Pay attention to significant support needs 

• Discuss with the case manager 

• Ask why the person is exiting current service 

• Make sure you can meet the person’s support needs 

• Consider how well other people you are currently supporting will respond 

 

Referral Documentation Review Best Practices 

• Review the complete packet 

• Plan your questions to ask 

• Follow up with the case manager to request 

additional information 

• Ensure you have the resources to support 

complex needs 
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Screening Meeting Best Practices 

• Have the person or people in your setting participate as much as they want 

• Have specific questions/clarification points from the previously reviewed referral 

information 

• Develop and utilize a screening form for questions   

• Have appropriate staff (house manager, lead staff, behavior professional) 

participate in the screening when possible  

 

Four-Pager: Referral Review Activity 

• What potential supports will be needed to address the reason the person is 

receiving notice from current placement to prevent future occurrence in new 

placement?  

 

 

• What questions do you have for the current provider around the notice? 
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• What might you ask to learn about the persons strengths and values during a 

screening?  

 

• How can your agency meet the persons priorities for next placement? What 

might you not be able to do?  

 

• What professional resources will you need? Does your agency already have 

access to these resources? 
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• How can your agency support their employment path? 

 

• What support documents would you expect to review if you request a full 

referral?  

 

• Are you able to make an informed decision on accepting this person into your 

agency based off the information on this form? 

o Why?  

 

o Why not?  
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• If you were to accept this person into your agency, what would you need to 

have in place prior to their entry? 

 

• Additional questions/items you may ask before or at a screening: 
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Entry Processes and Documentation 

Entry Meeting 

• Happens when admitting a new 

person to your services 

• Attended by people the person 

chooses as well as some who are 

required to attend 

• Requires you to gather information   

 

 

 

Using a Trauma-Informed Approach in Entry Meetings 

• What are some considerations you have learned?  
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Entry Meeting Documentation May Include: 

• ISP or PSA 

• Person-Centered Information 

• One-Page Profile 

• Protocols 

• Support documents 

• Physician Orders 

• Positive Behavior Support Plan and Functional Behavior Assessment 

• Individually-Based Limitations (IBLs) 

• Medical information 

• Eligibility statement 

• Risk Identification Tool (RIT) 

• Dietary  

• Career Development Plan 

• Any court-ordered legal documents 

• ONA/Needs Assessment 

• Other documentation (tracking)  

 

Embedding Equity into your supports and services 

While you are watching Emily Terry, Service Equity and Inclusion Manager 

talk about embedding equity, jot down some notes about what you learn.  
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Revisit your “why” 

Has what you’ve learned during this orientation impacted your “why”?  
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Notes and Reflection 

Use this section to take notes during orientation session on Referral and 

Entry. You may use this Participant Guide and these notes when taking 

the post-test. 
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References  

Link to County Directory (all CDDP employees: managers, case managers, 

investigators, etc.): https://www.oregon.gov/DHS/SENIORS-

DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/DD-County-Directory.pdf 

https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/DD-County-Directory.pdf
https://www.oregon.gov/DHS/SENIORS-DISABILITIES/DD/PROVIDERS-PARTNERS/Documents/DD-County-Directory.pdf

