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EXHIBIT "A" MFS
4 80-81
CONTRACT FOR SERVICES

SECTION I: PARTIES TO THE CONTRACT

CITY OF PORTLAND ("City"), City Hall, 1220 S. W. Fifth Avenue,
Portland, Oregon 97204, and

METROPOLITAN FAMILY SERVICES, INC., 2281 N. W, Everett, Portland,
Oregon 97210, Contractor,

SECTION II: CONTRACT SUMMARY

Contractor agrees to provide in-home support services, including homemaker,
housekeeper, and case management III services for elderly residents in
Portland/Multnomah County, and further agrees that the total cost shall

not exceed the sum of $406,065.

SECTION IIT: PERIOD OF PERFORMANCE

Performance under this contract shall commence July 1, 1980, and
continue through June 30, 1982, unless extended by City Council
action, Activities and budget shall be negotiated annually.

SECTION IV: AGREED CONTRACTOR: PROJECT OPERATION

A. Contractor shall by June 30, 1981, meet all goals and objectives
stated in the "Project Narrative'" (Exhibit A, hereby incorporated
by reference).

B, Contractor shall ensure that no portion of this contract shall in
any way discriminate against, deny benefits to, deny employment to,
or exclude from participation any persons on the grounds of race,
color, national origin, religion, age, sex, handicap, marital
status, sexual preference, political affiliation or belief; and
that it shall target these services to those most in need,.

C. Contractor shall provide a minimum 5% match ($21,371) as approved
in the budget (refer to Exhibit B), Failure to meet this require-
ment shall result in a reduction of budget or termination of contract.

D, Contractor shall retain client records for a minimum of five years
and shall make sald documents available at all reasonable times to
the City, or 1ts duly authorized representative, for evaluation
through inspection of the quality, appropriateness, and timeliness
of services.

E, The use or disclosure by any party of any information concerning
a reciplent of services purchased under this c ontract, for any
purpose not directly connected with the administration or program
evaluation of the City, is prohibited except on written consent of
the recipient or the recipient's attorney.

CONTRACT FOR SERVICES Page 1 of 9
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V: CONTRACTOR REPORTING AND RECORD REQUIREMENTS

Contractor shall use the standardized forms provided by the
City for reporting purposes (Exhibit C, hereby incorporated
by reference). If additional forms are deemed necessary, saild
forms shall be developed through negotiation.

Required program reports shall be submitted by 3:00 P.M. of
the 5th working day of each month. Reports shall be completed
accurately in conformance with the guidelines and monitoring
directions provided by the City. Program reports which are
not received by the time specified shall result in delayed
reimbursement.

Contractor shall submit to the City, a final '"Director's
Narrative Report" within forty-five (45) days of the conclu-
sion of the Project covered by this contract. The report should
identify problems, corrective action taken, requests for
technical assistance, any plans for seeking/securing other
resources, and any concerns relative to the City's performance.

Contractor shall maintain for a minimum of three (3) vyears
all fiscal and program reports, including statistical records,
and shall provide these reports at times and in the form
prescribed by the City. 1In the event of dissolution of the
corporation within the specified time, said records shall be
turned over to the City Auditor.

Contractor shall submit to the City coples of all requests
for Federal, state or local grants that affect the services

provided under this contract prior to submitting the request
to the funding source.

Contractor shall provide for program and facility reviews,
including meetings with consumers, reviews of service and
fiscal records, policies/procedures, staffing patterns, job
descriptions, and meeting with any staff directly or indir-

MFS
80-81

ectly involved in the performance of this contract at any reasonable

time on request of and by persons authorized by the City.

Contractor shall submit to the City one (1) copy of all formal
documents produced under this contract.

Contractor shall provide proof of its timely payment of with-
holding taxes, unemployment taxes, and SAIF,

Contractor shall submit to the City, prior to commencement

of this contract except where one is already on file, its current:

- Personnel Policy which sets forth procedures for hiring,
firing, grievances; and identifies all paild holidays;

CONTRACT FOR SERVICES Page 2 of 9
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- List of names and signatures of persons authorized to
act as the Contractor's agents;

- Articles of Incorporation and By-Laws;

- List of Board of Directors and Advisory Council members.
Contractor further agrees to submit any changes in these
documents to the City within thirty (30) days of thelr effective
dates.,

VI: AGREED CITY

City shall provide technical assistance upon written request of
the Contractor.

City shall provide all required reporting forms to the Contractor.

City shall monitor the project based on all of the provisions
as set forth in this contract.

City shall give Contractor written notification of problem areas
related to the performance of this contract, including require-
ments for corrective action.

City may conduct at least one contractor meeting per month.

City shall conduct training sessions as necessary to ensure
quality delivery services and effective program management.

City shall conduct on-site contract and facility reviews on
a quarterly basis. On-site monitoring shall be pre-arranged
with each Contractor.

City shall process monthly reimbursement requests and contract
amendments in a timely manner.

VIL: COMPENSATION - METHOD OF PAYMENT
Total compensation under this contract shall not exceed $406,065,
An advance shall be made to cover the cost of the Contractor's

initial expenses for operation, not to exceed the sum of $67,678
upon recelpt of a written request from the Contractor,

FOR SERVICES Page 3 of 9
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The additional amounts due after the initial advance shall be
reimbursed upon receipt of the required ACCOUNTING REPORT FORMS
(refer to Exhibit C), the original with appropriate documentation
attached. All reimbursement documents shall be recelved by the
fifteenth (15th) working day of each month. Reimbursements not
received by the specified time shall be delayed and processed for
payment the following month, or may result in termination of the
contract. Payments shall also be held 1f the required program
reports are not received by the specified time.

All final reimbursement documents shall be receilved within forty-
five (45) days following the end of the budget period. Final
relmbursement documents not received within the specified time
period shall not be processed, and the expense shall be the sole
responsibility of the Contractor.

Advances shall be recovered against expenditures i1n accordance
with an established schedule developed and distributed by the
City.

All payments made pursuant to this contract are subject to post
audit. The City shall perform spot audits at their discretion
any time during the contract period. Contrac:t costs disallowed
by the City shall be the sole responsibility of the Contractor.

If a contract cost is disallowed after relmbursement has occurred,
the Contractor shall promptly repay the City.

All funds received from the City shall be used by the Contractor
as set forth in the budget (refer to Exhibit B). TFunds not used
shall be returned promptly to the City at the end of the budget

period. Any costs incurred by the Contractor over and above the
agreed sums, as set out in the budget, shall be at the sole risk
and expense of the Contractor.

The operating budget may be amended, provided the full cost does

not exceed the amount stated in the contract. Budget amendments

shall not become effective until the Commissioner-~in-Charge has

given written approval and filed the approved document with the

City Auditor. Budget overruns of five percent (5%) or $1,000,
whichever 1s less, are allowable without a budget amendment on all line
items within the Materials and Services category, excluding Out-
of-Town Travel. These line item overruns shall be compensated for
within the same category.

Budget amendments shall not be accepted during the last quarter
of the budget period (April 1 through June 30).

CONTRACT FOR SERVICES Page 4 of 9
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J. All items with a purchase price of one hundred dollars ($100)
or more hereunder shall be purchased in the name of the City.
Such purchases shall be for cash and not include any credit
terms, and shall be reported to the City within ten (10) days
(refer to Exhibit C), tagged by the City, included in the
Citvy's Property Control, and shall be the property of the
City. Contractor shall maintaln an acceptable and current
log of this property and property acquired under previous
contracts with the City. All non-expendable items shall be

returned to the City within ten (10) days after the contract
has terminated.

K. Contractor shall also maintain a current and acceptable log of
all non-consumable supplies purchased under this contract. Non-
consumable means items with a minimum value of $25.00 per item
and a maximum value of $99.99 per item purchased under this
contract. All such items shall also be returned to the City with-
in ten (10) days after the contract has terminated.

SECTION VIII: GENERAL CONDITIONS

A. Contractor shall ablde by all Federal, state and local regulations/
policies governing project operations, management, and service
delivery. The funds shall be used for the purpose for which they
are provided.

B. Prior to commencement of thils contract, Contractor shall deliver
to the City Auditor evidence:

(1) that all persons handling funds received or disbursed under
this contract are covered by a Fidelity Bond in the amount
of $10,000 or 100% of the estimated sixty (60) day cash
flow, whichever 1s less;

(2) of a Standard Liability Insurance Policy in the single limit
amount of $300,000 and provide the City Auditor with an endor-
sement thereto, naming the City as an additonal insured and
protecting the City, its agents, and employees from claims for
damages arising in whole or in part out of the performance of
thls contract;

(3) that all property and equlpment purchased or received by the
Contractor pursuant to this contract is insured against fire,
theft and destruction; and

(4) that the above policies of insurance are in force and shall
not be cancelled without thirty (30) days prior notice to
the City.
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if approved as self-insured by the City Attorney, the Contractor

shall deliver to the City Auditor, in lieu of a Standard Liability
Insurance Policy, evidence that they agree to hold harmless, defend

and indemnify the City, its agents and employees from any and all claims
for damages arising in whole or in part out of the performance of

this contract.

If the Contractor enters into more than one (1) contract with

the City, insurance and bonding shall be furnished, together

with the proper endorsements for each separate contract. Fallure
to maintain current insurance, bonding and proper endorsements
for each separate contract shall result in the withholding of
payment to the Contractor or the termination of the contract.

C. The term "approval by the City' means written approval by the
Executive Director and/or the Commissioner-in-Charge of the Human
Resources Bureau. Unless otherwise specified, documents submitted
to the City shall be regarded as received when delivered to the
Human Resources Bureau.

D. Compensatory time accrued by any employee performing services
under this contract shall be taken within the budget period to
be charged as a contract cost. Time not taken within this period
shall become the sole risk and expense of the Contractor. This
condition only applies if compensatory time is indlcated in the
Contractor's approved Personnel Policles and Procedures.

E. Upon termination (cash out) of any employee performing services
under this contract, a maximum of two weeks accrued vacation time
shall be an allowable reimbursement cost. Time in excess of the

two weeks maximum shall be the sole responsibility of the Contrac-
tor.

F. It is expressly understood and agreed by both parties hereto that
the City 1s contracting with the Contractor as an Independent
Contractor and that the Contractor, as such, agrees to hold the
City harmless and to indemnify it from and against any and all
claims, demands, and causes of action of every kind and character
which may be asserted by any third party arising out of, or in
connection with, the services to be performed by the Contractor
under this contract.
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. SECTION IX: SPECIAL CONDITIONS

A, The staff supervisor, given reasonable notice, shall attend train-
ing sesslons and meetings and participate in other activities

as required by the City to a maximum of three sessions (24 hours)
per month,

B. Other staff hired under this contract shall participate in such
training sessions, meetings and other activities as required
by the City to a maximum of two sessions (16 hours) per month.

C. The Contractor shall assure that older persons shall not be
discriminated against and that older persons shall be employed on
a part-time and full-time basis 1in carrying out programs, to the
degree feasible and subject to the provisions of approved person-
nel policies,

D. The Contractor shall conform to the client representative policy
and the client confidentiality policy as set forth by the City,

E. In performance hereof, the Contractor shall comply with the pro-
visions of the "Non-Discrimination on Basis of Handicap" Section 504
of the Rehabilitation Act of 1973. (Refer to Exhibit "A," Attachment

8.)
F, The Contractor agrees to submit documentation as required by the
. City to support walvers of contract policies and requirements

granted by the City.

G. The Contractor shall use the service definitions as set forth
by the City and standardized reporting forms as developed and
provided by the City.

H. The Contractor shall employ City descriptions, policies, and
procedures for the delivery, utilization, and coordination of
information, referral, case management, escort, transportation,
homemaker, housekeeper, legal, nutrition, and other contracted
services provided as part of the Portland/Multnomah County Area
Agency on Aging Service System,

I. The Contractor shall complete the client tracking system forms
for all clients accepted for case management services, which
includes the client information form, to be submitted to the
City by 3 p.m. on the 5th working day of each month,

J. The Contractor shall conform to state, federal, and local laws

and City policies and procedures governing service delivery
and eligibllity for service,

. CONTRACT FOR SERVICES - Page 7 of 9
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Contractor agrees to comply with Oregon Project Independence Administra-
tive Rules for services funded under Oregon Project Independence and

to utilize the established fee schedule and other policies and proce-
dures established by the City for implementation of Oregon Project
Independence requirements.,

The Contractor shall serve eligible clients referred by designated
Area Agency on Aging Agencies and shall not solicit clients outside
the Area Agency on Aging service system. Prior approval must be ob~-
tained from the Area Agency on Aging to accept referrals from outside
the Area Agency on Aging system of services,

The Contractor shall enter into written agreements with other service
providers with the Portland/Multnomah County Area Agency on Aging
Service System as directed by the City to specify and clarify pro-
cedures of coordination,

The Contractor shall give preference 1n the delivery of services

to older persons with the greatest economic or social need in accord-
ance with priorities and definitions provided by the City. The methods
for giving preference may not include use of a means test.

The Contractor shall revise procedures for referrals to and from dis-
trict centers and special projects in consultation with the Area Agency
on Aging by August 15, 1980,

The Contractor shall, by August 15, develop procedures for ongoing
coordination and communication with case managersconcerning mutual
clients,

The Contractor shall, in the event resources are not avallable to
provide a service, document the situation, inform the person of the
problem and place the person on a waiting list, prioritizing clients
relative to those in greatest need of saild services. Documentation
shall be submitted quarterly to the City.

The Contractor assures that federal funds under this contract are
not used to replace funds from non-federal sources and agrees to
continue or to initiate efforts to obtain support from private sources
and other public organizations for services funded through this con-
tract.

The Contractor shall participate with the City in the ongoing develop-
ment and implementation of a standardized information, referral, and
case management system,

X: CONTRACT MODIFICATION

Contractor may request changes in the contract by submitting a writ-
ten request in accordance with City procedures (refer to Exhibit (),
Minor changes shall not become effective until the Commissioner-in~
Charge has given written approval, and the approved document 1s filed
with the City Auditor. Major changes shall not become effective
until approved by City Council, signed by the appropriate parties, and
the approved document filed with the City Auditor,

CONTRACT FOR SERVICES - Page 8 of 9
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XI: CONTRACT ASSIGNMENT

The Contractor has been selected by the City for this work because
of 1ts particular experience in this program area, This contract

is personal between the parties, and the Contractor shall not assign
or subcontract in whole or in part hereof without prior approval by
the City.

In the event the City decides to assign its interest in this con-
tract, in whole or in part, the City shall give written notice of

the assignment to the Contractor ten (10) days prior to the assign-
ment,

XII: TERMINATION REMEDIES

This contract may be terminated by either party at any time by giving
a thirty (30) day advance notice by certified mail for failure or
refusal of the other to perform faithfully the contract according

to its terms,

The contract may also be terminated at any time by the City by
giving written notice if its federal, state, or local grants are
suspended, modified, or terminated. In the event of termination,

the Contractor shall be entitied to reimbursement for allowable

costs incurred up to the date of termination indicated in the written
notice.

Nothing in this contract shall be construed to limit the City's legal
contract remedies including, but not limited to, the right to sue for
damages or specific performance should the Contractor materially vio-
late any of the terms of this contract,

SECTION XIII: SIGNATURES

The parties witness thelr consent to be bound by all the terms of this con~
tract, SECTIONS I through XII, by signing below.

APPROVED AS TO CONTENT CONTRACTOR

—

» Execﬁtivé Direé;or Date
APPROVED AS TO FORM CITY OF PORTLAND
By By
City Attorney Date
By
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. CITY OF PORTLAND APPLICATION FOR
HUMAN RESOURCES BUREAU PROJECT FUND
1. Short Title of Project: (Do not exceed one typed line)
IN-HOME SUPPORT SERVICES
2. Type of Application (Check One)
New Project Lji] Continuing Project \::] Revislon of Cont. Proj.
3. Responsible HRB Division 4, Contract Period
) From 7-1-80 to 6-30-82
Social Services - Aging
5. Budget Perilod 6. City Support Requested
From 7-1-80 to 6-30-81 S 406,065
7. Applicant Agency 8. Project Director
(Name, address & telephone) (Name, address & telephone)
METROPOLITAN FAMILY SERVICE Mary Ellen Hammons
2281 N.W. Everett 2281 N.W. Everett
Portland, OR 97210 Portland, OR 97210
228-7238 228-7238
9, Financlal Officer 10. Officlal Authorized to Bind Agency
(Name, address & telephone) (Name, address & telephone)
’ Joe Martin Ronald Yoder, Executive Director
2281 N.W. Everett 2281 N.W. Everett
Portland, OR 97210 Portland, OR 97210
228-7238 228-7238

11. Project Summary: Summarize, in approximately 200 words, the project plan
presented in application, briefly covering project goals, objectives,
strategy, target population and administration.

The goal of this service is to provide Housekeeper/Homemaker/and Comprehensive Social Case
Management III to eligible frail persons who need these services as part of a case plan to
enable them to remain in their own homes rather than go into nursing homes or institutions;
and to prevent and correct neglect and/or exploitation of persons who may not be able to act in
their own best interest. The goal will be satisfied through the implementation of contract
objectives providing fdr Metropolitan Family Service to maintain leadership and administrative
management of its Homemaker and Geriatric Services Divisions, the acceptance of referrals for
service from the Area Agency on Aging's District Centers and other sources approved by AAA and
by the provision of 13,423 hrs. of Housekeeper Service, 9,615 hours of Level I Homemaker Service,
14,283 hrs, of Level Il Homemaker Service and the provision of 4,104 hours of Case Management
ITI services to at least 108 individuals requiring that service. Service strategy encompasses
an assessment of client needs to assure correct level of service and coordination of services
with referral source and community agencies; the continued assessment and monitoring of
Housekeeper and Homemaker Level I cases. Service strategy also includes acceptance of prime
responsihbility for Level Il Homemaker clients and Level YII Case Management clients, the
development of working agreements with community resources necessary for client service,
cooperation, support and coordination with family members, and extensive use of Volunteer Ser-
vices when appropriate. These services will be provided to residents of Multnomah County who
need the service to sustain independent 1iving, who have no other agency, friend or relative

provide the service, who are 60 years of age and whose income does not exceed the OPI and
guidelines. Every effort will be made to provide an even flow of service throughout the
contract year. Adequate administrative and programmatic support will be provided to ensure

effegtive and efficient operation of the contract under the policies established by MFS Board
of Directors,

-1-
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PROJECT NARRATIVE

1. Statement of Probiem/Documentation of Need: (Provide a concise descrip-
tion of the conditions and problems to be addressed by the project.
Quantifiable, measurable terms should be used. Verify that the problem
exists with documentation.)

Elderly individuals at times face crisis situations in which they require immediate
and intensive assistance in order to maintain normal functioning. When such situa-
tions arise, elderly persons are often in danger of neglect or exploitation because

of inadequate income, declining health, social isolation and lack of knowledge of
available service. Declining health and physical strength make it increasingly diffi-
cult for many physically and mentally impaired frail elderly persons to perform routine
houshold and personal care tasks necessary to sustain independent living. An array of
services must be employed to alleviate the situation of persons in danger of neglect
or exploitation, extending in some cases to a long term plan to insure such protective
services as a shelter care, medical assistance, counseling, guardianship, legal and
financial assistance and housekeeper and homemaker service. The Federal Council on
the Aging (1976) stated that 10% of the nation's population was then over 65 and that
number was continuing to increase and that health problems, acute and chronic, occur
more frequently after this age. A 1975 Portland Study indicates 96,305 residents of
Multnomah County are over 60. A study by Ethel Shanas in 1971 indicates that 19% of

persons in that category are physically or mentally impaired to the degree that homemaker /

housekeeper services are needed to sustain independent living. A 1975 study by the
Committee on Aging estimates that 20% of the present nursing home population would not
require such care if in-home assistance were available. Locally about 100 persons are
committed to state mental hospitals per year. A 1970 Tri-County Community Council
survey suggests that as many as 4,900 persons in Multnomah County may need some

degree of protective service. Of the 96,306 persons over the age of 60 (1975) 14.5%
are between 75 and 79, 10% between 80 and 84, 5.6% are 85 and over. The 1970 census
states that 16% of persons over 6Q have incomes below the poverty level. With the rate
of inflation since those figures were taken, one can assume the percentage to be higher
at this time. 24% of these elderly persons live alone. The population of high risk
frail elderly indicates the need for housekeeper, homemaker and the intensive casework
and protection of Level III Case Management services.

i
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‘ 2, Statement of Project Goals: (The project goal is a brief statement of the
intent of the project to change, reduce or eliminate the problem identified
above. The goal should relate to overall goal statement of HRB's Divisional
Unit and to the general purpose of the project.)

To prevent or postpone institutionalization, promote independent and dignified
living, prevent neglect and exploitation and reduce social isolation for the frai}
elderly residing in Multnomah County through a cooperative service system with the
community and by the provision of Housekeeping, Homemaking and Comprehensive Social
Service Case Management III services.

-3-




3. Statement of Objectives and Productivity Indicators:
able, timebounded statements the desired results of program operations.

119829

MFS

80-81

(Set forth, in measur-
For

each objective 1isted, state the productivity indicator, or unit of measure-
ment, by which the objective can be evaluated.)

Objectives:

Productivity Indicators:

.

1-To maintain effective leadership and
administrative management of the In-Home
Support Services Project during Fiscal
Year 1980-81 through accomplishment of
activities listed in Section 4.

2-To prevent or postpone institutional-
ization by maintaining a clean and safe
environment for disabled or frail elderly
individuals by accepting referrals for
housekeeper service from AAA District
Centers and by providing 13,243 hours of
housekeeper service,* 10% of which is
short term (three months or less) during
Fiscal Year 1980-81.

3-To prevent or postpone institutional-
ization by maintaining a clean, safe,
and healthful environment for disabled
or frail elderly individuals by accept-
ing referrals for Homemaker I service
from AAA District Centers and by pro-
viding 9,615 hours of Homemaker I ser-
vice* during Fiscal Year 1980-81.

4-To prevent or postpone institutional-
ization of elderly and frail indiv-
iduals with physical or mental impair-
ment by accepting referrals from AAA
District Centers and by providing
14,283 hours of Hpmemaker II services*
during FY 1980-81.

5-To prevent or postpone institutional-
ization of endangered frail elderly
individuals with complex social/emo-
tional/physical problems by accepting
referrals from AAA District Centers
and other sources as approved by the
AAA and by providing hours of
case management III services* to 108
different individuals who meet estab-
1ished needs criteria with an average
of 81 individuals receiving service
each month during FY 1980-81.

5-d

Number and dates of activities
lTisted in Section 4 accomplished.

Number of referrals accepted by
referral source

Number of referrals denied by re-
ferral source and reason for denial.

Number of long term hours provided.
Number of short term hours provided.

Number of referrals accepted by re-
ferral source.

Number of referrals denied by source
of referral and reasoh denied.

Number of hours of service provided.
Number of referrals accepted by re-
ferral source.

Number of referrals denied by source
of referral and reason denied.

Number of hours of service provided.

Number of referrals accepted by
source.

Number of referrals denied by source
and reason for denial.

Number of client service hours
produced.

Number of clients served.

*Provision of services shall be in accordance with policies and procedures as specified

by the AAA in Desired Work Units.

-
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(Qctive # 1

(Restate Objective Here)

To maintain effective leadership and administrative management of the In-Home Support Services Project during
Fiscal Year 1980/81 through accomplishment of activities listed in Section 4.

Completion

No. Activity Date Measure of Activity Completion Staff Assigned

1.1 ; Continue to maintain sufficient fully Ongoing A1l vacancies filled with 6 FTE social
qualified and experienced social service qualified personnel workens.
staff to fulfill contract expectations. 1.35 Master's in

- Social Work super-
visor.

1.2 | Provide on staff a registered nurse and 7-1-80 A1l vacancies filled with 1 FTE registered
occupational therapist to provide casework qualified personnel nurse.
seminars to clients reguiring personal care 1/10 FTE registere
and adaptive services. occupational

therapist.

1.3 | Continue to provide for efficient scheduling| Ongoing A11 vacancies filled with .60 Homemaker
and coordination of homemaker assignments gualified personnel Coordinator
by maintaining qualified scheduling staff.

1.4 | Continue to maintain sufficient fully Ongoing Homemaker/Housekeeper positions | Approximately 22
qualified and trained homemaker/housekeeper filled with qualified staff. permanent home-
staff to fulfill expectations of contracts. makers.

8 on-call substi-
tute homemakers.

1.5 | Establish expectations for staff performance|{ Ongoing Direct service objective, case-| All staff involved

load expectations, record plus administratio
keeping expectations. of agency.

1.6 | Manage overall performance of program by the | 8-31-80 Annual plan completed. Staff
development of annual plans, scheduling Twice meetings held. Cases assigned.
of staff meetings and process for case monthly.
assignment. Ongoing as

needed
respective-
ly.

1.7 | Provide staff supervision through regular Weekly, Conferences held as scheduled Supervisory staff
periodic conferences between supervisor and tw1ce/mq.
social work staff, between agency adminis- respective-
tration and supervisor, between Homemaker ly.

Supervisor and Homemakers.
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.jecti ve # 1

(Restate Objective Here)

To maintain effective leadership and administrative management of the In-Home Support Services Project during

Fiscal Year 1980/81 through accomplishment of activities

listed in Section 4.

No.f

Activity

Completion
Date

Measure of Activity Completion

Staff Assigned

1.8

1.9

1.10

1.11

1.12

Evaluate staff performance annually

Provide continuing staff training in assess-
ment, case pianning and service deiivery and
on needs of the elderly.

Facilitate the communication and service
between program elements providing service
in this contract ard other service programs
within Metropolitan Family Service.

Assure the continuous familiarity of the
ageficy's Board of Directors with this
contracted program.

Provide for monitoring of income and expendi-
tures of Geriatric Services and Homemaker
Services to insure effective fiscal manage-
ment and efficient operation.

Continually monitor the contract to assure
contract expectations are being met.

Provide for communication and understanding
between the AAA, the 8 Senior Centers,
special projects and Metropolitan Family
Service.

9-30-80
9-30-81

Ongoing

Twice/mo.

Monthly

Monthly

Quarterly

Monthly

Quarterly

Monthly

Monthly
As Needed

Semi-annuallj

Ongoing

Written evaluations in personnel
files.

Development and completion of
Homemaker Service staff develop-
ment and training program.

Staff participation in total
agency training program, in AAA
training sessions and in rele-
vant training offered in commun-
ity.

Attendance at agency management
staff meetings.

Attendance at Board meetings
by Division Directors.

Fiscal information maintained
on a monthly basis.
Attendence at agency contract
quarterly review meetings.

Program information tabulated
on a monthly basis.

Attendance at agency guarterly
review meetings. -

Attendance of AAA contractor's
meetings.

Advisory Board Meeting
Attendance at other meetings or
activities as appropriate and
needed.

/ Geriatric and Homemaker staff
meet with Senior Center staff
on a scheduled basis/as needed.

Supervisory staff

Supervisory staff

Supervisory staff

Supervisory staff.

Agency administra-
tion, fiscal office
and entire staff.

Contract Manager

Appropriate staff
as indicated.
Contract Manager
Appropriate staff
as indicated

Supervisors and
staff as indicated.
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‘ct‘ive# I : (Restate (bjective Here) ‘ ‘ ' ;y

Tc maintain effective leadership and administrative management of the In-Home Support Services Project during .
Fiscal Year 1985/81 through accomplishment of activities listed in Section 4,

No. Activity Comglig ON | Measure of Activity Completion Staff Assigred =
i
1.15 |Facilitate communication and coordination of |7-1-80 Procedures and forms developed. [Lontract Manager M iy
service and information by having the estab- {7-31-80 Procedures and forms approved A
lished procedures and forms necessary for: by AAA 3|2
a. Referral procedures for Homemaker/House- ol
keeper and Case Management III. (suggested procedures attached) %o
b. MFS waiting 1ist policy 1™
c. Priority policy P
d. Allocation of available service policy. ale
e. Criteria for eligibility for Levels I & i<
11 Homemaker/Housekeeper and Level III -4 lad
Case Management services. I3
f. Homemaker/Housekeeper assignment sheet. g
g. Change in Level of service request form ol
h. Case staffing procedures. o,
i. Comment/probiem form 3|3
. j. Procedures for the coordination of -2
! Housekeeper/Homemaker service with Centers o>
holding prime responsibility for case 2
plan. e+
k. Procedures for the coordination of MFS ;;-—"
Homemaker znd Case Management III cases a5
with Center services. I
23
1.16 |Inform MAA District Centers of thesecontract |7-31-80 Procedures explained at July Contract Manager & £|a
procedures and forms, in accompaniment with 7-31-81 AAA contractors meeting AAA staff Sl
=~{o
AAA staff. =
~ijm
1.17 |Develop or plan for the appropriate alloca- 9-1-80 Plan developed and agreed Contract Manager & aia
tion of Homemaker/Housekeeper service AAA staff. s1=
throughout the service area in conjunction - e
with AAA staff. ‘“‘g“
[ad
1.18 {Marnage the provision of Homemaker/Housekeeper Ongoing/mo. | Documented by service hour Contract Manager <
service so as to assure as nearly as possible reports to AAA Supervisory staff T -
an even flow of service throughout the year.
—
|2
it
27
— SN L
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‘ctive & 1 : (Rescate Objective Here)

To maintain effective leadership and administrative management of the In-Home Support Services Project during

Fiscal Year 1980/81 through accomplishment of activities listed in Section 4.

No. Activity Comg;i;fon Measure of Activity Complietion Staff Assigned

1.19 {Work with the Area Agency on Aging and its Within 30 ;Fee scale procedures established |Agency Administra-
District Centers to establish a procedure days of when tion & Contract
for implementation of a fee scale for Case fee scale is| (suggested procedures attached) |Manager.
Management III and Homemaker/Housekeeper implemented
services, to include:

a. Procedure for assessing fee.

b. Procedure for implementing fee.

¢. Procedure for notifying appropriate Centet
of fee assessed client for which they
have prime.

d. Procedures for reporting and collecting
fee income.

1.20 |Assist and cooperate with the City of Portland As required| Meetings attended Contract Manager,
and the Are= Agency on Aging in the continual Agency Administra-
development of a system of services to the tion and social
elderly by: work staff.

a. Participating in area meeting.

b. Giving technical assistance.

c. Providing suggestions and comments on
materials and issues.

1.21 |Accept referrals from referral sources in a Ongoing as Intake procedures followed .66 Intake worker

needed Problems documented and

timely, orderly fashion. Monitor any
developing problems related to intake pro-
cedures.

followed up.

v
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‘ective# 11 :
and safe environment for disabled or frail
from AAA District Centers and by providing 13,423 hours of Housekeeper Service,

or less) during Fiscal Year 1980/81.

(Restate Objective Here] To pr

elderly ‘In!v

or postpone institutionalizaticn 5y aaintaining

jduals by accepting referrals for Housekeeping Se
10% of which is short term (3 mo.

Activity

Completion
Date

Measure of Activity Completion

Staff Assigned

2.2

2.4

2.5

Ny
o]

Accept referrals for long term Housekeeper
Service from the Arza Agency on Aging's 8
District Centers in accordance with developed
and established referral procedures.

Accept referrals for short term Housekeeper
Service (10% of total Housekeeper Service)
from the AAA 8 District Centers in accordance
with developed and established procedures.

Assess appropriateness of referrals in
accordance with need and eligibility for
service.

Maintain records on referrals for Housekeeper
Service lorng and short term.

Establish procedures for assignment of re-
ferral to MFS social work staff.

MFS social worker will conduct an initial
assessment of clients needs to determine:
a. 1if housekeeping service is appropriate;
b. orientate the client to use of service;
c. to establish tasks to be performed.

7-30-80

Ongoing

7-30-80

Ongoing

Ongoing

Ongoing

8-31-80

Ongoing

Procedures developed and
approved as stated in Objective
1.15. (Suggested procedures
attached)

Documented by record of re-
ferrals accepted and case
record

Procedures developed and
approved as stated on Objective
1.75. (Suggested procedures
attached)

Documented by case record and
monitoring procedures and
referrals accepted

Decision of intake worker on
action taken documented as
accepted or denied by intake
worker.

Records maintained monthly of
# of referrals, action taken,
and reason for denial if ser-
vice not provided by intake
worker.

Written procedures established
and on file.

Documented by completion of
“client needs assessment" and
"housekeeper assignment" forms

Contract Manager

Intake worker

Intake worker

Intake worker
Social worker

Intake worker &
social work staff

Intake worker

Supervisor

Social work staff

ean \!

B
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: (Restate (bjective Here) To prev
elderly id‘l’

mective # 11
‘esafe environment for disabled or frail

from AAA District Centers and by providing 13,423 hours of Housekeeper Service,

or less) during Fiscal Year 1980/81.

or postpone institutionalization by ma. .taining ean
iduals by accepting referrals for Housekeeping Se e .

No.

Activity

Completion
Date

Measure of Activity Completion

Staff Assigned

2.7

2.8

2.9

2.11

2.12

MFS social worker will inform District Center
of results of client assessment according to
established housekeeper coordination proce-
dures and forms.

-

Housekeeper Service will be scheduled in
accordance with established referral and
priority policies

Communication between District Center Case
Management and MFS Housekeeper Service will
be assured by following established pro-
cedure for informing case managers of needs,
changes and problems in situation experi-
enced by client observed by housekeeper
and/or social worker.

Hold preplacement conference with house-
keeper to acquaint her with duties.

Participate in case staffing or conferences
with District Centers or other agency tha*
are necessary to promote coordination of
Housekeeping Service with case management
plans.

Designated MFS staff member shall monitor
Housekeeping cases to insure that House-
keeper Service is being used appropriatsly
and ihat changes in type, number and level
of service is communicated to case manager
by home visit every 6 months and as need
indicates.

7-31-80

Ongoing

7-31-80

Ongoing
7-31-80

Ongoing

Ongoing
before
assignment

Ongoing as
needed

Ongoing

Written procedures estab-

1ished and approved. (Objective
1 .15)

Procedures followed

Written procedures and forms
established and approved (Obj.
1.15)

Procedures followed

Written procedures and forms
estabiished and approved
(0bj. 1.15)

Procedures followed.

Conferences held between social
worker and housekeeper

Staffing and conferences
participated in.

Established procedures for
Housekeeper case-eoordination

followed.
Home visits made as documented

by case plan.

Social work staff.

Social worker
Scheduler

Social work staff

Social work staff

Supervisory &
social work staff.
Homemakers if in-
dicated.

Social work staff

102 of which ic short term (3 mo.
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become homemakers by providing a minimum
of 24 hours of training per year in the

areas of:

the agency, community and homemakers
the family and the homemakers

training received in personnel
files.

See attachments for proposed
training schedule 80/81

Vectwe 4 : (Kestare Upjective Here) (o prevagst or postpone mst:JtumonaHza: 3n ey mainis ining clean ?\"

safe environment for disabled or frail elderly iQ’idua’xs by accepting referrals ror'r;ou§ekeepmg S e <

¥om AAA District Centers and by providing 13,423 hours of Housekeeper Service, 102 of which is short term (3 mo.

or less) during Fiscal Year 1980/81.

No. Activity Comggiéfon Measure of Activity Completion Staff Assigned =
- 3 L%]
2.13| Changes in Housekeeper Service will be made | Ongoing Established procedures Social work staff NS
in coordination with case manager in accor- followed for coordination of Sig
dance with established procedures. Housekeeper Service (0bj. 1.15) 23
=
Qe
2.141 Notify clients of any temporary changes in Ongoing as Clients notified by service Scheduler %o
housekeeper scheduled time. needed coordinator oy g
-4
O
2.15| Arrange for substitution of absent house- Ongoing as Substitution arranged and Homemaker Supervisgr zi=
keeper. needed scheduled. Scheduler wi<
ier
2.16 | Maintain records of Housekeeper Service Monthly by Records maintained of # of hrs. | Contract Manager Z ®
hours, long and short term. 5th working | of Housekeeping Service (long 215
day. and short term) provided o=
recorded by client and reported ni®
to AAA :(1 =
3
2.17 | Provide for supervision for housekeepers by | Monthly Group supervision held. Homemaker Supervisar Eﬁf;
group, individual and phone conference. Monthly Individual supervision held olct
Weekly as Phone conferences held &=
needed. =™
2|
2.18 ] Provide for orientation of new hcusekeeper Ongoing as Orientation sessions held Homemaker Supervisdr 2.
staff by presenting orientation session of needed. ]
minimum of 4 hours, dealing with the £|a
areas of the agency, job responsibilities 1 N
and the client. =12

©
B —{m
2.19 | Provide career ladder for housekeepers to Ongoing Training held. Record of Homemaker Supervisdr g|%
={=T
g
.
12
(@]
<
f(b_

care and maintenance of the home
first aid and accident prevention
family budgeting and money management
nutrition and food preparation

the aged person

@apapTe

1s41)
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ective # 11 : (Restate (bjective Here) To pregget or postpone imstituticnalization by m-:ataining lean w
adcsafe environment for disabled or frail elderly i‘n’dua’ls by accepting referrals for Housekeeping S ce -

from AAA District Centers and by providing 13,423 hours of Housekeeper Service, 10% of which is short term (3 mo.
or less) during Fiscal Year 1980/81.

No. Activity Comgl§t1on Measure of Activity Completion Staff Assigned =
2.19 {h. mental and emotional disturbance
cont.] i. the 111 and mentally and physically dis-
abled.

j. personal care and rehabilitation services

Training to be provided by professionals in

the various fields of knowledge in large and

small group sessions.
2.20 | Submit client tracking forms in accordance Ongoing Forms submitted Contract Manager

with CTS instructicns and procedures. Supervisor

Social work staff

2.21 | Provide for coordination of service by Once/quarter | Reports compiled and sent Contract Manager

providing the 8 District Centers with list
of clients served,by intake and closing
dates.

_2 l-
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ctive # III (Restate Objective Here)
revent or postpone institutionalization by maintain

‘ng a clean, safe and healthful environment for

disabled or frail elderly individuals by accepting referrals for Homemaker I service from AAA District
Centers and by providing 9,615 hours of Homemaker I service during FY 1980-81.

No.

Activity

Completion
Date

Measure of Activity Compietion

Staff Assigned

3.1

3.2

3.3

AN
4

3.5

3.6

Accept referrals for long term homemaker
service from the Area Agency on Aging's 8
District Centers and special projects in
accordance with developed and established
referral procedures,

Assess appropriateness of referrals by
intake worker in accordance witk need for
service and eligibility for service.

Maintain recores on referrals for Homemaker
I service.

Establish procedures for assignment of
referral to MFS social work staff for
assessment and cngoing monitoring of home-
maker service.

MFS social worker will conduct an initial

assessment of clients needs to determine:

a. if Homemaker I Service is appropriate

b. orientate the client to use of service
c. to establish tasks to be performed.

MFS social worker will on completion of
client assessment conduct an initial

case staffing in accordance with established
Homemaker I assessment and coordination
procedures. Staffing will include Center
case manager, social worker and may

include the homemaker if appropriate.

Ongoing

Ongoing

Ongoing

8-31-80

Ongoing

8-31-80

Ongoing
Ongoing

Procedures developed and
approved as stated in Objective
1.15.

Referrals accepted.

Decision of intake worker on
action taken documented as
accepted or denied by intake
worker

Recerds maintained monthly of
# of referrals, action taken,
and reason for denial if ser-
vice not provided by intake
worker.

Written procedures established
and on file.

Documented by completion of
“"client needs assessment" and
"homemaker assignment" forms.

Written procedures established
and approved. (Objective 1.15)
Procedures followed.

Initial case staffings held

by phone or in-person as
indicated.

Contract Manager
Intake worker

Intake worker

Intake worker

Contract Manager

Social work
Supervisor & socia
worker.

Contract Manager

Social work
Supervisor & socia
worker.

|

b
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uojective ¥ 111

\Red>iale WwyecLive nere)

prevent or postpone institutionalization by maint t 2 ;
disabled or frail elderly individuals by accepting reterrals for Homemaker I service from AAA Tistrict

Centers and by providing-9,615hours of Homemaker I service during FY 1980-81

ng a clean, safe and healthful environment for .

Activity

Completion
Date

Measure of Activity Completion

Staff Assigned

3.8

3.9

| 3.10

3.1

3.12

Homemaker I service will be scheduled in
accordance with established referral and
priority policies.

Hold placement conference with homemaker to

acquaint her with her duties for the client.

Introduce homemaker to client.

MFS will request additional staffings on
Homemaker I cases with the Center case
manager at the minimum of every six months
to discuss service and to provide for
cooraination of service with Center case
management plans.

Communication between District Center case
management and MFS homemaker service will
be assured by following established pro-
cedure for informing case managers of
needs, changes and problems in situation
experienced by client observed by homemaker
and/or social worker.

Designated MFS staff member shall monitor
homemaking cases to insure that homemaker
service is being used appropriately and
that changes in type, number and level of
service is communicated to case manager,
by home visit every 6 months and as need
indicates.

Changes in homemaker service will be made
in coordination with case manager in
accordance with established procedures.

7-31-80

Ongoing
Ongoing

Ongoing at
6 month
intervals

8-31-80

Ongoing

Ongoing

Ongoing

Hritten procedures and forms
esta?]ished and approved (0bj.
1.15).

Procedures followed.

Pre-placement conference held.
Homemaker introduced.

Staffings conducted by phone
or in-person as indicated

Written procedures and forms
established and approved
(Objective 1.15)

Procedures followed.

Established procedures for
homemaker case coordination
foliowed.

Home visits made as documented
by case plan.

Established procedures followed
for ccordination of homemaker
service (Objective 1.15)

Social worker

Scheduler

Social worker.

Social work
supervisor &
social worker

Contract Manager

Social work
supervisor

Social work

supervisor,

Social worker
Scheduler
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gblective # 111 °

o prevent or postpone institutionalization by
disabled or frail elderly individuals by accep

{KEeSTale unjectrive Here)

Centers and by providing 9,615 hours of Homemaker I service during FY 1980-81

maign‘ing a clean, safe and healthful environment for
ting referrals for Homemaker I service from AAA District

: ; Completion I . .
Ho. Activity gate Measure of Activity Coempletion Staff Assigned
3.13| Arrange for client to be evaluated by staff | When indi- Evaluation done and documented | Social worker
registered nurse if there is indication of: | cated in case .record
a. multiple medication
b. catheter or ostomy care required.
c. decubitus care .
d. wounds requiring dressing
e. bowel care
f. transfer assistance
g. pressure relief and repositioning,
paralysis, weakness
h. acute disorientation or confusion
3.14| Provide District Center with report of After each Reports given and documented Nurse
nurse evaluation and recommendations. evaluation in case record.
3.15/ Nurse to assume supervision of homemaker When indi- Case transferred and documented| Social worker
in case if indicated. cated in case record. Nurse
3.16{ Arrange for transfer of case to Level II When indi- Transfer of prime and Level Nurse
Homemaker service if indicated. cated. made documented in record and
101 form.
3.17¢ Arrange for evaluation of client by Ongoing as Evaluation completed Social worker
registered occupational therapist if needed 0.T. Consultant
indicated by service need.
3.18] Prepare report and recommendations of Upon Report prepared and in case 0.7. Consultant
0.T. evaluation. evaluation record
3.19} . Notify clients of any temporary changes in Ongoing as Clients notified__ Scheduler
housekeeper scheduled time. needed
3.200 Arrange for substitution of absent home- Ongoing as Substitution arranged and Scheduler
maker. needed scheduled.
3.211 Maintain records of homemaker hours and Monthly by Re ords maintained of # of AAA | Contract Manager

report to AAA

5th working
day

hours of Homemaker I service
provided recorded by client
and reported to AAA.

e
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prevent or postpone institutionalization by
disabled or frail elderly individuals by accep

upjective # 111 @ (Kestate ujective Here)

Centers and by providing 9,615 hours of Homemaker I service during FY 1980-81

maint’ing a clean, safe and healthful environm2nt for .
ting referrals for Homemaker I service from AAA Cistrict

No.

Activity

Completion
Date

Measure of Activity Completion

Staff Assigned

-9[-

3.22

3.23

3.23a

3.23b

Provide for supervision ef homemaker by
group, individual and phone conferences.

Provide procedures and training for homemaker]
staff in accordance with HRB rules 10-20-000

Training of new inexperienced homemakers as
follows: *
40 hours of theory/training to include:

a. the agency, the community and the
homemaker

the family and the homemaker

care and maintenance of the home
first aid and accident prevention
family budgeting and money management
nutrition and food preparation

the aged person

mental and emotional disturbance

the i11 and mentally and physically
disabled

j. personal care and rehabilitation service

~IX ~-Hh M A ¢y O

20 hours of which will be provided in an
orientation seminar before serving clients.
The 20 additionai hours will be provided
during first 3 months of service.

Provide for 20 hours of supervised field
experience in ithe home of clients by
accompanying a trained homemaker and pro-
viding service under the experienced
homemaker's direction.

* These procedures will be modified as
needed to conform with final draft in-
Home Service Rules 10-20-000

Monthly
Monthly 1
Weekly as
needed

8-1-80

As needed

As needed

Group supervision held
Individual supervision held
Phone conferences held

Procedure developed

Training sessions held and
documented (procedures attached)

Field experience provided and
documented

Homemaker Super-
visor

Homemaker Super-
visor

Homemeker Super-
visor.

Homemaker Super-
visor.

Wi1/S3IIIAIIOY 40 Jualialess “p 57
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Q prevent or postpone institutionalization by main
i

PR e A I A LR )

I‘ing a clean, safe and healthful environment for

sabled or frail elderly individuals by accepting referrals for Homemaker I service from AAA District

Centers and by providing 9,615 hours of Homemaker I service during FY 1980-81

Ro.

Activity

Completion
Date

Measure of Activity Completion

Staff Assigned

3.24

Provide a minimum of 24 hours of additional
nomemaker training to expand upon and enhancg ly
original training to include:

a.

Training given in the area of providing
in-home assistance to elderly clients
with differing physical probtems.

Large and small group training sessions
are provided by nurse and occupational
therapy consultants and professionals
from community.

Training in understanding the psycho-
logical problems of aging and working
in the homes of clients with special
psychological problems provided in
large group and small group training
sessions by consulting psychiatrist
and advanced social work staff of MFS
and professionals from the community.
Training in home management and perfor-
mance of household tasks provided by
professionals in the community such

as home economist 1iaison.

Submit client tracking forms in accordance

-with CTS instructions and procedures.

Prcvide for coordination of services by
providing the 8 District Centers with
1ist of clients served by incoming date
and closing date.

Appropriate-
Monthly

Ongoing

Quarterly

Training sessions held

Forms submitted

Homemaker Super-
visor

Social worker
Contract Manager

Contract Manager

T8-08
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djective # 1y {Restate Cbjective Here)
prevent or postpone institutionalization of elde

r! and frail individuals with physical or mental

impairment by accepting referrals from AAA District Centers and by providing 14,283 hours of Homemaker

II service during FY 1980-81.

No.

Activity

Completion
Date

Measure of Activity Completion

Staff Assigned

4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

Accept referrals for Homemaker II service
from the AAA 8 District Centers and special
projects in accordance with developed and
established referral procedures.

Assess appropriateness of referrals by intake
worker in accordance with need for service
and eligibility for service.

Maintain records of referrals for homemaker
service.

fstablish procedures for assignment of
referral to MFS social work staff.

Accept prime responsibility for all Home-
maker II cases

MFS social worker to perform professional
in-depth needs assessment to determine full
extent of need and appropriate ievel of
in-home homemaker assistance and for
additional services and social work needs.

MFS social worker will inform Center of
results of client assessmernt according to
established Homemaker 11 coordination
procedures and forms.

If indicated, arrange for staffing regarding
referred client with referral source for
purpose of coordination, exchanging needed
information and resolving differences.

7-30-80

Ongoing

Ongoing

Ongoing

7-31-80

Ongoing

Ongoing

7-31-80

Ongoing

Ongoing as
needed

Procedures developed and
approved (Obj. 1.15)
Referrals accepted and docu-
mented by case record and
monitoring process.

Decision of intake worker and
of action taken documented as
to acceptance or denial.

Records maintained monthly of
# of referrals, action taken

and reason for denial if service]

not provided by intake worker.

Written procedures established
and on file.

Prime transferred to MFS by
Center

Documented by completion of
Homemaker Division intake
assessment form by worker,
AAA form 101 & 102 as needed.

Written procedures established

(Objective 1.15) -
Procedures followed

# of staffings held documented
in case record.

Contract Manager

Intake worker

Intake worker

Intake worker

Contract Manager

District Centers
Social work Super-
visor.

Social work Super-
visor.

Social worker

Contract Manager

Social worker
Social work Super.

Social work Super.
Social worker

[z
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Db‘tive # iv o
To prevent or postpone institutionaliz

jmpairment by accepting referrals from
IT service during FY 1980-81

(Restate Cbjective Here)

ation of elderly and frail individuals with physical or mental
PAA District Centers and by providing 14,283 hours of Homemaker

No. Activity Comgligjon Measure of Activity Completion Staff Assigned
4.9 | As agency with primary responsibility, Ongoing Case plan developed Social worker
develop a case plan for homemakers and - « Case file made up
social work service that include as a
winimum the elements described under AAA
requirements for Level II case management
and case files.
4.10| Provide Homemaker II service scheduling Ongoing Written procedures established | Contract Manager
in accordance with established referral (Objective 1.15)
and priority policies. As referred| Referrals accepted and Scheduler
scheduled
4.11! Hold pre-placement conference with homemaker| Ongoing Conferences held by social Social worker
to discuss with hev the case plan, the before worker and homemaker.
client's situation and her responsibilities | assignment
with the client.
4.12{ Introduce client to homemaker and explain Ongoing # of in-home homemaker place- Social worker
service to client in in-home visit. ments held by social worker in
client's home documented by
case record.
4.13] With client's permission, request from Ongoing Report in case file when Social worker
client's physician health information permission given.
necessary for complete assessment and case
plan.
4_.14{ Request information from (with client's Ongoing Coordination documented in Social worker
permission) any other agencies providing case record.
service to the client with object of -
coordinating services.
4.151 Make referrals for needed ongoing mainten- Ongoing as Documented by AAA 103 forms Social werker
ance services (volunteer, friendly visiting,| needed

telephone reassurance, shopping) to
District Centers.
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@'ective § IV (Restate Objective Here)
prevant or postpone institutionalization of elder]

Qnd frail individuals with physical or mental

impairment by accepting referrals from AAA District Centers and by providing 14,283 hours of Homemaker

IT service during FY 1980-81

a. muitiple medication

b. catheter or ostomy care required
€. decubitus care

d. wounds requiring dressing

e. bowel care

No. | Activity Comggiéjon Measure of Activity Completion Staff Assigned
4,16 Make referrals for additional needed ser- Ongoing as Documented by AAA 103 forms Social worker
vices to community. Provide and act as needed and case records.
advocate on behalf of the client to those
sources if needed.
4.17f Provide supportive counseling services to As needed Documented in case record Social worker.
client as needed.
4,18} Consult with Occupational Therapist concern-| Ongoing as Documented by OT consuitation Social worker
ing client ond when indicated, arrange indicated form in case record
for visit of OT for assessment and training
of client.
4.19; Develop contracts with family members to Ongoing Documented by case record Social worker
assist in case planning, service provision
and coordination.
4 .20} MFS social worker will initiate and/or take | Ongoing as Documented by case record Social worker
part in case staffing and conferences needed
necessary to coordinate services to the
client in accordance with accepted Home-
maker II assessment monitoring and coordi-
nation propcedures.
4,21] MFS social worker shall monitor Homemaker II| Ongoing Documented by case record Social worker
cases so0 as to insure appropriate level of every 3 Documented by AAA 102 forms
homemaker service, progress toward goals months and case record
and that the continuing needs cf the client
are met within limits of available service
and will provide a reassessment and case -
plan update every 3 months.
4.221 Arrange for client to be evaluated by staff | As indica- Referral made and documented Social worker
registered nurse if there is indication of: | ted in case record
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IV

impairment by accepting referrals from AAA
II service during FY 1980-81

’iective § (Restate Objective Here)
o prevent or postpone institutionaiization of e

lderly and frail individuals with physical or mental

District Centers and by providing 13,283 hours of Homemaker

with CTS instruction and procedures

! ; . . Completion . . .

No. Activity gate Measure of Activity Completion Staff Assigned
4.22 | f. transfer assistance As indicated| Referral made and documented Social worker
cont.| g. pressure relief and repositioning, in case record

paralysis, weakness.
h. acute disorientation or confusion.
4.23 | Provide written report and recommendations |When evalua-| Report written and in case file |Nurse
of nurse evaluation. tion made
4.24 | Arrange for nurse to assume case management |As indicated| Case transferred to nurse and Social worker
responsibilities when medical problems are documented in case record Nurse
prime concern
4.25 } Nurse to provide case management as described| Ongoing as Documented in case record Nurse
in 4.6 through 4.2? indicated
4.26 | Maintain records of Homemaker II hours Monthly by Records maintained of # of houvrs|{Contract Manager
provided. 5th working | of Homemaker II hours provided
day of month| by client and reported to AAA
4.27 | Notify client of any changes in homemaker Ongoing as Client notified Scheduler
scheduled time. needed. Social worker
4.28 | Arrange for substitution of absent homemaker | Ongoing as Substitution arranged Scheduler
needed
4.29 ! Provide for supervision of homemaker by Monthly Group supervision held Homemaker Super.
group, individual and phone conference. Monthly Individual supervision held Social worker
Phone conference held
4.30; Provide for training of new inexperienced As indicated| Training sessions held Homemaker Super.
homemakers and for in-service training as Ongoing
described in 3.21 - 3.22
4,31 ] Submit elient tracking forms in accordance Ongoing Forms submitted Social work Super.

Social worker

NE
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elderly 1 1
and other sources as approved by AAA and by provi
individuals who meet established need criteria wi

miective # v

{Restate (bjective Here)
viduals with complex social/emotional/physical p

or postpone institutionall zation

10 DI‘EVi"

ding 4,104 hours of case management 111 services
th an average of 81 individuals receiving service each menth during

oT en.:-ngered rr.“ {

by accepting referrals from AAA District Cente

to 108 different

FY 1980-81
| No Activit Completion .. . .
- Ly Date Measure of Activity Completion Staff Assigned

5.1 |Accept referrals for clients in need of 7-30-80 Procedures developed and Contract Manager
immediate comprehensive social casework from : approved (0bj. 1.15) Intake worker
the AAA 8 District Centers, hospitals, Public
Health Nurse, relatives and the courts in
accordance with developed and established
referral procedures.

5.2 | Assessment of appropriateness of referrals Ongoing upon | Decision of intake worker and Intake worker
by intake worker in accordance with need for |referral of action taken documented as
service and eiigibility for service. to acceptance or denial.

5.3 | Maintain record of referrals for case Ongoing Records maintained monthly of Intake worker
management III cases. # of referrals, action taken

and reason for denial of service

not provided by intake worker.
1
Ni5.4 | Establish procedures for assignment of 7-31-80 Written procedures established |[Social work Super.
' referrals to MFS social work staff and on file.

5.5 | Accept prime responsibility for all case Ongoing Prime transferred to MFS by District Centers
management III cases accepted from AAA District Centers. Intak2 worker
District Centers and other referral sources. Social worker

5.6 | Provide for a social work case management Ongoing Case management team established|Social work Super.
team to provide case management III services
to clients. Team to include social worker,
case manager and professional advanced social
vorker at the MSW level or above.

5.7 | Provide for each case a bio-psycho-social Ongoing upon{ Written assessment in case Social worker
assessment of the client as an aid to referral record.
establishing client needs.

5.8 | Arrange for obtaining information of client's| Ongoing Documented in case file Social worker
physical health from client's physician.

5.9 | Develop a case plan for the client including | Ongoing Written case plan in case Social worker
as a minimum, the requirement for case after record
established by AAA. assessment
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elderly Jviduals with complex social/emotional/physic31Aa ms by accepting referrals from AAA District Cente ~
and otheburces as approved by AAA and by providing #:19% hours of case management IlI services toe 108 different
individuals who meet established need criteria with an average of 81 individuals receiving service each month during .
FY 1980-81

No. Activity Completion Measure of Activity Completion Staff Assigned h

Date

5.10 | Coordinate all community services being Ongoing Documented in case record Social worker
provided to the client.

5.11 | Refer to AAA for Timited access services Ongoing as Documented by case plan Social worker
such as, transportation, homemaker, required | needed. AAA 103 forms
to sustain independent 1iving, according to
AAA referral process.

5.12 { Refer to community agencies for needed Ongoing as Documented by case plan Social worker
appropriate services. needed AAA 103 forms

5.13 | Provide counseling services to the client Ongoing Documented in case record Social worker

i 5.14 | Provide counseling to families of elderly Ongoing Documented in case record Social worker

1

]

! clients who are experiencing problems in
i dealing with the client.
i

b

t

5.15

Arrange for the provision of crisis counsel- |Ongoing as Procedure for crisis services Social worker

-Ez..

ing and other crisis services. needed established.
Documented in case record.
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1 5,16 | Perform as an advocate for the ciient to Ongoing as Documented in case record Social worker
; community agencies, institutions and needed
§ individuals when appropriate and needed.
§5.17 Provide for ongoing case management and Ongoing Procedures established Social worker
} monitoring, reassessment, according to every 3 Documented in case record
i established and approved procedures. months. and AAA CTS forms
i 5.18 | Arrange for ongoing maintenance sérvices Ongoing Documented in casg_record Social worker
such as, telephone reassurance, friendly AAA CTS forms
visiting, shopping, from District Center e
when appropriate and needed. =
1<
5.19 | Arrange for consultation and client evalua- |As indicated| Documented in case record Social worker i
! tion (if indicated) from staff registered —
nurse. -
wy
5.20 | Provide written evaluation and recdmmendation|Upon evalua-| Evaluation and recommendaticns |Nuvrse ~
| from nurse. tion written and in case record. i $:z
{ o =
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eldeﬂ&yq%g'ividuals With conp]éx"s'o—c:i_al?emoti o'nhal/phylsicﬂ
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B R AL A

pPuUS LpUNIC 2Ll LLIunal teac iy orw
lems by accepting referrals from AAA District Cen
urs of case management III services to 118 different

. aangerea

@

and o ources as approveé by AAA and by providing 4,104 11 :
ingividuals who meet established need criteria with an average of 81 individuals receiving service each month during
FY 1980-81
I Completi
| No. Activity M ate | |Measure of Activity Completion | Staff Assigned
5.21 | Arrange through linkage with a local hos- 8-31-80 Linkage made, agreement written | Case Management
pital, provisions for inpatient psychiatric Supervisor
and physical assessments of clients and
provide service as needed.
5.22 Deve]ebment of a system through which 7-31-80 Written procedures on file Case Management
referrals can be made to the Office of Supervisor
Public Guardian and arrange for ongoing
cocordination and cooperation with that
office.
5.23 | Arrange for the provision of Guardianship Ongoing as | Documented in case record Social worker
! and Conservatorship, public or private, needed and AARA CTS forms
! when need indicates.
| 5.24 Develop process for placement with area 8-31-80 Process developed for placement | Case Management
nursing homes for the purpose of facilita- Supervisor
; ting referrals and assisting in transition
i of clients needing such care either on a
| permanent or temporary basis.
| 5.25; Arrange and assist clients” families 1in Ongoing as | Documented in case record Social wovker
) the arrangement of nursing home care for needed and AAA CTS form
i clients needing such care.
f 5.26| Development of a program of regular 7-31-80 Program developed and on file Case Management
! psychiatric and social work case consulta- in Division Annual Plan Supervisor
{ tion to case management team in order to
g assist in initial and ongoing assessment
‘ and understanding of clients psychiatric =
problems
5.27| Development Gf a program of regular medical | 7-31-80 Program developed and on file Case Management
consultation to assist in the understanding in Division Annual Plan. Supervisor
of client medical problems. Consuitation held.

v
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jviduals with complex social/emotional/physical py
ources as approved by AAA and by providing 4,104

e e vaiiL WS

ems by accepting referrals from AAA District Cent
rs of case management III services to 108 different

elderly g
and oth : i 4 _case k2 . N
individuals who meet established need criteria with an average of 81 individuals receiving service each month during

MUI vpUnIC IS LUL EUIal Lo o Ut

FY 1580-81
| No. Activity C°”E;§;f°" Measure of Activity Completion | Staff Assigned
5.28 | Develop a plan of temporary in-home medical | 7-31-80 Plan developed and written Case Management
service for clients who need such service procedures established Supervisor
by a physician and who have no physician
or whose physician is unavailable for in-
home service. -
5.29 | Development of a program of regular legal 7-31-80 Program developed and on file Case Management
consultation to assist in the understanding in Division Annual Plan Supervisor
of client iegal problems. 4 times/annual| Consultation held.
5.30 | Develop communication and coordination 7-31-80 Communication and coordination Case Management
systems with other agencies providing ser- systiem developed Supervisor
i vice to clients in order to assure informa-
[ tion needed for reassessment and/or modifi-
i cation of case plan.
!5.31 . In cooperation with each referral source, 9-1-80 Need established Case Management
! establish the need for consultation in Supgrvisor
working with potential Case Management III Social work
clients (protective service). consultant
5.32 ! Develop a plan in cooperation with referral | 10-1-80 Plan established Case Management
source for the provision of consultation Supervisor
in working with potential Case Management Social work
111 clients. consultant
5.33{ Carry out consultation program with referral{ Ongoing Consultation provided and Case Management
source on working with potential Case documented. Supervisor
Management III clients. Social work
=~ consultant
5.34] Arrange for the coordinator of services 9-1-80 Procedures established Case Mgnagement
with those of Adult end Family Services Ongoing Supervisor
protective service unit to assure that
AFS assumes appropriate responsibility for
cases that come under their jurisdiction.
5.35! Refer cases to AFS when indicated When needed | Referrals made Socizl worker

hé

v

L31AL300 Auew se

RIS/ SaULAWLL/SILIIALIOY JO JuawdIeIS

3IN0 03 A4eSS3I3U SP SI

A40M BY3 auj|

yoey 4o0j paubyssy

( *3onpoud

EYSEEETN)

1541)

18-C8
SdN

(YA (5% A

[ 1Y




MFS
80-81

Strategy/Method: (Briefly describe the general approach to meeting the stated
goals and objectives. Discuss the rationale of this approach and how it relates
to the overall strategy of the responsible HRB Divisional Unit).

In accordance with, and in support of the comprehensive plans of the Area Agency
on Aging for the provision of services to the elderly, Metropolitan Family Service
will provide a homemaker/housekeeper service on three levels and case management
ITI service for clients needing immediate comprehensive social casework. House-
keeper service will be provided to those eligible elderly who are in need of basic
maintenance housekeeping chores. 10% of the service will be reserved for those
who need temporary service only (3 months or less). Homemaker I service provides
service for those who -need basic housekeeping plus the addition of personal groom-
ing assistance and light cooking. Prime responsibility for case management will
be with the District Centers for Housekeeper and Homemaker I cases. Homemaker II
services will be for those ciients who are in need of social casework services as
well as the services of a homemaker for housekeeping, extensive or complicated
personal care and cooking, and emotional support. Prime responsibility for this
service will be with Metropolitan Family Service.

10% of the Level I and Level II Homemaker hours will be reserved for short term

(3 months or less service). - Referrals for Housekeeper/Homemaker service will be
provided from the AAA District Centers. MFS will provide assessment, coordination
and case monitoring and management for these clients by trained homemakers/house-
keepers and professional social workers. Provision has been made for the movement
of clients between .evels of service to assure the correct needs of the client.
Coordination and cooperation between AAA District Centers, the community and MFS
15 assured by established procedures calling for frequent staffings and agency
contact. Procedures for periodic assessment of clients is assured by established
pracedures. A referral process for services not contracted for from MFS will be
established to the District Centers and community to provide client with full
range of services. Referrais for Case Management III (Geriatric Protective Services)
will be accepted by MFS from AAA District Centers, hospitals, public health nurses,
family and the court system. The clients will receive a complete comprehensive
assessment as to their physical, emotional and social status and needs. Service
will be provided by a social casework team to include a worker with a Master's
Degree in Social Work. This team will be responsible for ongoing case management.
The team will be supported by an established support system which includes facili-
ties or physical and mental inpatient evaluation, psychiatric, medical, legal con-
sultation, and working agreements with hospitals, nursing homes, courts, Office

of Public Guardian, volunteers and others needed in the provision of service.
Procedures ara established for cooperation and coordination with District Centers,
community and MFS. Prime responsibility for the client will be held by MFS on

all Case Management 1II cases. Wher Case Management III services are no longer
required, procedures have been established for transfer of the case to District
Centers or other community agencies.

The general strategy of this contracc will be to share with the City of Portland

in providing to the elderly of the city a program of in-home services that will
complement the coordinated District Center system of the AAA by the provision of
integrated, coordinated, quality in-home service program by Metropolitan Family
Service. Besides the contracted for service above, Metropolitan Family Service
will provide, when appropriate, additional volunteer service to include transporta-
tion (for those inappropriate for special transportation) escort services, friendly
visiting and telephone reassurance for those clients for which we have case respon-
sibility and for which District Center service is unavailable or inappropriate.
These services will be integrated as part of the case service plan. In 79/80

3,711 hours of volunteer service equal to $11,503 was provided to the contract. We
anticipate providing an approximately equal amuunt in 80/81,
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MFS

Service Arca, Target Population and Eligibility Criteria for Services: 80-81

{Describe the servicoe drea to be covered by Chis project and the target
population for each service to be provided. .E;p}a!n how cach target
population will be identified. State the eligibility criteria to be
utilized for each service provided and the method for appeal or exception.)

Service Area: service under this contract will be provided in Multnomah
County on a County-wide basis,

Target Population .

Homemaker /Housekeeper: those eligible frail persons who need this service
as part of a case plan to enable them to remain in their own homes rather
than go into nursing homes or other care facilities. These persons may need
this service on a long term or short term basis.

Case Management III: those eligible frail persons who appear to be or are in
danger of neglect, exploitation and who may not be able to act in their own
best interest and can benefit from immediate comprehensive social case work
and social services.

Eligibility Criteria: those frall persons 60 years or more of age who are
in need of the contracted services to sustain independent living; who are
not eligible for the same service from another agency legally responsible
for its provision; who do not have friends or relatives able and willing
to provide the service and who do not exceed the income level established
by OPI and Area Agency on Aging guidelines. Any exceptions must have the
approval of the Area Agency on Aging.

'
|
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MFS
80-81

Organization: (Briefly describe the staffing pattern, selection procedures
and adm1n1strat1ve procedures.)

Geriatric Services providing Case Management III services is staffed by one

Advanced (MSW) Social Work Supervisor, 1/3 Intake Worker, three Advanced {MSW)
Social Workers and one (BA) Social Worker., Staff to be used.in providing

Case Management III services under this ccntract are a .75 Advanced Social
Worker Supervisor, 3 Advanced Social Worker and .33 FTE Intake Worker. Part
time paid and volunteer consultation is provided in the fields of psychiatric,
legal, medical, and occupational therapy.

Homemaker Services providing Housekeeper, Homemaker I and Homemaker II service

is staffed by an Advanced (MSW) Social Work Supervisor, an Advanced (Master's
Ed. in Counseling Psychology) Homemaker Supervisor, 1/3 Intake Worker, a
Homemaker Scheduler/Coordinator, and three (BA) Social Workers; one Registered
Nurse and approximately 35 FTE Homemakers. Staff to be used on this contract
are .70 Advanced Social Worker Supervisor, }  Homemaker Supervisor,.33
Inta‘e Worker, .60 Homemaker Scheduler Loordinator, 3 Social Workers, 1
Reg1stered Nurse, and ,22 FTE Homemakers. Paid and voTuntary consultation are
provided in the fields of soc1a1 work and occupational therapy.

The Intake Worker for both services is responsible for receiving the request for
seryice, determining eligibility and need, accepting case, soliciting intake
from referral sources in compliance with AAA allocation system.

The Service Coordinator of the Homemaker Div1§1on is responsible for the
scheduling of all homemaker/housekeeper activities including substitution to
clients, conferences, staffings and training,and for arranging client rides.

Social workers are responsible for client assessment, case planning, management
monitoring, recording, coordination of services with collaterals and other
agencies and provision of all social services.

Staff supervision consists of periodic and regular conferences between Supervisors
and social workers (weekly). The Supervisors meet with agency's Associate
Directors on a periodic basis to coordinate service and management. Homemaker/
Housekeeper supervision is provided by Homemaker Supervisor and social work

staff in regularly scheduled individual and group conferences.

A1l employees receive on the job training through close supervisory contact.
Training is also provided to social work staff through regularly scheduled
consultation in the fields of psychiatry, law, medicine, public guardian, social
work, and through participation in training seminars and workshops developed
for the entire agency and for their service specifically and in specialized
training offered by AAA, other agencies and institutes, Staff also have funds
available to take courses offered by educational institutions.

Staff are selected and hired i1 accordance with agency equal opportunity policies,
by the Executive Director, Perscnnel Officer in consultation with the Service
Supervisor, Recruitment is done throughout the service area using a wide

variety of recruitment methods.

A1l staff receive e1ght (8) holidays (Christmas, New Years, Labor Day,
Memorial Day, 4th of July, Thanksgiving and two (2) days Winter Leave).

A11 staff used on this contract are or will be in place by 6-31-80.

-28-



149829

MFS
80-81

8. Applicant Agency Administration: (Describe the qualifications of the
incorporated agency, including experience, support services to be provided
for this project and other related projects operated by the agency. Des-
cribe the functions of the Board of Directors as they relate to this
project.) :

Metropolitan Family Service has been providing social services to the elderly for
many years. The agency pioneered the development of homemaker services in this
community and has been providing these services to an elderly target population
almost continuously since 1962. From 1972-74 the agency offered these services
through Project ABLE. The ABLE experience led directly to the current contract
with the City which has been in effect since 1974. The agency has offered house-
keeper service to the elderly since November 1977. During the last 16 years the
agency has pioneered a number of service projects targeted on the elderly and has
provided community leadership in the development of Protective Services for the
elderly. The agency absorbed the staff of Multnomah County's Protective Services
Division (two people) when that program lost its funding in 1874 and formed what
is now called Geriatric Services Division with a staff of six.

Beside our current contract with the City of Portland, the agency also provides
homemaker services under contract with the Childrens Services Division of the

State of Oregon, counseling sarvices under contract with the Mental Health Services
of Washington County, counseling and consultation services with the Hillsboro
Elementary School District, and a contract to provide counseling services to families
who have experienced instances of domestic viclence, from the Office of Public
Safety, City of Portland. Through these contracts we have demonstrated that we have
both the financial and program management capabilities to manage such contracts.

Homemaker Services and Geriatric Service (providing Case Management IIl services)
receives administrative and programmatic support as program elements of the larger
agency. Administrative support for resource development, fiscal management,
contract development, contract reporting and program monitoring are provided by the
Executive Director, Associate Director/Finance and Associate Director for Contract
Management, bookkeeper and statistician. Clerical support is provided by a secre-
tarial pool. Program support is provided by a Centralized Intake Unit which is
responsible for the initial screening of all referrals as to their appropriateness
and eligibility for Homemaker/Housekeeper services and Case Management III services.
This Unit provides information to the community regarding the services offered and
serves as an information and referral service for those services not provided by
the agency. Rurther program support is provided by Volunteer Services. The
Director of this service provides trained and supervised volunteers to augment

the services of the social worker and homemaker. Typical services provided are
Friendly Visiting, Telephone Reassurance, Escort and Transportation for such things
as medical appointments and shopping and other services for which a volunteer is
appropriate, Support is provided by the Counseling Service by its ability to offer
services to clients and consultation to staff. As the AAA contract is one of a
number of contracts for homemaker service, it receives additional program back-up
from other homemakers and staff employed by the agency as part of Homemaker Services.
Program support 1s also received by the agency's me hership in the National Council
for Homemaker Services and the Oregon Council of Homemaker Services. Geriatric

Services receive back-up support from the agerncy's United Way Geriatric Service
program.
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80-81

. 8. Applicant Agency Administration (continued)

The Board of Directors, which has overall responsibility for establishing policies
to guide agency services and operations, provide active 1iaison between the agency's
programs and the broader community. The Board is elected from the community by the
agency membership. The Board Nominating Committee actively seeks to assure that the
Board is representative of the community as well as the population served by the
agency.

Program information régarding Homemaker/Housekeeper Service and Geriatric Services
(Case Management III).are provided to the Board through its Homemaker and Geriatric
Service Board Committees.

The Board establishes policies which include areas of finance, personnel and program.
As with all agency programs, the Board has final authority in all policy matters
relating to agency participation in this contract. The Executive Director, as the
Board's employee, is charged with carrying out its approved policies in administer-
ing agency program.

Metropolitan Family Service's Tong range plans include continuing to provide
services to the elderly through contracts and through our United Way programs. Ger-
iatric Services are currently being expanded to offer case management protective
services to bank Trust Departments for the elderly clients they serve.
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9. Community Participation: (Describe tiie citizen involvement in planning
this project, the me;hods and expectations for community involvement in
the project's operation. Describe the functions of the Advisory Council

as they relate to this project. Describe staff, Advisory Council and
Corporate Board relationship.)

The Board of Directors of the agency, composed of a cross-section of citizens from

“the community, has established two committees which have particular importance for

agency programs and services. The Board Planning Committee has responsibility for
overseeing long range planning for the agency and periodically clarifying the
agency's mission, goals and objectives. This Committee has recently completed a

n?w agency goal structure which will facilitate the development of the agency annuail
plan,

The Board Program Evaluation and Review Committee has responsibility for reviewing
the overall agency program and insuring that services are both relevant to the
community and effective for clients. This Committee periodically completes a self-
study of the agency for purposes or reaccreditation as a member of the Family Service
Association of America.

The Homemaker Service and Geriatric Service are reviewed in this process as elements
of the total agency program with particular emphasis on the role of these programs
within the agency. Other Board committees of particular importance are the feriatric
Service and Homemaker Program Committees. The purpose of these Committees is to
become full acquainted with the service provided by the Divisions, types of problems
being presented, types of families requesting service, results of service provided
and the program development needs of the service. Policy con siderations for the
Board in relation to the agency's program will come from these Committees.

A large and active agency Volunteer Program provides direct services to our elderly
clients in the form of friendly visiting, telephone reassurance, transportation,
shopping, escort and when appropriate, monitoring of stabilized cases.

Requests for these services are made by the casemanager through the Volunteer
Service Coordinator. Care is taken to place the most appropriate volunteer for

the client's needs. Supervision of the volunteer is provided by the Volunteer
Coordinator and the case manager. As stated earlier in this propesal, 3,711 hours
of volunteer services were provided to this contract in 79/80 at a value of $11,503,
We anticipate providing the same approximate amount in 80/81 and 81/82.

The Board of Directors is the final authority on all policy matters of the agency.
They are responsible for the hiring of the Executive Director who is responsible
to them for the management of the agency. The staff of the agency are responsible
through our supervisory structure to the Executive Director. The Board Program
Committees are responsible to the Board

-31=
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Coordination: (Describe the intentions to coordinate this project with
other comnunity organizations and statutory agencies in the service area.
Briefly discuss program and service exchanges that may occur, Identify
staff positions responsible for these activities.)

The agency participates fully in AAA efforts to coordinate services to the
elderly and to establish linkages between AAA service providers. The agency's
Associate Director/Contract Manager attends all Area Agency on Aging's Advisory
Board meetings and participates in AAA agency contractors' meetings which seek
to provide and improve service understanding and coordination, Other agency
staff attend these meetings as needed,

The Homemaker and Geriatric Service supervisors are responsible for maintaining
the linkage between Metropolitan Family Service and the AAA referring District
Center. ' This linkage is accomplished by periodic in-person and phone confer-
ences, staffings and consultations. Case service information, referral infor-
mation and case planning information are shared at these meetings. Social

work staff of the agency consult frequently with Center counselors. As necessary
to facilitate the assessment of clients' needs, coordination of service and

the use of Homemaker/Housekeeper services (details of the proposed linkage
proceises are described in the activities of this proposal and in the attach-
ments).

In addition to establishing linkages with AAA service provider, the agency
coordinates service within by monthly meeting of Case Management III staff and
Homemaker Staff to coordinate service nrovided to mutual client¢s. Coordination
meetings are held regularly with Volunteer Services also. Every attempt is
made to coordinate services with all other community agencies by in-person
conferences and staffings as well as frequent phone contact.

In the interest of serving this contract and the elderly of the Portland area,
the agency has working agreements with the following agencies:

0ffice of Public Guardian - mutual referral system, coordination re, mutual
cYTents; monthly case staffings, procedures and joint planning for clients'
well-being.

Woodland Park Mental Health Center - mutual referral system, responsibilities,
procedures criterfa and follow-up. This s for medical/psychiatric evaluations
and client, stabilization on emergency as well as non-emergency bacis,

]
Probate Coa}t - procedures for appointment of GSD social workers as court
visitors in contested cases, close working relationship with Judge, referral
system with Special Agent of Probate Court, District Attorney, etc.

House Calls, Inc. - referral system for home visits by doccors to GSD clients
Tn specific situations such as medical emergencies and/or when client has no
physician and/or refuses to go to a doctor's office or hospital,

Muck-Out Services - the 1iteral shoveling-out messes in some GSD ciients' homes
to eliminate hazards of fire, vermin infestation, health, sanitation and safety.
Done by MFS Janitorial Service.

Providence Hospita’ and Mental Health Centers - mutual referral system, respon-
sibiTity procedures, criteria and follow-up. This is for medical/psychiatric
evaluation and client stabilization on emergency as well as non-emergency basis.

Other - cooperative working relationships, referral procedures and coordinatioa
with a variety of other community services including Community Health Nurses,
Hospital social workers, attorneys, doctors, banks, AFS, VA, Social Security,
Palice and Fire Departments, 32
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FISCAL SECTION

1. Budget Summary
a. Funding Recap: (List all sources of funding by amount and source.)

City Support Requested Amount
Housekeeper $ 101,209 |
Homemaker I 81,533 ‘
Homemaker II 133,117
Case Management III 90,206
Subtotal 406,065
Required Cash Match . 79,265
Program Income -0-
Subtotal 485,330
Other Project Support
. 1. Volunteer Time (3,711 hrs. @ 3.10) 11,504
2. United Wway 3,855
Subtotal 15,359
TOTAL 500, 689

b. Funding Statement: (Briefly describe the duration of funding from
eachisource 1isted above.)
1. Volunteer time is donated time from community residents recruited
by Metropolitan Family Service to support individuals eligible for
service from this contract.

2. United Way funds are allocated to this agency to administer for
the benefit of the community and are a stable source of funds.

2. Statement of Certification

The information provided herein is, to the best of my knowledge, certi-
fiable and correct.

Authorized S'ignatur? M %—V(———Date M
) R B-1 ////
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ATTACHMENTS

Attachments: (Required information is listed below. Forms, if necessary, are
included in this section.)

10.
1.

Budget Justification Forms

Budget Worksheet

Personnel Justification (full-time staff)

Personnel Justification (part-time staff)

'

Materials and Services

Capital Outlay

Project Organization Chart

Job Descriptions/Qualifications

List of Current Board of Directors

List of Current Advisory Council Members
Applicant Resume

Assurance of Compliance with Section 504, Rehabilitation Act of 1973

.~ Map of Service Area

. )

Proposed procedures and. forms for coordination of service

Homemaker In-Service Training 80/81

Budgeted Procedures for Implementing Activities - Subject to AAA Approval

MFS
80-81
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stevier: In-Home Support Services

AGENCY:  Metropolitan Family Service

CONTRACT PERIOL: 7/1/80 through 6/30/82

novscrrpreen: 13,423 hours,

HOMEMAKER
LEVEL 1 _
LEVEL II:

9,615 hours S 81;533

14,283 hours

133,117

CASE MANAGEMENT III
TOTAL PERSONS: 108
MONTHLY CASELOADS: 8]

4,104 hours

TOTAL CITY SUPPORT:

MINIMUM REQUIRED MATCH:

TOTAL

ADVINTSTRATION
 (MAXLIMUM ALLOWED)

$ 40,606

“Agency. Total may not exceed Total City Support.

) . B~3

MFS
80-81

BUDGET

$ 101,209

$ *
214,030

$ 90,206  *

§ 406,065

$ 79,265

$ 485,330

*Individual service component moncy.amount to be proposed by Applicant

.
i
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IN-HOME SUPPORT SERVICES
METROPOLITAN FAMILY SERVICE

FY:80/81

APPROPRIATION UNIT

149829

MFS
80-81

LINE ITEM WORKSHEET

Object Title

0PI
HOUSEKEEPER

0PI
HOMEMAKER I

OPI
HOMEMAKER II

10
120

Full-Time Employees

Part-Tims Employees

e

+- -

PI/ casE
MANAGEMENT

III

0PI
TOTAL

CITY SUPPORT

Federal Program Enrolless

Overtime

Premium Pay

Benatits

Less-Labor Turnover

Totel Personal Services

Professionsl Services

Utilitias

Equipmen"l Rental

Repair & Maintenance

Miscelianecus Services

101,209

81,533

133,117 |

90,206

Oftice EubSlon

406,065 __

Operating Suppliss

Reptir & Maint. Supplies

Minor Equipmaent & Tools

Clothing & Unifarms

Qther Commoadities—-External

Education

Local Travel

Out-o;-Town Travel

Space Rental

| Rotunds

Intsres

Hmrnmanﬁt‘gvmm Payments

Miccellanaous

Fleat Services

Printing Services

Distribution Services

Elactronic Services

Deta Processing Secvices

insurance

Talephone Services

intra-Fund Services

Other Services—-Internal

Totst Materials & Services

101,209

81,533

133,117

90,206

406,065

Land

Buildings

Improvements

Furmtur{g Equipment

Total Capitsl Qutlay

R

]

Oiher

TOTAL

$101,209

$81,533

B-4

$133,117

$90, 206

$406,065
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IN-HOME SUPPORT SERVICES

METROPQOLITAN FAMILY SERYICE

FY 80/8] _

APPROPRIATION UNIT
LINE ITEM WORKSHEET

119829

80-81

Cod

Object Title

TOTAL REQUIRED PROJECT

MATCH

INCOME

TOTAL
CONTRACT
AMOUNT

OTHER
RESOURCES

TOTAL
PROJECT

110
120

Part.Time Empigyo;l )

Full-Time Employess

T30

Federal Program Enroliegs

140

Overtime

160

Premium Pay

170

Benalits

190

Less-Labor Turnover

100

Totel Personal Services

210

Professional Services

15,358

15,359

220

Utilities

230

Equipment Rental

240

Repair & Maintenance

Miscellanaous Services

79,265

485,330

485,330

310

Office Supplies

320

Oparating Supplies

330

Repair & Maint, Supplies

Minor Equipment & Tools

JI50

Clothing & Uniforms

330

Qther Commodities—Externel

410

Education

Local Travel

°:
430

Out-of-Town Travel

440

Spuce Rental

450

Interest

AB0

Refunds

471

Ho\iromén( System Paymaents

480

Misceliansous

510

Fleet Services

520

Printing Services

530

Oistribution Services

540

Electronic Services

660

Data Processing Services

&80

Insurance

670

Telephone Services

680

Intra-Fund Services

580

Other Services—Interna!

200-
500

Total Matarials & Services

79,265

485,330

15,359

500,689

610

Land

820

Buildings

830

Improvements

64()

Furnbtq!_q._@ Equipment

601

Bl

70x)

Total Cépltal Qutlay

Other

TOvTAL

79,265

485,330

15,359

500,689
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. METROPOLITAN FAMILY SERVICE
. BUDGET JUSTIFICATION
MATERIALS AND SERVICES
OTHER RESOURCES DATE 5/19/80
PROJECT NO.
PROJECT TITLE In-Home Support Services /Metropolitan Family Service e
OTHER RESOURCES
To extent possible, use format indicated below.
CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY
VALUATION TOTAL TOTAL
. 210 PROFESSIONAL SERVICES
Volunteer Time
3,711 hrs. @ $3.10/hr. (Min. Wage) $11,504
Occupational Therapist
‘ 150 hrs. @ $22,50/hr. 3,375
Psychiatric Consultation
12 hrs. @ $40/hr. 480 |$ 15,359




CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY
VALUATION TOTAL TOTAL
210 Volunteirs
1 v 3,711 hrs, @ $3.10/hr. 11,504
Occupational Therapist
150 hrs. @ $22.50/hr. 3,375
Psychiatric Consultation
12 hrs. @ $40/hr. 480 15,359
. 260 Housekeeper Services
13,423 hours @ $9.276/hr. 124,517

. A 149829
a o _ C

. ‘ o o BUDGET JUSTIFICATION
' MATERIALS AND SERVICES

[ 6118
DAT! /80

PROJECT NO.

PROJECT TITLE In-Home Support Services/Metropolitan Family Service

TOTAL PROJECT
To extent possible, use format indicated below.

Homemaker I Services
9615 hours @ $10.49/hr. 100,875

Homemaker II Services
14,285 hours @ $10.45/hr. 149,280

Case¢ Management III Services
4104 hrs. @ 26.96/hr, 110658 485,330
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e BUDGET JUSTIFICATION
MATERIALS AND SERVICES
DATE 6/11/80
PROJECT NO. ‘
"PROJECT TITLE In<Home Support Services/ Metropolitan Family Services
Housekeeper
To extent possible, use format indicated below.
CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY
VALUATION TOTAL TOTAL
. 260 10,910 hours of housekeeper services
‘ @ $9.276/hr, 101,209

services 93% $8.627/hr,

adnin, 7% RIS
. r.

B8
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Q BUDGET JUSTIFICATION
MATERIALS AND SERVICES
o 6/11/80
E
PROJECT NO.
PROJECT TITLE In-Home Support Services/ Metropolitan Family Service
Homemaker [
To extent possible, use format indicated below.
CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY
VALUATION TOTAL TOTAL
1 260 7,772.5 hours of homemaker I services
@ $10.49/hr, 81533

services 93% $9.756/hr.

admin, 7% 734/hr.

$10.49/hr.
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BUDGET JUSTIFICATION
MATERIALS AND SERVICES
DATE 6/11/80
PROJECT NO.
PROJECT TITLE In-Home Support Services/ Metropolitan Family Service
Homemaker II 0PI
To extent possible, use format indicated below.
CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY
VALUATION TOTAL TOTAL
260 12,738 hours of homemaker II services
' @ $10.45/hr. 133,117

services 93% $ 9.719/hr

admin. 7% .731/hr
10.45 /hr

B0
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57 80-81
. BUDGET JUSTIFICATION
MATERIALS AND SERVICES
DATE 6/11/80
PROJECT NO.
PROJECT TITLE In-Home Support Services/ Metropolitan Family Service
Case Management III 0PI
To extent possible, use format indicated below.
CODE | DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY
VALUATION TOTAL TOTAL
260 3,346 hours of case management III services

@ $26,96/hr.
services 93%  $25.073/hr

admin. 7% __1.887/hr
26,96 /hr

B-11
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PROJECT NO.

BUDGET JUSTIFICATION
MATERIALS AND SERVICES

DATE

6/11/80

149829

MFS
. 80-81

PROJECT TITLE In-Home Support Services/ Metropolitan Family Service

TOTAL CITY SUPPORT

To extent possible, use format indicated below.

CODE

DESCRIPTION OF ITEM AND BASIS FOR
VALUATION

ITEM
TOTAL

CATEGORY
TOTAL

260

10,910 hours of housekeeper services
@ $9.276/hr.

services 93% $8.627/hr,

admin. 7% .649/hr,

9.276/hr.

7,772.5 hours of homemaker I services
@ $10.49/hr.

services 93% $9.756/hr.
admin. 7% .734/hr.
$10.45/hr.

12,738 hours of homemaker II services
@ $10.45/hr.

services 93% $ 9.719/hr.
admin. 7% .731/hr,
$10.45 /hr,
3,346 hours of Case Management III services
@ $26.96/hr.

- services 93% $25.073/hr.
admin. 7% 1.887/hr.
. 26.96/hr,

PIRE

101,910

81,533

133,117

90,206

406,065

B-12
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' . - BUDGET JUSTIFICATION
| MATERIALS AND SERVICES
! DATES/11/80
PROJECT NO._
PROJECT TITLE In-H me Support Services/Metropolitan Family Service
Total Required Match
To extent possible, use format indicated below.
CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY
; VALUATION TOTAL TOTAL
. 260 I Housekeeper Services
2,513 hours @ $9.276/hr. 23,308
Homemaker I Services
1,842.5 hours @ $10.49/hr. 19,342
Homemaker II Services
1,547 hours @ $10.45/hr. 16,163
0 Case Management III Services
758 hours @ $26.96/hr. 20,452

§79,265

B3
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BUDGET JUSTIFICATION
MATERIALS AND SERVICES ‘
| DATE  6/11/80
PROJECT NO.
PROJECT TITLE In~Home Support Services/Metropolitan Family Service
TOTAL CONTRACT AMOUNT
To extent possible, use format indicated below.
CODE DESCRIPTION OF ITEM AND BASIS FOR ITEM CATEGORY
VALUATION TOTAL TOTAL
260 Housekeeper Services

13,423 hours @ $9.276/hr, 24,517

Homemaker I Services
9615 hours @ $10,49/hr, 00,875

Homemaker II Services
14,285 heurs @ $10.45/hr. 149,280

Case Management II Services
4104 hrs, @ $26.96/hr. 110,658

485,330

B-14
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'PROJECT ORGANIZATIONAI CHART

Volunteer Staff

Board of Directors

Board Program Committees

Executive Director

Clerical Support Staff

Associate Director

Social Work Homemaker

Supervisor Supervisor

Social Workers Homemakers
Nurse

OT Consultant

Service
Coordinator
(Scheduler)

Associate Director

Consultants

Geriatric Services
Social Work Supervisor

Social Workers

18-08
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Position Description: Social Work Supervisor

The Social Work Supervisor carries responsibility for duties relating
to: coordination of social services, for staff supervision and eval-
uation, for participation in the hiring of staff and for coordinating
and interpretation of specific social services in the community.
Supervisors are responsible to the designated Associate Director of
the agency, but can consult with other Associate Director or Executive
Director when appropriate.

I. BSocial Service Management

Planning: Develop with each worker a plan for that worker's job
objectives and staff development. Cooperate with the administra-
tion of the agency in developing the agency's annual plan.

Personnel Policies: Assure that the staff under your supervision
know and understand personnel policies. Coordinate vacation and
other leaves so as to assure adequate social work coverage,

Employment of Staff: Participate with Executive Director and
Personnel Officer in the hiring of new staff. Orientate new
staff to the work of the particular service.

Service Objectiveg: Use the monthly service reports to identify
problems and to assist staff in meeting their service objectives.

Information System: Assure a thorough orientation and understanding
of all data collection forms.

II. Coordination Function
~-- facilitate social service cocrdination between service units;

-- facilitate work between social service staff members within
the unit to assure good continuous service to clients;

\
-- gserve as the link between social service staff and administra-
A ATS
tive staff;

-- facilitate communication from administration to social service
start;

-~ interpret units social services to supervisory ,and direct
service staff of other agencies who serve the same family.
ITI. Quality Assurance Function

-- Supervision: Provide supervision on a pianned basis to social
service staff,

-- Practice Methods: Define and interpret for the social service
starf the service functions that contribute to quality practice.

B-16
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-~ Evaluations: Assure that each member of the social service
staff has an annual performance evaluation.

-~ Program Review: Provide an annual review of the social service
"staff's services in light of the annual plan.

-~ Staff Training and Development: With staff members plan staiff
development programs for each year.

Community Responsibilities

-- Consultation: Be available as time permits to offer consulta-
tion and training to other community agencies and organizations.

B-17
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Jub beseription 80-81

Elavpypom o VOWH P el e e e

A"

Deveribo the wajor clomenl o This ot af 0 ascber's Job in order of
Fapoc baneo,

There are five mojor clewent s, wWhidle hey are somcewhat in order of
dnportiance, there is in 1oa) ity very little difforence in Liport anee
butween elewents, and cach wor her is cxpeclted to be able Lo cover
all eclements:

1. Dircct scrvice to a¢lionts,

2. Supervision of Homemakers. .
3. Record keoping,

4. Suparvision recoeived,

5. Ceneral Ageney responsibilities.

5.

1. Dircct sewvice to Client
A. IﬁLervieang clicents:  the worker is expected to be
able to use the interview as a means of oblaining
general information necessary to determin e how the
worker and agency program may be helpful to the
clients, to explain scrvices, and to develop a feeling ‘
|

Describe the level of work performance for cach eloment, l
|
|
\
\
|

of trust for the worker and the agency in the client.

B. Evaluation of Client Needs: 1. The worker is expected
to be able to assess Lhe situational needs of the
client. and to delermine which needs can be realistically
met., 2. The worker is expcected to be able to obderve
the enmotional state of the client and with supervisory
help be able to use the information gained from those
observations in planning for the client.

C. . Working with other agencies: tle worker is expected Lo
be able to maintain a working relationship with other
' agency workers, to be able to present clients! needs
to appropriate agencies, and to coordinate services to
the client with involved agencies.

D, Counseling with clients: tLhe worker is expected to work
with the clicnt in helping the client in situational
problem solving. They are expected to observe the cljont:®
general feelings and to take these and agency policy

into consideration when helping the client find solutions.

k. Case management:  the worker is expected Lo be able (o

make a plan for his work with the clicnt and to carry
out those plans in a flexible manneor.

' B-18
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' sehaalol o ey,
CRCCS e eunecd o)
shauld L i to

Crpcted Lo hold regulayly
e Wit )l I Yoy ]u.mll_-llhlk()r.
to he hoag vhien

5ndicated.
COVOer alag:

1. to hedp homesaa e understand hep job;
2. Lo help howemakey understang client neceds;
3. to solvo Probloms alising from the job;
4. Lo give SUpport to homcmaker and to help
her learn now Leehniques:
. 5. Lo intcrpre

L division andg agency rules,
B, The workoer s Gxpectaed to pe

rsonally introdye
homemaker (o g

e cach

now client at ¢ he client's home, and to
interproet Lha service Lo the client and the client's
neceds to the homumuker.
[}
' c, Periodic groun Supervision moe

Lings with 1y
Same purpose asg individual
setting,

be held ror Lhe

nncmakestrnay
but in a group

conforcncos,

D, Training sessions for homemakers: the worker is e
to altend ang take part in such

xpect o
sessions whe

N requested,

B, Scheduling:  the worker is expected to maintain schedule:
: of homemaker service Lo clients 'in the Manner deternined
by the division,
3. Record keeping,

‘A, Case dictations worker is expected to keep descriptive
records current, according to division rules,

B, Records are expected to be clearly written ang contain
required information.

c. Gencral forms: worker ig expeclted to learn how to use
'the various forms required and to keep their use up

to date and accurate,
4. Supervision Received,

A, The worker is expected Lo take bart in weckly supervisjo
. conferences with his immediate Supervisor. fhe worker
is expected Lo be on time and to come Prepared to

discuss hisg work,

B. The worker ig Cxpected to uyse Supervision ag a neans of
Xeceiving assistance and suppoxt in Planning foyr the
worker's clicnls,

C.  The worker is Cxpected to be able to

review of 1hig obue
discussed ang tho
with that

give a gencrg)
client being

rvitiong aboul the
being provided, and his work

DeLvicog
CJiunt.

yoa.

B~19
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B ;.l,!n!unl 1 t ho .'jlt‘)\"l"VJ..‘.k)l' il\

Levtins of spov i e advico ond Qo al dnfocmation of
vae to dthe worker in bandting his eYient s,

T The worker ds cxpected 1o .allond all division staff
meclings and Lo participate in Lhein as requested,

Gueneral rgency Rewponsibilit ies., '

A, The worker is expecled to atltend all agency staff meetings

B, The worker is expecled to mdintain.positive professional

attitude towards tho agency and his work,

e ———— e et~ ——
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FiPROPOLICAN FLMILY SERVICE -

Position Description
Scrvice Courdinalor

I. Major Blecments of Job (In order of iwportance)

A. 'The coordination of howmcmaker scervice to the client
through the accurate maintenance of homemaker schedules.

Act as a liaison between various elements of homemaker

t

service and social worlers, clients, and agencys in
the community by the receiving of information and

messages and accurately distributing them to the

appropriate persons.
C. The maintenance of homemaker division files.
, ‘ Preparing necessarxy records and reports.
D. Assist in the hiring and orientation of homemakers.

E. General Division and agency responsibilities.

II. Duties and Required Level of Work Performance for Elements

of Job
A. Thg Service Coordinator is expected to carry out all
\
job responsibilities in an accurate, sensitive and timely

manner. The worker will need to have their work

well organized and to be able to keep track of many
details and to handle consistent interruptions
without loss of accuracy. The worker will have to be
able to handle on the phone clients who may be upset

and demanding and to handle complaints from clients and
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‘ Y Che ceinunibty inoa mannmer Lhat ]“.'avcs, the client or
“eomplhinant reassured and confidont that the matter will
be looked into.
The worker will have to dumonstrate good Jjudgment
in when to reguest assistance from supcrvisors or
social work staff. The worker will necd Lo be able to
take mescages that accurately reflect the concern of
the caller.
The worker will need to be able to work under supervision
'and to work cooperatively with all division staff. Must
be able to do accurate pcersonal typing.
Expected Duties arc as Follows:
A, Coordinator of Homemaker Serxvice
. 1. Keep an accurate, up-to-date schedule of all
Homemaker assignments, including homemaker
assignments, confexences, training and all else that
effect the schedule. )
N 2. Make all changes in schedules accurately with
" change and reason so that time sheets can be
"reconciled to schedule.
3. Type and mail homemaker schedules weekly.
4, Notify clients of changes in schedule by phone.
5. MNotify social worker of schédule change by written
nessage. |
6. Notify scnior centcrs of major schedule changes
Q ' by phone. |
. 7. Axinge for substitute qf humemakers when necessary,

keeping in mind special civceumstance of client,

.. B=22
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Accepl calls from eYients in regard to scheduling
mattors.

In.coordination wilth the Homwmaker Supervisor do

periodic check on homeinalier performance.

Laison boelweenh various elcements of homemaker service

and the community.

1.

Accept messages and comments for Homemaker staff

who are not available in a manner that accurately
reflects the concerns of the caller.

Accurately Qchedule requests for Tri-Met Lift

rides by phone.or written request, notify client
and/or social worker.

Refer to HomemakerFSupervisor requests for
vaéations, sick leave, emergency leave by homemakers.
Notify Homemaker supervisor of any reported problems
with homemaker performance..

Accurately record all comments regarding service

on comnent form and distribute appropriately.

Maintenance of Homemaker Files and Reports,

1.

v Keep accurate record of Homemaker training attendance
and enter in personnel file.

Maintain personnel files of homemakers.

Keep records of intake, closings and year to date
figures for clients served in Homemaker Divisdon. .
Maintain division supplies of nceded forms.

General responsibility for maintaining divison files.
Other reports and records as may be requested.

Send out accident claim forms.

Maintain up to date and accurate roladex file

B-23
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Rssist in hiving and ovientation of lomemakers,

1.
2.
3.
4,

Scheule hewmenaker interviews with Homamwaker Supervisor.
Type letters of ciployment.,
Pssist in orientation of new Homemakers,

Maintain new employce information Prackets,

General Division and Agency

1,

The service coordinator will work under the super-—-
vision of the Homemaker Supervisor and will be
expected. to accept supervision and to use it
appropriatecly both for learning and guidance.
Attend all Homemaker Division staff meetings,
Attend training sessions as requested,

Set up for homemaker training.

Attend all agency staff meetings,

Other miscellaneous duties as requested.,

-
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HOMEMARKER JOB LG CKIPCLON

General Statcement of Scrvice

Homemaker/Nousekeeper Service provides practical in-the-home help to
strengthen and maintain familics and individuals whose stability is
threatened by illness, social maladjustment, or other problems. This
-help is provided by the social worker who plans with the family how

best ta meet the family's nceds and by the homemaker who with the train-
ing and supervision provided by the agency, assumes full or partial
responsibility for care of older adults and for household managcment.

Job Qualification and Task Requirements of Class I Homemakers (Housekecpers.

Flexibility:

1, Must be willing and able to travel to any part of the city for
assignment, : .

Will accept assignments in homes of older adults.

2.
‘ 3. Must be willing to work in homes of persons of any race or national
origin, religion, .

4, Must have the skills nccessary tosperform the full range of ordinary
household tasks.,

5. Must not possess allergies to common household chemicals, cleaning
supplies and common household pets.

Sensitivity to Clients:

The homemaker must:
1. demonstrate a willingness to accept the clients as they are;
2. recognize the value of the client's independence;

3. be willing to learn how to work effectively with clients of differing
pexsonalities;

, 4. be willing to learn to recognize the interaction between illness, age
and personality,

B-25 | . R
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' : Position Degseriplion

. Homamaker Supcnyi sof

Homemaker Supcetvisor must be able Lo work with persons
of varying backgrounds and skills., Must be able to delegate
work and supervise staff effectively. Must be éble to mke
decisions and bLe consistent in treatment of staff. Must be
sensitive to the feelings of clients and Qorkcrs. Must be able
to provide in-home social sexrvice to a case load of elderly

clients.

I. Major Elcments of Job
A. Supervision of Homemakers including hiring and termi-
nation.
| ’ B. Illomemaker training.
C. Supervision of Service Coordinator,
D. In-home social service to a partial case load of elderly
Homemaker clients.

! E. General division and agency responsibility.

II. Duties gnd Level of Work Performance for each Element
A. Supervision'of Homemakers - Responsible for Hiring
and Termination
1. Mugt be able to correctly assess qualifications of
persons applying for Homemaker position and determinc
appropriateness for hiring.
2. Must be able to correctly evaluate performance
' of HNomemaker and when necessary terminate homemakers
"' :

following correct termination procedure.

- B-26

I
YR o ey
t VTNt e ey iy Finalr st R T QU TR 1400 A 8 AL Nty bty Vb an e B T T T T T T Ry e © ey pans s



R 119829

o ' 80-81
&1 . o
o B, Snpevvision
' . . 1. Must be able to effectively work with Homemakers
of varicd backgrounds und:skill level.

2. Must show consistency in handling of staff and
problams.

3. Must be able to help Homemakers use their skills
effectively.

4. Must be able to intcerpret clearly to the employee
theix reéponsibilitics and duties.

5. Must be able to accurately cvaluate the performance
of the homemaker and to give this evaluation to

| the worker in a positive manner.
6. Must provide accurate and clear written employee
evaluation yearly.
‘ 7. 1Is responsible for the approval and scheduling of
f ; Homemaker vacations so as £o'provide for adequate
i * staff coverage. | .
! ‘8. Responsible for approval of emergency leave, sick
' leave and winter Rave.

9,.' Must be able to work effictively with other pro-
fessional staff in solving problems and in working
effectively with homemakers.

C. Illomemaker Training

1. Responsible for developing an annual training
program for [Homemaker.

a. Must be able to assess individual and col-
. lective trdning nceds of homemakers.

b. 1Is responsible for arranging training te meet

homemaker needs and to satisfy requivements of

National Nomemaker Requirements.
CB-27 '
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' 2. Responsible for oricntation of now Homemakers
. ' . to the agency and job z:(.':;punsibiliLies.
D. Supervision of Service Coordinator
1., Provide weekly supervidgon to Service‘Coordinator
in performance for dutics.
2., Accurately cvaluate performance of Service Coordinator.
3. Clearly interpret Service CoordinLor's duties and
responsibilities.
E. In-home Social Scrvice to Partial Cascload of elderly
. Homemaker Clients
l. Homecmaker supe;vision is expected to carry a partial
case load . of homemaker clients who are in need
of intensive social work service,
. 2. Is expected to fulfill the record and casework
expectations as outlined in the Social Worker
Job Description. ?
F. General Division and Agéncy Responsgibility

! | "1, Arrange fxr Homemaker and Social Worker
conferences regarding clients.

2. 'Be familiar with Service Coordinator's job and be
able to handle that psition when the Service
Coordinator is absent for an extended time.

3. Attend all Homemaker Staff meetings.

4. Attend all general staff meetings.

5. Responsbile for conducting all Homena ker meetings.

MEsH/nd , . S
Sh S . B-28
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ﬁ;uxtyvidsinn:

' The homenmakey must:

l.

2,

5.

be able to wourk coopuratively as a tecam member wiith others; social
workers, supcrvisors, other homemakers;

be able to take appropriate sugycstions from supervisor and to put
these suggestions into practice;

be able to express to the supcrvisor concerns and problems regarding
the client's situation;

be able to discuss both positive and negative aspects of job perfor.-
mance; :

arrive for scheduled confercnces on time.

Reporting and Attendance:

The homemaker must:

1.

-9,
10.

follow all rules in regard to reporting of time and filling out
schedules;

be able to furnish written reports on request;

be able to keep an accurate time sheet;

turn in all reports to office when due;

report all changes in client condition éromptly to the social worker;

report all problems on the job promptly to the appropriate person
within the agency;

be on time for assignments;

(Y]
not end assignment at client's home other than at scheduled time
without permission, or in case of emergency, following prescribed
procedure;

wear uniform on all agency business;

not have excessive absenteeism that creates continuing problems in
giving serxrvice to clients. '

Training:

The homemaker must:

attond all training sessions that she is requested to attend;
bo on time for training;
participate actively in tralining sessions and when asked, show

competonce in subject for which training was given.
B~ 29 : LN et ‘V','KW
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Taskis
. e homemaker is responsible for performing the following tasks of home
. manayuement:

1. Laundry: In client's home when possible or at a laundromat when
necessary., This may require going to laundromat by bus
and carrying at maximum two full loads of laundry.

2. Ironing

3, Mending . '

4, Gencral light housework, including'mopping floors, and vacuuming

5, -Cleaning ovens

6. Cleaning refrigerators

7. Shopping for groceries (carrying up to 20 pounds in weight)

Shopping for greoceries by bus (one large bag)

8. Preparing light mecals

9. Clecaning bathroom

10, Cleaning kitchen
‘l. Stand-by bath assistance
12, Light,yard, porch and walk clean-up,

Job Qualifications and Task Requircments of Class II Homemakers

The Class II Homemaker must show competence in all areas of Class I Job

Qualifications and Task Requirements, as well as the following:

v

Personal Care:

1.

2,

The homemaker must:

be able to properly assist clients in taking a bed bath;

be able to properly assist clients in and out of the tub when assigned

to do so;

be able to assist client with shampooing hair in and out of bed;
be able to clean dentures;

be able, when assigned, to properly help clients withAambulation;

be able, when assigned, to properly help clients with transfers from
bed to wlicclchair, from wheelchair to commode scat;

" 8=30
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to c¢hange a bhed with a puerson in it

to work effectively with mentally i1) or confused adults.

and Preparation:

't .d Buying

The homemaker must:

1. be able
‘2. be able
such as

3. be able

i 4., be able

Sensitivity

to prepare nutritionally balanced mecals;

to prepare food that can be stored for later use by the client,
frozen dinners;

to prepare special diets;

to plan mcals and purchase food within the family budget.

o

to Clients:

The honmemaker must: _

behavior and promptly report these to the social worker;

1. be able
‘z. be able
3. be able
4. be able

be able

!

Faﬁily and C

unpleasant without showing anger or irritability;

to work with clients who are critical and unappreciative or

to maintain a cheerful positive attitude towaxrd the client;

to recognize unusual or sudden changes in client's mood or

to recognize the value of maximizing client independence and
to work with the client to accomplish this.

hild Care:

The homemaker muyst:

‘1. be able
ages;

2, be able

3. be able
manner;

4. be able

to provide proper supervision and care for children of all

to manage houschold where children are present;

to respond to children in a friendly, supportive and caring

to recognize changes in children and family functioning and

report this to social worker;

‘5 « be able

6. be able

to work cooperatively with- family menbers;

to provide non-nursing care.of the sick child at home.
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.lh(, homcinakor must s

attond all requested staffings;

%

2. be nble to work cooperatively as a team momber with social work
staff of other agencices;

3, follow proper procedures for reporting case information to involved
agencies,

. e .m-wrwm@fﬁww

Job Qualifications and Task Reguirements of Class III Homemakers

The Class III homemakers must show competence in all areas of Class I
and II Job Qualifications and Task Rcquirements, as well as the following:

Flexibility:

The homemaker must: |

1. have demonstrated a high degree of ability to work with a wide |

variety of clients including families with children of all ages as
well as older persons;

g have demonstrated an ability to work with a 'wide range of famlly
problems; .

3. have demonstrated an ability to work with persons of very difficult
personalltles and dispositions;

4. have demonstrated an ability to work with different social workers,
. agencies and other professionals;

5. have demonstrated an ability to work with families with severe

adjustment and child behavior problems due to mental or physwcal
illness, ,

Sensitivity to Clients:

The homemaker must:

1. demonstrate an awarceness of the emotional problems of clients and

under the direction of prof39510na1 staff be able to work effectively
With these problems;

2, demonstrate an wnderstanding of a healthy parent-child relationship
and be able to use this knowledge in working with families.
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-‘I' Tdaching:

The howemaker must be able to OfchLJVCly dumonstrute,.model and tcach
the following:

l. Care and naintenance of the home
+ Personal hygicne

Child care

e woN
*

+ Basic budgeting

wm
.

Meal planning and preparation

6/29/785a , | _ : | ;

‘ | | ' | !
. . . . . \
K . . o .
o . . . " L .
.
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‘Geriatric Scervices Diviasloa . 80-81 é
. Job Description
for

Social Work Service 8taff

January 1978

INTRODUCTION

Social work service in this Division is provided to people age 60 and
over who réside in Multnomah County and who are experiencing difficul- }

ties in personal and/or social relationships. The major emphasis

is directed toward those elderly people who are in need of protective

services:s Namely, those whose behavior is harmful to themselves or

G R A 2

others, who live in hazardous or unsafe conditions, who are neglected
or exploited and who are uriable, mentally or physically, to act in
thelr own behalf and carry out the activities of daily living., Also

included are the mentally ill, the alcoholic, and those in the direst

of circumstances who are referred after others have tried and given up.

The goal of this service is to help these individuals in whataver way
necessary to bring their situation under control for their safety and
well-being; to reduce stress and to ifmprove their functioning by
mobilizing and énabling them to use thosea services that will help
them function at the highest level of competence of which they arxe

| capable, and to do or get dong for them those essentials they cannot

; do for themselves. The nature of the client's situation requires

that most of the work im done in the field rather than in the office.

3:434'
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. A, .SOCIAL 1O NRK RﬁSPOHSIBILITfES

1.

Vork with Cliont: Assessment of the client in his total

2.

4.

situation (personality structure, mental/physical health and
functioning, nature of inter-personal rclationships, family
structure, defense mechanisms, living environmant, etc.)) |
devaloping a helping relationship as a vehicle in working
with the client to improve his functioning. Also, recognizing
that evaluation and treatment are dynamic and change as the
client's situation improves or deteriorates. Assuming

responsibility for on-going service to the client and planning

‘termination as appropriate.

Work with Relatives who are experiencing difficulties in

coping with problema ¢f their parents, and who thamgelves are
often middle~aged or retired, {1l and facing their own
éécline, nld age and death. This includes work with signifi-
cant. others in the client's life.

Crisis Intervention in the Division's own casaload when worker

la absent and in referrals from tha community-~at-large, When
" *

8 crisis occura, staff members are expacted to respond on

request of guparvisor. It 1s recognized that‘thia is disrup-

" tive in any worker's plans but inportant for the client,

Advocacy in bohalf of an individual client or a group. Being
alert to situations and conditions that interfere with service
delivery or impede social justice; bringing these to the
attention to the Division ox adminiatration and propoging

ideas for thoir resolution.

B~35 .
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Coordination of madical, social and legal resources in the

comhunity tailored to the needs of the client who is in need
of protection. These include doctors, hospitals, health and
welfare agencies, lawyers, the Office of Public Guardian,
court systems, personnel in institutions, AAA Center staff and
the natural systems network.

Coordination with the Aaencv's Homemaker and Volunteer

Divisions: Assuming responsibility for ozientlng the home-
maker or volunteer to the client's situation, needs and
problems, for introducing her to the client and for providing
on-going support, help and coordination to the homemaker or
volunteer through regular periodic meetings and appropriate

telephone contacts.

GENERAYL, ACENCY RRSPONSIBILITIES

- o

Maintaining a professional and positive attitude toward the
agency.

Attending staff neetings.

Attending;and particivating in Division meetings.
Particivating in agency activities,

Accepting other agency assignments as reguested (committeeos,
spncial assignments, etc.)

Adhering to agency policies and procedures,

Respecting confidentiality.




27 '

- 149829
! MFS
80-81

C. 'RECORD KEEPING

1.

Keening records current and in a mannex prescribed by the
Division. Among the many reasons for adequate record keeping
are the following: .

== Continuity of scrxvice to the client

=~ Satisfying requirements of the agency and contract

-~ Efficient collection of revenue due the agency

== Jusum2nting assessmenta and services

~= Dalining zgency's invclvemeﬁt in client's life

~- Review, ctudy and learning (by the worker)

== Teaching and supervision

Learning, using correcily and keeping current any forms
required by the agency or contracts including but not limited
to the following:

== Assogasment and casa plan

== All AAA and 0PI forms

== Billingas

== Written reports of psychiatric consultation
(group aad individual)

== Daily,time reports
etc,

‘B-37
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ROARD OV DIRECTORS ‘
Thoodore Garble, President ;
Pcpsi-Cola Bottling Co. Y
2627 M.E, Sandy Blvd. 97232 3

235-89706

nea beclk, Vica-President ,
recek /Grady hssoclated Architects
1130 &.W. Morrison 97205

228-5151

M5, Jean Radow, Vice~President

‘ ’ 920 S.Y. Atwater Rd.
Lake Oswego 97034

636~6551

Bud Cobb, Treasurer
Jantzen, Inc,
P.O. Box 3001 97208

238~5236

Mys. Janice Orloff, Secretary
2670 8.V, Tichner Drive 97201

222~2436

' 9/20/786
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1ea donrd ofhirectars, cont'd,
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D, L., Dean Ahdarson

rortland State Univarsity

P.0, Box 751 97207
229-4411

Ms. Cindy Banzer
7017 S.E. Pine
253-2915

97215

Rex Bybee
Iringle Connany
6415 5.9, Canyon Ct. 97221

Daiile

297~1622

Frank Chown -
clhiown Hardware & (lachinery Co.
P.O., Box 2888 97208

243~6556

Jim Culver

U.S. National Bank

P.0O. Box 4412 97208
225-6376

lirs., Audrey Ellis
533 N.E. Dekum 97211
285~-3322

James Faville

Pacific Paper Box Co., Inc,

1325 N.U, Kearney 97209
228-3113

Price Gripekoven, IM.D,
2348 N.U, Lovéjoy 97210
226-30693

Mxs,
5325

Jayne llall
5.V, Westwood View 97201
246~3521

rs.
71360

Roberta Kennedy
S.W., Hestgate Way
246-2135

97225

Arnold 11, Labby, Ph.D.

516 liayer bBuilding

1130 8.1/, l'orrison
227-1330

97205

s, Verncr Lindgren
11422 6.0, Dveyman Ave.
6369002

7219

B-39

119829 |

Mrs. Sue litller

26065 S.!l. Raker Road

Shexwvood, OR 97140
625-6233

william Mchllister
pavies, Biggg, Strayer, Stoel
& Boley
900 S.1, S5th
224~338C

97204

Sam Maito
4830 S.W. Fairview plvd.
228-7404

97221

tis. Sharon Paget
1817 S.W. Market 97201
223-9467

tlilliam C., Scott, Jr.

Mexco

529 S.W. 3rd 97204
243-4942

Ms. Gerry Simson
1870 M.17. 138th 97229
234-3361 ext. 4721

M3, Margaret Strachan
N.W., District Association

817 N.,W. 23rd Ave., 97210
223~3331

lirs, Vernon Thompson

2433 N,E. 8th Ave., 97212
282~5203

Mrs, Kay Toran
Public tlelfare Divigion
415 Public Scrvice Building
Salem, OR 97310

1-378-3755

J. Brik Townsend
1509 1.8, 24th
200-1053

97232

trs. Nancy Ryles, Ex-0Officlo

11505 S,1. Jody

Beaverton, OR
646~3061

97005
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' E
'H”“ ant Agency Nawe: ' Date of Incurporation:
Hv!xu-ml)lun Pamily Scavice 9/1/4h%0 ‘
T)pc of Organization: '
‘l'ublicl C ‘J Private Non-Profit l x l Private I‘mfil.[ """" J Other( ) :
e S o— N
e e me e e et e e e s = e e o 1 e e e e e !
Short Statement of Agency Fniposes: To provide relevant professional servicoes

familices and individuals in an effort Lo improve the quality of family 11
in.the Metropalilan.otea.. o o Lo,

——— o+ ——

Hajor apency bunk account (pive Fiscal) Accounting Arrangement  (give ..
nave of bank, addiess, auwd contact of staff person responsible or, if Ly ‘
prrson): contract, name of agency):
]
U.S. National Bank Joe Martin ;
(o contacl person withoul prior . ‘ |
written permicsion from MES) |
Does Applicant AgénC)' have federal tax-exempt status?  Yes i:):_:] No [__:._—:[ .
Povs Applicant have liability and theft insurance?  Yes [ 4] No ':-_—;I
o Amount: S___?Q_ONIQE{Q___“__—____"______’_ N
Type:

Comp. General Liability
Insuring Agent:  pPred S. Jamnes Comprany

Have ey staff been bonided? Yes l.—.—;(m_:] No [M_“i

(L<st <ndividuats, by name and position, who have been bonded, amount and b{éu/u{ng
agent, )
Blanket Fidelity Bond in ceffect for all employees handling fund
or in position of influcncing usce of funds. $10,000

L4

Description of Lease Apieenent: frfc‘bchcbo Ilu’ tMnM 06 ihe llano aJhMme_nt-——e 9.

dates, exeluded activities, and other conditions---on othen anrangements fox Apacc
ava(Pabif ity

!. ‘ : ‘ e
- .- . LT Ve e e e e v . - P “. .

PN L ML al 1w A s G i Em e b
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Assurance of Compliance with
"Nondiscrimination on Basis of Handicap"
Section 504 of the Rchabilitation Act of 1973

Metropolitan Family Service (hercinafter called the "Contractor"), HEREBY

AGREES THAT it will comply with "Hondiscrimination on Basis of Handicap"
Section 504, of the Rehabilitation Act of 1973, dated Junc 3, 1977, (herein-
after referved to as Scction 504) and procedures established by City of
Portland, Human Resources Burcau, Aging Services Division (hereinafter referred
to as the Arca Agency on Aging ~ AMA). The regulation defines and forbids acts
of discrimination against qualificd handicapped persons in employment and

in the operaticn of programs/activities receiving assistance from the
Department of Health Education and Welfare. The Contractor hereby gives
assurance that it will immediately take measures necessary to effectuate this
_agreenent.,

. As an employer, the Contractor agrees to make reasonable accommodation to the
handicaps of applicants and employeces unless the accommodation would cause
the employer undue havrdship, as defined in Section 504. This extends to all
phases of employment including recruitment, selection and placement, compen-
- sation, promotion and transfer, disciplinary mecasurcs, demotions, layoffs
and terminations, testing and training, daily working conditions, awards and
benefits, and all other terms and conditions of cmplcyment. ‘

The Contractor shall submit to the AAA, for analysis and r@commendations, copies
of their affirmative action plan and personne) policies which include provisions
that assure the following: o ‘

1. No qualified handicapped person shall, 'on the basis of handi-
cap, be subjected to discrimination in employment by the
Contractor.

2. The Contrector shall make all decisions concerning employment
in a mamer which ensures that discrimination on the basis .
of handicap does not occur and may not Yimit, segregate, or
classify applicants or cmployces in any way that adversely
effects their opportunities or status because of handicap.

3. The Contractor shall not participate in a contractual or
other relationship that has the cffect of subjecting qualified
handicapped applicants or coployces to discrimination.

‘ 4, The Contractor shall make reasoprable accomnodation to the known

physical or mental Timitations of an otherwise qualified
handicapped appiicant or cmployee,

B-41



5, 1he Contractor ohall not deny any cuployment opportunity
to a quulificd handicapped employee or applicant if the
basis for the dernial is the nced to make reasonable accommo-

dation,

As a provider of community scrvices, the Contractor shall take appropriate
steps in accordance with the established procedures, to assurc that no
qualificd handicapped person, because of the Contractor's facilitics are
inaccessible to or usable by handicapped persons, be denied the benefits
of, be excluded from participation in, or otherwise he subjected to
discrimination under any program or activity. The Contractor's programs
and activities, when viewed in its entirety, will be veadily accessible to
handicapped persons,

The Contractor hercby recognizes and agrees that an Assurance of Ccmpliance
with Section %04 is given in consideration of and for the purpose of obtaining
any and all AAA contracts or other financial assistance extended after the
date hereof to the Contractor by the AAA, including installment paynents

after such date on account of applications for AAA financial assistance

which were approved before such date. The Contractor recognizes and agrees
that such AAA financial assistance will be extended in reliance on the
representations and agrecments made in this Assurance, and that the AAA shall
have the right to seek judicial enforcement of this Assurance. This Assurance
is binding on the Contractor, its successors, transferees, and assignees,

and the person whose signature appears below is author1zed to sign this
Assurance on behalf of the Contractor.

19day of May 197 80

Dated thi
—

Ti{{L Executive Diféi;or

v

Contractor's mailing address

2281 N.W. Everett
Portland, OR 97210 v,

&-:-.42
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¥ap of B ice Area [(Uraw the boundaries of the {e,'gw;c; aofgoﬂ thia project 4in heavy . - . :
brach Lines on the map provided b . : 1'.} ,.xg

Service provided to the entire County area.
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‘ ‘ IN-HOME SUPPORT SERVICES FOR THE MONTH OF

I. Referrals
A. Housekeeper

Source

Monthly Report

. # Received

# Accepted

June 1980 i‘!f)éﬁkﬁf}

# Denied

# Pending

District Centers

Health Prof.

Private Parties

Other

y; B. Homemaker

Source

# Recetved

# Accepted

# Denied

# Pending

District Centers

JHealth Prof.

_Private Parties

:;Other

C. Case Management III

Source

# Received

. ~ .

# Accepted

# Denied

Ve
H

# Pending

’ JDistrict Centers

Healtn Prof

_.Legal Prof.

Private Parties

~Other

II Short Term services

"

A. Housekeeper
B. Homemaker I

C Homemaker II

This Month
% hours

Clients

Year-to-Date
Clients % hours
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1]

City of Portland-Human Resource Bureau
Aging Servicas Division/Client Tracking System

ACTION CODE

Completed by I
CLIENT INFORMATION FORM
‘:I:l ; gmmlupdm Intake/Transaction DATE
12 4: Last name change Mo. |, Day Y
L._l - ] I.A,..J.___l-__l
3 8
CASE NUMBER CLIENT NAME *)
SR S S R (N NNV R TR W WA ot DEAT WU R S RN N RN SR N WA N N J L]
9 14 15 Lent 26 27 Fig I
ADDRESS PHONE NUMBER (*)JCENSUS TRACT
I | 1 | | L1 1 i 1 1 i | | | I | 1 I l i | L J l i 1 I l ] J |
37 (P.0. Box or Street Addrass) 52 53 59 60 64 i
|
|
(*)Agency with Caseworker i
(*)CLIENT STATUS PRIMARY RESPONSIBILITY CODE 0.P.1. STATUS REFERRAL SOURCE |
1. Level | 1. New 1. Self 5. Chuich |
2, Le:gl ] l.__L__..l 2. Reopen L__J 2. Spouse 6. Agency |
65 3, Close(d) 66 67 68 69 3, Discontinua(d) 70 3, Friend/Rel. 7. Health Care !
4. Nutrition Only 4, Nutrition Site Provider
8. Other
(*)BIRTHDATE (*)SEX (*)JETHNIC GROUP (*)JMARITAL STATUS (*)INCOME SOURCE(S) (*IMONTHLY
Mo.  Day Yr. INCOME
L l 1 | I___I L_J 1. White I__I 1. Married L__J_.L__L_I L,__l___, ,1,_MJ |
71 76 77 78 2, Black 79 2. Widowed 80 83 a4 [iTe |
' 1. Male 3. Amer. indian 3. Separated ; Earnings gi l\’/onsion
2.F | 4.8 ish Amaor, 4, Divorced ., Property 7. V.A. .
e 6. Oef:n:al ” 5. Never Marr, 3. Savings 8. SSI (*ING. ON INCOME |
6. Other 4. Soc. Sec. 9. Other |
5. Welfare |
&7 |
HOUSING TYPE (*)HOUSEHOLD COMP. (*)SIGNIFICANT OTHERS (*)AVAILABLE HELP (*)SELF CARE-LIMITATIONS ‘
1. Owned 1, Alone |
l__] 2. Rented l_, 2, w/spouse - |
88 3, Sub. Runt 89 3, w/ralative 90 91 g2 93 34 96
4, Room & Board 4, w/non-relative 1. Nong 1. None Cannot do w/o '““P
5, Shared Costs 5. B&R/Hotel 2, Children 2. Daily - Any personal care
6. Froe 6. Ratirement Homa 3. Other Relative 2. Weekly . gse of toilet
7. Institution 7. Nursing Home 4, Friend 4. Bi-Monthly « Feeding Self
8 Other 5. Other 5, Monthly . Dress/grooming

(*)IMOBILITY LIMITATIONS

||

97

(*)PHYSICAL HEALTH PROB.

L.

98 99

(YIMENTAL HEALTH STATUS

L.

101

6. Emergency only

HEALTH INSURANCE

I

02 104

—

|
|
|
|
|
. Meals/light housework ‘
. Basic marketing

. Routing Finances

. No Limitations

HEALTH CARE PROVIDER

DN THEWN —

105

1. None 1. None 1. Alert 1. None 1. None
2. Tiras oasily 2. Minor/sporadic 2. Raraly Confused 2, Medicare A 2. Private Physician
3. Ambulatory w/dif, 3. Minor/Perm, 3. Occasionally Confused 3. Medicare A & B 3. Qutpatient clinic
4. Housahound 4. Severe/short-term 4. Frequently Confused 4. Medicaid 4. U. 010,
6, Bedridden 5, Sevare/long-term 8, Disoriented 5. SS Disability 5.0ther e
6, Whaelchair 6. Life threataning 6. Appears deprossed 6. Veterans o
7. Appears overly anxious 7. Project Health T B
8. Seriously Impaired Memory 8. Private Insurance
9. Other —
TRANSPORTATION DATE CLGSED REASON FOR CLOSURE WAIVER REVIEW DATE
Usual {(*}Spacial Mo.  Day Yr. Mo, Yr.
I I T A R 5. Wnstitutionalizad Lol L] o]
06 107 108 109 114 115 6. M_oved : 116 117 170
one 1. Nong 1. No Need ; ﬁ":ﬁ‘ ible 1, OPl Incame
. Walk 2. Gen. pass. 2. Seek on own 9. Otho% 2. Income
3. Own cor 3. AAA 3. Other Agency : 3. Age
4, Taxi 4, Other Spoansor 4. Carjniot provide 4. Agency
b, Bus 6. Private provider g 6. Living Arrangaments
6. Friend/Rel, 6. Other
7. Spualai 7. Elig. w/out waiver
8. Centor
9, 0thar e e
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¥4 AAA 103.04 (Revised 9/79)
. CITY OF PORTLAND - HUMAN RESOURCES BUREAU
AGING SERVICES DIVISION/CLIENT TRACKING SYSTEM
Completed by:
Ciient Service Form Agency:
Date:
Instructions: 1. Complete each starred (*) item.
2. Complete other items as appropriate.
(*) Action Code (*) Case Number (*) Service Date
' 0 Yr
k_iu_zl Lt lg__t__l__u_ﬁ
‘ 3 k)
1. New
(*) Client Name - Last First M.1.
IO VR Y N U T O T W O Y .
13 24
‘ Agency Referral Code
Providing Service 1. accepted Service Referral
Service Code 2. pending Frequency  Made To
3. denied

i

I
Lo of €4

iy

o
by ————




(]ﬂ
1['} CODES: Client Services

Hous 1n
TT - Hous ing location
‘12 - Moving assistance

13 - Subsidized housing

14 - Major home repair

15 - Minor home repair 2construction)
16 - Minor home repair (maintenance)
17 - Yard work

18 - Winterization

19 - Home security

Social Contact
21 - Friendly visiting
22 - Telephone reassurance
23 - Volunteer opportunities
24 - Education
25 - Recreation
26 - Escorted Group Activity
Information/Service Utilization
31 - Intormation
32 - Outreach
33 -

Pre-retirement counseling
Discretionary Service Units

- Escort
37 - Advocacy
38 - Scheduling
39 - Personal business
!ncome

- Emergency assistance
42 - Assistance in applyi
for government financial

programs
43 - Adjustment of government
benefits
44 - Financial assistance (other)
45 - Employment

46 - Subsidized employment
17 - Discounts/rebates

Transportation
51 - Transpo for housing

52 - Transpo for socfal contact
53 - Transpo for information/
service ytilization

54 - Transpo for income

5 - Transpo for congragate dining

56 - Transpo for :howin?

57 - Transpo for protect ve{lml
‘ 58 - Transpo for work/schoo

59 -~ Transpo for health

119829
AM 103.04 (Revised 9/79)

In-home Assistance
- Housekeeper
62 - Housekeeper (MFS Only)

63 - Homemaker
64 - Homemaker Level L (MFS only)

65 - Homemaker Level II (MFS only)
66 - Home health care
67 - Personal care assistance

Protective/Legal
TV - Legal assistance

72 - Legal education

73 - Arrangement of guardianship/
: conservatorship

74 - Arrangement for protective

living

75 - Money management

76 - Supportive counseling
;7 - Nursing home placement

8 - Crisis Counseling
79 - Hours (PS only)
Nutrition
- Home delivered meals

82 - Congregate meals

83 - Nutrition counseling/education
84 - Food buying

85 - Shopping assistance (food)
86 - Food growing

87 - Meal preparation

Health
YT - Health screening
92 - Heal;:h education (diabetic clinic,
etc.

93 - Medical equipment
94 - Physical/occupational therapy
95 - Mental health services
96 - Detoxification
67 - Dental care
98 - Physician/out-patient care
99 - In-patient care, (hospital, etc.)
01 - Podiatry care ‘
02 - Eye care

03 - Adult day care
04 - Hearing and speech



‘uéeds Assessment Form

CITY OF PORTLAND - RUMAN RESOURCES BUREAU
AGING SERVICES DIVISION/CLIENT TRACKING SYSTEM

149829

AAA 102,05

Completed by:

Instructions: 1,

Complete each starred (*) Item

2. Complete other {tems as Appropriate

-( *) Actior, Code

1. New
[2 2. Reassessment

(*) Case Number

L

]

(*) Assessment Date

Ll

T 1§
(*) Client Name - Last First M1 (*)_Primary Responsibility
[T T U W N I | TR N Ll
15 26 51 82
21 28 2
Nn 33 M
. 35 36 N »
3 40 " K
1| 1|
4 & 5 &
a1 48 9 50
00 ~ No Need
Housing Income In-Home Assistance Nutrition
H - Housing 41 - Employment 61 - Light Chore 81 - Adequate Food
- Home Repair - Financial Assistance Services Intake
13 - Yard Maintenance 43 ~ Money Management 62 - Home Health Care 82 - Food Purchase
14 - Belongings Moved 44 - Clothing 63 - Meal Prep./Delivery
}g - Weather Proofing 45 - Food 64 - Personal Care Health
- Home Security Transbortation 65 - Heavy Housework g; _ :"‘j}“} écreeninr
lranspor:ation - Medical Care
Social Contact 51 - for Housing Protective/Lega) 93 - Medical Equipment
21 - Regular Persomal Contact 52 - for Social Contact 71 - Protective Living 94 - Drug/Alcoho!
22 - Meaningful Activity 53 - for Information Situation Treatment
23 - Regular Reassurance 54 - for Income 72 - Legal Assistance 95 - Mental/Emotional
24 - Opportunities for 55 - for Congregate Dining 73 - Crisis Counseling Treatment
Social Involvement 56 - for Shoppin? 74 - Parsonal Security 97 - Cental Care
57 - for Protective/Lega? 75 - Counseling
Information/Service Utilfzation 68 - for Nutrition
59 - for Health

1 - Information

2 - Assist in Solvin?
Individual Problems

13 - Assistance in Shopping

i
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AREA AGENCY ON AGING
CLIENT REPRESENTATIVE

RECEIPT

PART A

Describe task to be performed/items to be purchased/bill to be baid:

Store or place of business:

Amount of funds:

Check $

Cash $

Agreed, the above is correct information

Signature of Client Representative

Agency

‘ | , Signature of Client

Daté;

(Agency's Copy) -
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AREA AGENCY ON AGING
CLIENT REPRESENTATIVE
RECEIPT

PART A

Describe task to be performed/items to be purchased/bill to be paid:

Store or place of business:

Amount of funds:

Check $

Cash §

Agreed, the above is correct information

Signature of Client Representative

Agency

‘ . Signature of CHent

Date:

(Client's Copy)
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PART B

Describe items purchased, or bill paid:

Store or place of business:

Amount of funds returned to client:

$

Agreed the above is correct information.

Signature of Client Representative

Agency

Signature of Client

Date:

(Agency's Copy)




PART B

Describe items purchased, or bill paid:

Store or place of business:

Amount of funds returned to client:

$

Agreed the above is correct information.

Signature of Client Representative

Agency

149829

! Signature of Client

Date:

(Client's Copy)
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REQUEST FOR WAIVER

2. 'l'ype of request

Name of Agency requesting waiver [::] New

I::] Review

Name of Client 5.

119829

Criteria to be waived

Income IOPI Guidelines
[::IAAA Guidelines

CTS Case Number
Briefly describe the situation.

(Attach a copy of the latest 101 & 102)

Resources Investigated

Services Requested Outcome

l l Age Living

Arrangement

Other [:] Other
Agency | Speci fv

Signature of Counselor Date Signature of Signature Date

DO NOT WRITE BELOW THIS LINE

- e e G e e e e e e et e e e R e ey | e hees  Snmm v Srae e e mams ein e oep e tn e e e mah mwt e et mt mm o o oot amom . oon e

i1.

Request 1s: Approved [ JAAA Temporarily [__|AAA

[::]0?1 Approved I::]pPI

Comments:

Denied [::]AAA

" Date [ uPI

Signature of Reviewer Date



- | - 149829

7 - /
7 ! PORTLAND HUMAN RESOURCES BUREAU
SOCIAL SERVICES DIVISION

PROCEDURES FOR CONTRACT HMODIFICIATIONS

=
x
<

|

Contract modifications are required in the following situations:

-change in total contract amount (increase or decrease)

-changes in staff salaries
-changes in staff positions to be supported through the contract

-changes in line item budget
-changes in number or type of services to be provided

-other substantial changes
HOW? -
Contracts may be modified in 3 ways:

-ordinance-authorized by City Council
-contract change order-approval by Social Services Manager , Human

Resources Bureau Executive Director, and Commissioner-in-Charge
-initial-by both parties

‘Modification Procedure

Type of Change

TJotal funds increase/decrease Ordinance
Total same line item changes Change Order
Staff salary . Change Order
Staff position Change Crder
Service Objectives Change Order
General/special conditions - Ordinance/change order
Other substantial changes Ordinance/change order
Initial by both parties

Clerical errors

PROCEDURE :

A. Initiated by City:

1. The City shall inform the Contractor in writing what and why changes are
required, what information (if any) is needed from the.Contractor
“to make such changes and what modification procedures will be

utilized.
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PORTLAHD HUMAN RESQURCES BUREAU
SOCIAL SERVICES DIVISION

PROCEDURES FOR CONTRACT MODIFICIATIONS

HHY?
Contract modifications are required in the following situations:

-change in total contract amount (increase or decrease)

-changes in staff salaries

-changes in staff positions to be supported through the contract
~-changes in 1ine item budget

-changes in number or type of services to be provided

-other substantial changes

HOW? :

Contracts may be modified in 3 ways:

-ordinance-authorized by City Council

-contract change order-approval by Social Services Manager , Human
Resources Bureau Executive Director, and Commissioner-in-Charge
-initial-by both parties

Type of Change ' Modification Procedure
Jotal funds increase/decrease Ordinance
Total same 1ine item changes Change Order
Staff salary . Change Order
Staff position Change Crder
Service Objectives Change Order
General/special conditfons - Ordinance/change order
Other substantial changes Ordinance/change order
Clerical errors Initial by both parties

PROCE DURE :
A. Initiated by City:

1. The City shall inform the Contractor in writing what and why changes are
required, what information (if any) is needed from the Contractor
to make such changes and what modification procedures will be
utilized.
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2, City staff shall be responsible for obtaining necessary materials
. from the Contractor or shall prepare revised materials (to include

revised contract or project applications pages) and amendment form,
as necessary. .

3. Contractor shall review material and indicate approval formally or
informally.

4, If an Ordinance is required:

~City staff shall prepare and file Ordinance

-City shall notify Contractor of action on Ordinance
-1f authorized by City Council, Contractor shall sign
three (3) copies of amendment (if not already signed)
and return to designated City office

-City staff shall obtain necessary City signatures
-Amendment goes into effect when both parties have
signed and the changes are documented in the City
Auditor's 0f fice

-Fully signed copy shall be returned to the Contractor
5. If change order procedure is utilized:

-City staff shall prepare change order
-Program Staff, Accountant, Division Manager , HRB Executive
Director, and Commissioner-in-Charge shall review and indicate

approval
. -Contractor shall sign Amendment and return to City

-Amendment goes into effect when City and Contractor signatures
are obtained

B. Initiated by Contractor:

1. Contractor shall submit a letter to the Unit Director requesting
modification. This letter should contain the following information:

a. Specific chahges desired (e.g. increase printing by $500,
decrease local travel by $200 and decrease office supplies
by $300).

b. Reason or need for changes (e.g. the newsletter mailing
1ist has doubled so more copies are printed; counselors
are carpooling in an effort to save gasoline).

¢. Statement regarding how these changes will affect the
provision of services (e.g. line item changes are more
consistent with actual spending patterns and services
will continue to be delivered as specified in the contract).

2.





