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Personalized Contact Information 

 

Program Specialist (PS) or Qualified Intellectual Disability Professional (QIDP): 

 

____________________________________________________________Extension: ________ 

 

Line Supervisor: ______________________________________________Extension: ________ 

 

Transportation Dispatcher______________________________________Extension: ________ 
 

Department Director:__________________________________________Extension: ________ 
 

 

Administrative Hours 
Monday – Friday 

7:30am – 4:30pm 
 

 
Phone Number: 219.464.9621 

Fax Number: 219.464.9635 

Website: oppent.org 
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This is a Supplemental Guide to Opportunity Enterprises’ Programs and Services Handbook.  
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A MESSAGE FROM LISA COLE 
 

Thank you for choosing Opportunity Enterprises as your Day Program provider. We’re honored 

you’ve entrusted us with your care. Through a range of activities like art, cooking, music, 

technology, and more, our programs are tailored to support personal growth, independence, and 

meaningful community involvement. Our compassionate team works closely with clients and 

families to ensure every individual reaches their fullest potential, guided by their unique goals 

and aspirations. We’re proud to serve as a trusted resource and partner, fostering an inclusive 

environment that celebrates every achievement.  

  
Thank you for joining us on this journey of empowerment and possibility! 

 
 

Lisa Cole 
Senior Director of Day Services 
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1. HOME AND COMMUNITY BASED SERVICES (HCBS) 
OE is a provider of Home and Community Based Servies (HCBS). This means that we are 

committed to ensuring that individuals served have full access to community life and are 

supported in a way that encourages independence, choice and integration. OE recognizes that 

services should be tailored to meet each person’s needs in order to increase levels of 
independence and foster self-growth. All services are based on a person-centered approach 

where each individual is encouraged to make choices and decisions for their life through 
informed decision-making opportunities. 

2. AVAILABLE PROGRAMS 

2.1 Daily Living Skills 
Daily Living Skills provides the opportunity to learn basic daily life skills. Individuals participate in 

goal-oriented activities based on Person-Centered Planning to enhance social interaction skills, 

communication skills, mobility and motor/perceptual skills. Programming  is provided in a ratio of 
one staff member for every four clients and is based on Person-Centered Planning. Opportunities for one-

on-one habilitation and skill development may also be available on a case-by-case basis. 

2.2 Enriching Possibilities 

Individuals in Enriching Possibilities participate in a goal-oriented curriculum based on Person-

Centered Planning that promotes life-long learning through activities such as recreation, arts and 

crafts, communication, cooking, music and more. Programming is provided in a variety of ratios 

ranging from one staff member for every four or eight clients based on Person-Centered 

Planning. Opportunities for one-on-one habilitation and skill development may also be available 

on a case-by-case basis.  

2.3 Renewed Horizons 

Activities in Renewed Horizons are geared to those ages 55 and up. Participants continue to learn 
and practice life skills at a slower pace. Activities including technology, music and cooking are 

based on Person-Centered Planning. Programming is provided in a variety of ratios ranging from one 
staff member for every four or eight clients and is based on Person-Centered Planning.  Opportunities for 

one-on-one habilitation and skill development may also be available on a case-by-case basis. 

2.4 Career Connections 

The Career Connections program is designed to meet the needs of individuals who are interested 

in growing in the areas of personal growth, social engagement, community readiness and 

professional development. Daily activities may include facility learning, on- and off-site learning 

labs, virtual reality and community immersion. Programming is provided in a setting of one staff 

member for every four or eight clients based on Person-Centered Planning. 

2.5 Personal Assistance 

Assistance with eating, personal care needs, medical needs and time out of a wheelchair is 

provided for those who need it in each of the programs. 
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3. ENRICHMENT OPPORTUNITIES 
Individuals who choose to participate in our Enrichment program will learn additional skills that 

will provide them with more confidence and involvement in their community. Individuals often 

participate in volunteer activities in a variety of locations, including local churches and assisting 

with delivering Meals on Wheels. Additionally, community activities may include assistive 
technology and relaxation opportunities. All activities are tailored toward individual desires and 

clients have opportunities to learn about accessing their community for vocational, social and 
personal reasons. Community participation is built into the Career Connections program; for all 

others, it is an add-on service as funding allows. 

4. GENERAL ADMISSION CRITERIA 

Individuals seeking services will meet the following general criteria: 

1. Be at least 18 years of age (Individuals aged 16 or 17 who are no longer participating in a 

secondary education program may be admitted depending on funding, meeting other 
criteria, and approval of the Placement Team. Individuals participating in a secondary 

education program may be admitted as part of that program or participate in activities 

outside of traditional school hours.) and 

2. Be referred by and/or meet the eligibility requirements established by the Bureau of 
Disability Services (BDS) or other funding source. 

We believe by being thoroughly informed we can better plan for each individual's specific needs 

as well as the safety of all clients and staff. We can best meet our commitment to providing 

appropriate quality services in an efficient manner when we know all that we can about each 
individual. OE reserves the right to request, as needed, any information prior to scheduling an 

evaluation, including but not limited to: 

1. Medical documentation of on-going or recent medical conditions and precautionary 
measures for: 

a. Communicable disease 
b. Medical diagnoses 

c. Hospitalizations within the last six (6) months 

d. Current Tuberculosis (TB) Test within the past three months 

e. List of current medications 

f. List of immunizations 

2. Additional collateral information, such as: 

a. Current or previous school records, including IEP 

b. Recent developmental, psychological, behavioral assessments 

c. Proof of Wavier funding 

d. Person-Centered Individualized Service Plan (PCISP) 
e. Past work history, as appropriate 

f. Emergency contact information 
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5. DAY PROGRAMS ADMISSION CRITERIA 
The Day Programs instill a positive self-image for individuals through the acquisition and use of 

community, independent living and personal/interpersonal skills and activities. In addition to the 
general admissions criteria listed above, individuals must meet the following criteria: 

1. Individuals must be aware of and respond to their environment. 

2. Individuals must be able to participate in activities through the use of verbal and/or 

nonverbal means.  

3. Individuals must exhibit an ability to benefit from program participation, as determined 

by an assessment performed by the Day Programs staff. 

4. Individuals must be able to function appropriately in a staff to individual ratio of up to 

one to eight, unless funding sources provide for one-to-one assistance or a smaller staff 

to client ratio is available. 

5. Individuals must be able to demonstrate appropriate behavior that will not endanger 
their welfare or the welfare of other individuals or staff. Special circumstances will be 

considered by the Senior Director of Day Services in conjunction with the Placement 
Team.  

6. Individuals must be free of a documented history of predatory sexual behavior.  

7. Individuals must be able to be medically monitored with current staffing. While we do 

accept individuals with Insulin-Dependent Diabetes, please note that injections cannot be 
administered by Opportunity Enterprises staff. 

6. ASSESSMENTS & EVALUATIONS 
Assessment is the first step in the placement process and is required to determine the 

individualized needs to ensure staff are adequately prepared to meet the needs of the individual. 

Assessment tools are used to determine current skills and interests as well as the desires for 

future achievement. Individuals have the right to a description of the kinds of written 
assessments to be used. Safeguards are taken during the assessment process to ensure that:  

1. The materials: 

a. Do not discriminate because of culture, race, or disability; 

b. Are given in your native language or other method of communication as needed; 

and 

c. Are valid for the purpose for which they are used. 

2. The assessment is only designed to assess specific areas of habilitation needed.  

3. The assessment of individuals with impaired visual, hearing or speaking skills or with 
physical handicaps are meant to give results which accurately reflect aptitude or 

achievement levels rather than the level of the impairment itself.  

If the assessment does not seem complete, appropriate or accurate, a request may be made for 
an independent evaluation at the requestor's expense. If this occurs, the results of the new 
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assessment must be considered when any decisions are made regarding placement or 
programming.  

All Day Programs require an initial evaluation period upon intake. These evaluation periods can 

range from 5 to 30 days based on need. During this agreed-upon period, staff will be monitoring 

attendance, punctuality, hygiene, social interaction and level of need. The results of this 
evaluation will be discussed at the 30-day Placement meeting with the Interdisciplinary Team.  

Assessments of an ongoing nature will occur annually and may include details of an individual ’s 

progress on person-centered goals, needs and successes. 

7. HOLIDAYS 
OE will be closed for the following holidays. If the holiday falls on a weekend, the observed days 

will be announced. All Day Programs are closed and transportation does not run on these 
holidays. 

1. New Year’s Day  

2. Memorial Day  

3. Independance Day 

4. Labor Day  
5. Thanksgiving Day  

6. Day after Thanksgiving 
7. Christmas Eve  

8. Christmas Day  

8. WHILE AT OPPORTUNITY ENTERPRISES 
Scheduled arrival and departure times will be arranged through each individual’s Program 

Specialist. Day Programs begin at 7:30 a.m. or when the transportation vehicle arrives, if using 

OE or another agency’s transportation services. If any other means of transportation are utilized, 

please ensure a timely arrival each day. The day ends when the transportation vehicle arrives for 
pick up. If other any other means of transportation are utilized, please ensure the agreed upon 

departure time is followed. There may be an additional fee billed if the actual departure time 
exceeds the agreed upon time. (See Late Pick up, section 15) 

Unless arrangements are made ahead of time, there will be thirty minutes each day to eat lunch. 

All lunches need to be provided by the individual and should be packed in an insulated container 

as refrigeration may not be available. Beverages may be purchased through vending machines. 

Eating is only allowed in designated areas for sanitary purposes. Requests for private dining can 

be accommodated upon request. Only water is allowed during activities in order to maintain the 

integrity of the activity materials.  

Individuals are allowed freedom of movement while at Day Programs. OE requests an individual 

simply notify their Line Staff of the intended destination so we can ensure the health and safety 
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of all individuals. If an individual requires assistance or supervision for movement throughout the 

building, available staff will accompany them. This need for assistance will be documented in 

personal paperwork, such as a Person-Centered Individualized Support Plan (PCISP). There may 

be areas within the building that not all individuals can visit (i.e. janitorial closet, 

technology/equipment storage closet). These areas are also restricted to visitors and most staff 

to protect the health and safety of everyone or to protect confidential information. Any questions 

about these areas can be directed to a Program Specialist or Qualified Intellectual Disability 
Professional (QIDP).  

9. SAFETY 
In Day Programs, we strive to ensure our clients feel safe in all situations throughout their daily 

activities by minimizing risk and ensuring physical and emotional needs are met. We create an 

environment where everyone can thrive. OE is committed to performing regular emergency drills 
and having tabletop discussions to ensure that staff and clients are prepared for any emergency. 

Agency and department safety policies and procedures are reviewed regularly. Should families 

or clients have any concerns, please notify a supervisor within the department or a member of 
the Executive Team. 

10. TRANSPORTATION  

10.1 Transportation Services 
While participating in services provided, agency transportation may be available to you. Contact 

your Program Specialist/QIDP concerning transportation.  

1. The Driver will notify all parties of pick up/drop off times. Individuals should be ready ten 

(10) minutes prior to this time.  

2. Water may be carried in plastic bottles with no straws and stored in a lunch bag or 

backpack. 
3. All vehicles are non-smoking, and no eating or drinking is allowed in the vehicle (with the 

exception of clear, store-bought bottles of water).  

4. Please provide one day advanced notice if Transporation is not needed. In the case of 

an sudden illness, calls can be made same-day. Cancellations should be communicated 

by calling Transportation Dispatcher at 219-464-9621 ext. 227 or the office at ext. 259.  

Someone is available Monday through Friday between 7:00 a.m. - 4:30 p.m. 

Transportation services will not resume until the Transportation Dept is notified.  

5. Please also notify your Program Specialist/QIDP to help coordinate all communication.  
6. If a responsible party handles morning drop off to the Day Program building, the individual 

or the responsible party should notify the Transportation Dispatcher if afternoon 

transportation will be necessary.  

7. If an individual does not show up for their scheduled ride and does not call to cancel three 
(3) times within a one-month period, Transportation services will be suspended for a two-
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week period. The individual may still attend Day Programs but must make alternate 

arrangements for pick up/drop off.  

8. Although drivers make every effort to stay on schedule, unplanned events such as bad 

weather, flat tires, etc., can cause delays. Please allow for these delays. We request that 

you not call Opportunity Enterprises unless the vehicle is more than thirty (30) minutes 

late. Periodically, the need arises to change pick up times, drop off times or drivers. This 

occurs when route changes are necessary in order to serve additional clients. Notification 

will occur for any changes. 

9. Requests for alternate pick up/drop off sites for one day will be granted if possible and 
require a written or verbal notification to the driver or transportation office staff in 

advance. This does not apply to clients living alone. Individuals living alone must advise 
their Program Specialist/QIDP and a transportation office staff that they are requesting 

to be dropped off at another address. If this means riding a different vehicle, the request 

may be denied if there is insufficient room for an additional passenger.  
10. If an individual is to stay with a family member or friend at another location for an 

extended period of time and will be on a different route, ONE WEEK notice is to be given 
to the Transportation office staff. It is possible that the request may be denied due to the 

unavailability of seats. 
11. In order to ensure the safety of all individuals, seat belts must be worn at all times. This 

is Indiana State Law.  

12. In order to provide adequate supervision and safety, drivers are not allowed to leave their 

vehicles while individuals are on board. For this reason, if an individual cannot board the 

vehicle alone, assistance into the vehicle will need to be provided by a responsible party. 

The responsible party must also assist the individual off the vehicle when arriving home.  

13. If the vehicle uses a turnaround on private property, we ask that the turnaround be kept 

free of vehicles, snow, tree branches or other obstacles.  
14. Vehicle seating may be assigned by the driver based on circumstances (pick up/drop off 

order, peer conflicts, etc.). Individuals may change seats but only when the vehicle has 
stopped.  

15. If an individual is transported to or from OE by private vehicle, please use the front 
entrance and ask the receptionist to page the appropriate staff as necessary.  

16. Due to space limitations and safety concerns, no extra items should be carried on the 

vehicles except lunches or other items required for programs unless prior permission is 

obtained from the driver. No glass containers should be brought on vehicles.  

17. In order to ensure the safety of all individuals on vehicles, the following will not be 

tolerated:  

a. Horseplay or disruptive behavior; 

b. Inappropriate touching, personal contact or aggressive behavior; 
c. Stealing or taking the property of others; 

d. Verbal abuse, offensive language, or harassment of driver (by individuals or 
caregivers); and/or 

e. Not following the driver’s instructions. 
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18. Failure to comply with these rules may result in disciplinary action. A verbal warning, 

suspension from services or consultation with a Program Specialist/QIDP may occur. 

Serious actions will result in immediate suspension. Termination from transportation 
services will follow general agency disciplinary procedures. 

10.2 Community Integration Transportation 
As staff may be responsible for driving individuals into the community for outings or 

appointments, OE has taken steps to ensure this is done with the utmost safety in mind. All staff 

must show proof of current and valid driver’s license and vehicle insurance coverage prior to 
employment and regularly thereafter. 

All staff, upon hire and annually thereafter, receive Safe Driving Practices instruction during their 

OSHA training. Additionally, newly hired Direct Support Professionals are trained by their specific 

department on van use and wheelchair tie downs during completion of their on-the-job training. 

All OE vehicles receive regularly scheduled maintenance to ensure the ongoing safety of the 
vehicle. 

11. INDIVIDUAL RIGHTS 
OE will encourage all individuals to represent their own rights and interests without interference, 

discrimination, retaliation, restraint or coercion. In instances where advocacy or legal 

involvement is warranted or desired, OE will, upon the request of the individual, assist in making 
appropriate referrals. 

• All Individuals have a right to be treated fairly and to be protected from harm. 

• All individuals have a right to meaningful and appropriate services.  

• All individuals have the right to receive services in a safe, secure, and supportive 

environment.  
• All individuals have the right for information to be confidential.  

• All individuals have the right to complain about treatment or care and to have that 

complaint answered in a timely manner. 

• All individuals have the right to be informed of their rights at least annually and in a 

manner which is easily understood.  
• All individuals have the right to be free from physical punishment and painful treatment. 

• All individuals have the right to be free from abuse, neglect, exploitation or mistreatment.  

• All individuals have the right to be free from placement in a room or other area from 

which exit is prevented.  

• All individuals have the right to be treated with dignity and respect.  

• All individuals have the right to be free from restrictions involving sleep, shelter, food, 

drink, medical care, use of bathroom facilities, or prolonged restriction of movement, 

unless a doctor’s order is being followed, or the team has agreed that the restriction is 

necessary to protect the individual’s health and safety. 

• All individuals have the right to be free from work without payment, except for volunteer 

work that an individual has chosen to perform.  
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• All individuals have the right to regularly see their doctor, at their own expense. 

• All individuals have the right to regular developmental and behavioral assessments.  

• All individuals have the right to refuse treatment and medications. 

• All individuals have the right to be informed of all risks of treatment.  

• All individuals have the right to be free from unnecessary physical or chemical (medication 

induced) restraints.  

• All individuals have the right to personal privacy.  

• All individuals have the right to meet privately and communicate with persons of their 

own choosing.  
• All individuals have the right to send and receive unopened mail.  

• All individuals have the right to make and receive telephone calls privately, at their own 

expense.  

• All individuals have the right to participate in social, religious and community activities of 

their choice.  

• All individuals have the right to have and use appropriate personal possessions and 

clothing.  

• All individuals have the right to have personal funds and property protected from misuse 

or misappropriation.  

• All individuals have the right to have alleged violations of their rights reported and 

investigated. 

12. DRESS CODE 
OE expects that all individuals’ attire should be appropriate to the day program setting and 
governed by the requirements of safety and comfort. In addition, individuals are expected to 

practice acceptable standards of personal hygiene at all times. The dress code is as follows:  

1. Long slacks, jeans, capris or loose-fitting shorts knee-length or longer are acceptable. 

Leggings with a shirt that is at least mid-thigh in length is acceptable. Pajama pants are 

not acceptable.  

2. Hats are acceptable.  

3. Offensive pictures or wording on clothing is not allowed.  

4. Tank tops, crop tops or midriff tops are not allowed. Midriffs must be covered at all times.  

5. Shoes must have closed heels and toes. No sandals or flip flops are permitted. Crocs will 

be allowed on a case-by-case basis with approval from the department director. 

13. MEDICAL INFORMATION 
All individuals must have completed a general medical examination and a Tuberculin test upon 

entry into Day Programs. Updated medical exams are to be obtained every three years, or as 

requested, and Tuberculin screenings are required annually. A chest x-ray for those who react to 

the Tuberculin test is required every two years. Any individual who becomes infected with a 

contagious disease will be assessed on an individual basis as to their ability to participate safely 
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and effectively in Day Programming. Information regarding accommodation will be provided as 

requested.  

If an individual begins to develop symptoms of illness during their time at Day Program, their 

emergency contact will be notified of the situation. Staff will also reach out to the agency nurse 

and will follow their instructions at this time. If the illness progresses (temperature 100°+, 

vomiting, diarrhea, or any infection that is deemed contagious), a responsible party will be called 

to provide immediate pickup of the individual. Individuals are not to be transported by agency 

vehicles when ill, so responsible parties need to be prepared for possible emergencies.   

Depending on the severity of the illness, or situation such as serious injuries, seizures where no 

history exists, severe allergic reactions, or severe medication side effects, etc., staff will respond 

by first contacting 911 and may proceed with CPR or First Aid as needed and escort the individual 

to the nearest Emergency Room. In such a situation, the caregiver or another authorized person 

must plan to meet the staff at the hospital.  

If an individual administers their own medication, it must be brought in to nursing in its original, 

labeled container with the individual’s name, name of physician, name of medication, dosage 

amount, time of dosage, and length of time the medication is to be administered. All medication 

must be given to the nursing department. Medications in the facility must be secured in a locked 

location to ensure that others will not have access. A sign-out record will be provided to those 

who self-administer their medications. No over-the-counter medications may be brought in or 

administered except as authorized in writing by a doctor. This includes aspirin, cold tablets, etc. 

However, an individual or their guardian may authorize OE to administer Tylenol or an antacid.  

14. SIGN IN/OUT PROCEDURE 
OE is dedicated to providing services in a safe and secure environment. It is for this reason that 

our buildings remain locked at all times and all persons entering buildings must be buzzed in by 
front desk personnel. Upon arrival, all clients and visitors must identify themselves and the 

purpose for their visit. Sign in/out sheets are located in each main program area or at the front 
desk entrance. Visitors will sign in, receive a visitor tag and wait to be escorted to their 

destination by the appropriate staff.  

When a family member or support staff drops off an individual to one of the Day Programs, they 

will need to sign in noting: the individual’s name, their name and affiliation to the individual, 

arrival time and date. Individuals will then proceed to their designated Day Program area. When 

a family member or support staff arrives to pick up an individual from one of the Day Programs, 
they will need to complete the sign out log noting: the individual’s name, their name and 

affiliation to the individual, departure time and date. 
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15. ATTENDANCE 
Individuals attending Day Programs are expected to attend regularly based on the agreed upon 

schedule. Planned time off is allowable but individuals are encouraged to notify their Program 

Specialist/QIDP of the time off with as much advanced notice as possible. Due to program waiting 

lists, we request that each individual meet or exceed an 88% attendance rate. If vacations or 
illnesses cause absences at a greater than 12% absentee rate, a team meeting will be held to 

discuss possible solutions or a revised schedule of attendance. 

16. LATE PICK UP 
OE will charge a fee for the late pick up of individuals participating in Day Programs. The 

procedure is as follows:  

1. Everyone in Day Programs will have an established pick-up time, determined and agreed 

upon by the Interdisciplinary Team (IDT) noted by the Program Specialist/QIDP in the 

conference paperwork. 
2. A Program Specialist/QIDP will call the residential provider or caregiver of an individual 

when it is past the established time of pick up. 

3. For every fifteen (15) minutes past the team’s agreed upon departure time, the 

residential provider, family or guardian, will be charged a fee of $5.00. 

4. The fee may be waived for unusual or infrequent circumstances on a case-by-case basis 

as approved by the Senior Director of Social Services.  

5. A team meeting may be held to discuss and review excessive amounts of time or instances 
of late pick up where further recommendations may be made. 

17. STANDARDS OF CONDUCT 
To ensure that all Day Program environments are respectful, safe, and supportive, these 

standards of conduct are to be followed at all times. 

1. Appropriate physical contact between individuals will be maintained at all times. 
Inappropriate behavior for the day program setting may include excessive hugging, 

kissing, fondling, etc. Appropriate behavior encouraged would include a high-five or a 

handshake. 

2. Physically aggressive behavior against others is unacceptable and will not be tolerated. 

Each aggressive behavior will be dealt with appropriately, depending on the incident. The 

severity or consistency of the incident will determine the action taken and may include 

suspension or termination of services.  

3. Appropriate language is expected at all times. Swearing, teasing, name-calling, etc., is not 
acceptable. Being mean to others is not tolerated.  

4. The property of others will be respected. Theft, vandalism or destruction of property will 
not be tolerated. Individuals will be charged to replace/repair items if damage occurs. 
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5. All individuals are expected to come to OE with appropriate hygiene/dress. Clean body, 

hair, teeth and clothing are expected at all times.  

6. All individuals are expected to keep their day program area (table, chairs, etc.) neat and 

tidy, including after lunch. 

7. All personal items must be labeled. Individuals are encouraged not to bring any item of 

value to OE. Personal items are not the responsibility of OE.  

8. Items that can be used as weapons (knives, guns, bats, etc.) are not allowed on OE 

property. Threatening others with a weapon may result in immediate termination of 

services.  
9. OE is a smoke-free environment. This includes e-cigarettes.  

10. No prescription medications are allowed on OE property without a doctor’s prescription. 
11. No alcohol or illegal drugs are allowed in Day Programs. Attending OE while possessing or 

being under the influence of illegal drugs or alcohol will not be tolerated. If OE has a 

suspicion that an individual may be under the influence upon arrival to day program, a 
drug test may be required. A positive test result may lead to a warning, probation, 

suspension or termination from services. 
12. Individuals will be encouraged to engage in daily activities to the best of their ability.  Not 

doing so may cause disruptions to peers or cause an unsafe environment, putting the 
individual or others at risk. 

18. RETURNING TO OE SERVICES 

18.1 After Illness 
Individuals are expected to remain home when experiencing an illness (characterized by 

symptoms like fever, diarrhea, vomiting, infection, etc.) and must be symptom-free for 24 hours 

(without the aid of medications) before returning to Day Programs. Should an individual become 
ill while at OE, a responsible party will be called to arrange transportation home. No individual 

will be transported by agency vehicles when ill. If an absence from Day Programs extends to five 
(5) days or more, a doctor’s written release will be required to come back to OE. A copy of the 

release must be provided to the individual’s Program Specialist/QIDP. 

18.2 After Discharge/Termination 
If OE decides that an individual will be terminated from Day Program services, he/she will receive 
a written 60-day notice of intent to terminate. This notification will also be sent to all members 

of the individual’s team, including the Bureau of Disability Service Coordinator. OE will continue 
to provide services until an individual voluntarily ends services or finds a new service provider. 

Once terminated, an individual must be out of OE services for at least six months before 
application for re-entry can occur, unless the Placement Team agrees to waive the waiting period. 

The ability to come back into OE services will depend on availability of appropriate services and 

funding. Should an individual voluntarily leave without being terminated, they may re-apply for 

services at any time so long as services and funding are available. Return to services is not 
guaranteed. 
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19. CASE CONFERENCE AND ANNUAL CASE REVIEW 
The purpose of a Case Conference is to discuss the evaluation or progress information available, 

to develop or revise an individual plan for training and/or to ensure appropriate Day Program 

placement. OE uses Person-Centered Planning for all meetings. This means that the meeting is 

about the individual's needs and wants. Participation in programming and activities should be 
based on individual choice. The individual plan is to be reviewed at least once a year at a 

conference including appropriate agency personnel, the individual served and anyone else the 
individual chooses. Both the individual and the agency have the right to request a conference or 

status review meeting any time it seems necessary.  

There must be a Case Conference conducted before a final decision for placement in a Day 

Program for the first time or when a change in placement is to be made. This conference is to be 

conducted for new enrollments within thirty (30) calendar days of the date of intake. The meeting 

is to be held at a time, date, and location agreeable to all team members. Each team member 
will receive advance notice of the meeting including the exact time, date, location, the persons 

who will be in attendance, and a list of the information to be discussed. OE ensures that 
placement in specific programs or the provision of specific services are the least restrictive option 

and as close as possible to the placement/services provided to others of comparable age and 
functioning level while, at the same time, meeting individual needs. 

20. DISCIPLINARY ACTION 
Certain rules and regulations are necessary in Day Programs. Each individual is expected to 

maintain appropriate and responsible behavior while participating in Day Programs. If rules are 

broken, a staff and/or Program Specialist/QIDP will meet with the individual to discuss the 

situation. If a serious rule is broken (hurting someone else, breaking someone else’s or OE’s 

property, etc.) or if rules are broken consistently, a case conference may be called. OE reserves 

the right to take disciplinary action if rules are not followed. Disciplinary Action may include one 
of the following:  

1. Probation – A defined period of time in which the individual remains involved in services; 

however, any additional violation of the rule by the client may result in 

suspension/termination. Should repeated rule violations occur for any client, a meeting 

of the Interdisciplinary Team shall occur. Probation status may last from one (1) to three 

(3) months.  

2. Suspension – A disciplinary action where an individual is separated from the agency’s 

services for a period of one (1) to five (5) days. Suspension must be recommended by the 
appropriate Director/Program Specialist/QIDP and approved by the Senior Director of 

Social Services based on the infraction. If Suspension is included in a Behavior Contract or 

Behavior Support Plan, each event does not need to be approved. 

3. Termination – May be initiated when other efforts to remedy a situation have failed or 

when the gravity of the situation requires termination. A team meeting will be held to 

attempt to resolve issues, if appropriate. If the agency decides to terminate services, 
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written notice will be sent to all parties involved. The following occurrences may result in 

the initiation of the termination process:  

a. Physical behaviors that endanger the safety of the individual, staff or others; 

b. Repeated violation of Day Program rules contained in this handbook; 

c. Violation of written probation agreement; or 
d. Sexual misconduct. 

21. GLOSSARY OF TERMS 
1. Acquisition – to obtain or get something 

2. Adequately – good enough 

3. Affiliation – relationship 

4. Aptitude – skill 

5. Case conference – meeting 

6. Communicable – contagious 

7. Comparable – like 
8. Conjunction – along with 

9. Consistency – how often a situation occurs 

10. Deemed – thought 

11. Demonstrate – to show 
12. Determined – decided   

13. Established – Set 

14. Excessive – too much 

15. Exhibit – show 

16. Governed – ruled 

17. Habilitation – to help prepare for or teach   

18. Horseplay – rough housing 

19. IDT – Inter-Disciplinary Team; people who attend team meetings 
20. Inappropriate – not right 

21. Prolonged – long-term 
22. Provision – giving services 

23. Ratio – the number of staff members available for the number of clients’ present   

24. Restrictive – limiting 

25. Severity – how bad a situation is 

26. Suspension – short time away from services 

27. Terminate - end    

28. Vandalism – hurting other peoples’ property 

29. Warranted – right 
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