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Please read this Programs and Services Handbook to learn valuable information regarding the
operations of Opportunity Enterprises. Departmental Supplemental Guides will be provided for
those who participate in Day Programs, Supported Living, Group Homes, and Respite.
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OPPORTUNITY

ENTERPRISES
MISSION

To create inclusive and equitable opportunities for people of all abilities.

VISION

Embracing the value that inclusion brings to a community, OE will always be a benchmark for
innovative services that empower people through a person-centered approach with an
unwavering focus on quality.

VALUES

Quality of Life — We believe that all people deserve opportunities to establish priorities, make
decisions, and achieve satisfaction in all areas of life.

Self-determination - We encourage the individuals we serve to speak for themselves by actively
listening and supporting desired outcomes.

Compassionate Care - We provide support to staff and those we serve in all areas of life in
order to equip them for success.

Personal Growth - We accept people as they are and support and challenge each person to
achieve their fullest growth and development.

Collaboration — We seek out opportunities to build mutually-beneficial relationships and
collaborate to achieve shared outcomes.

Servant Leadership — We prioritize a culture of humility, trust, and empowerment to further
relationships with all stakeholders.

Community - We believe that a community’s success is measured by the opportunities made
available to each of its citizens.

Innovation - We pursue innovation and embrace change to define the future and discover
whole new worlds of opportunity.

Stewardship - We responsibly manage and grow the resources entrusted to us to ensure the
sustainability of the work of the agency.

Employee Experience - We strive to offer an unparalleled experience by providing the training

and tools needed for staff to confidently serve in an environment that fosters relationship
building and personal fulfillment.
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WELCOME

Welcome to Opportunity Enterprises! We are so honored you've
chosen us to serve you and your loved one.

The mission of Opportunity Enterprises is to create inclusive and
equitable opportunities for people of all abilities. Our promise to
you is that we will work every day to fulfill this mission. By
choosing OE as your service provider, you have chosen a widely
respected industry leader with nearly 60 years of experience and

hundreds of highly trained staff who are committed to helping
you meet your goals.

The quality of the care and services you receive is paramount to us. OE has proudly received over
thirty years of the highest accreditation level from the Commission on Accreditation of
Rehabilitation Facilities (CARF). CARF accreditation is widely recognized as the leading
accreditation body for health and human service providers. This means you can — and should —
expect nothing but the best in terms of the care you receive and the programs and services you
engage in.

| hope Opportunity Enterprises exceeds your expectations: and I'm confident that your time
spent here will be meaningful and enriching. Thank you so much for joining the OE family.

Respectfully,

Neil Samahon
President/CEO
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1. ANTI-DISCRIMINATION STATEMENT

OE provides service opportunities to all individuals without regard to race, color, creed, ancestry,
national origin, citizenship, sex or gender, gender identity or expression (including transgender
status), sexual orientation, marital status, religion, age, disability, genetic information, service in

the military, or any other characteristic protected by applicable federal, state, or local laws and
ordinances.

2. EMERGENCY CLOSURES

In case of emergency or inclement weather OE may decide to close certain programs/services.
Decisions are communicated prior to 6:30am. On days of inclement weather please check the
following communication channels for updates.

Text Message
Text message sent to primary contact on record
Websites
Www.oppent.org
www.indianal05.com/region-cancellations/

Radio
WLIJE 105.5 FM
Social Media
Facebook.com/oppent
Phone
Recorded message on 219-464-9621

Agency Closure Message Options

OE Day Services will be closed

This includes Career Connections, Daily Living Skills, Enriching Possibilities, and Renewed
Horizons.

All OE non-residential facilities will be closed

This includes Day Programs, Administrative and Support departments, and any other
meeting or service that take place in an OE Building.

OE facilities and bus schedule will operate on a two-hour delay
OE Buildings: Closed for entry until 2 hours after regularly scheduled opening.

Transportation: Arrives 2 hours after scheduled pick up time.
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Additional closure information by unique departments

Group Homes and Supported Living: These programs do not close due to inclement

weather. If there is an emergency that requires relocation, you will be contacted by your
QIDP.

Lakeside Respite: Closure decisions are made independent of OE. Factors such as length
of stay and availability of staff are considered. You will be contacted if your Lakeside
Respite schedule must be altered.

Transportation: If it is unsafe for our vehicles to be out on the roads, you will receive a
phone call to cancel your trip.

JobSource: Closure or delay decisions are made independent of OE. If there is a change
is a scheduled service, you will be notified by a JobSource Team member.

3. FUNDRAISING CAMPAIGNS

The Medicaid dollars received by OE through the Home and Community Based Services Wavier
only covers 64% of Opportunity Enterprises total operating costs. Throughout the year, OE works
to raise funds so we can continue providing the high-quality programs and services that our
community depends on. We invite you to participate in our fundraising campaigns and events to
help fill this funding gap and support the services that your family will be a part of. There are
many ways to give to OE:

e One-time donations

e Monthly donations

e Sponsorships

e Gifts in honor of a loved-one

e Naming OE in your will or estate plan to ensure services exist long into the future

Please help spread the word by sharing these opportunities with your friends and connections.
By supporting these fundraising efforts, you help ensure that services are available in our

community for those who need them most. For more information, visit oppent.org or contact a
member of our Development Department at 219.464.9621 ext. 285.

4. SELF-ADVOCATES

The mission of the OE Self-Advocates is to act as advocates for themselves and as mentors to the
OE client community. Furthermore, Self-Advocates are to be leaders in the improvement and
enhancement of OE and community buildings and services by sharing their perspective through
team discussions, problem solving, community speaking events and participating in walk
throughs to ensure compliance with American with Disabilities Act standards are being met.

The OE Self-Advocates are a group of clients from Opportunity Enterprises that meet to talk about
their rights and responsibilities as well as coming up with solutions for service-related problems
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for themselves and their peers. They also strive to give back to the community by participating in
volunteering.

The OE Self-Advocates can do this by assisting with concerns regarding safety or programming
issues along with any other relevant concerns that may keep clients from having a meaningful
life.

This club has also participated in advocacy events at the State Capital coordinated by the State
Chapter of Self-Advocates. If you areinterested in joining OE’s Self-Advocates group, please reach
out to your Program Specialist or QIDP.

5. CONFIDENTIALITY

OE is required by law to take certain safeguards regarding information collected, created and
maintained by the agency for each individual served. Release of such information within the
agency will be on a “need to know basis.” Release of information outside of the agency will only
occur with prior written or verbal consent. Certain protected health information may be further
protected under HIPAA guidelines. Additional confidentiality guidelines can be found in the
Notice of Privacy Practices.

6. SAFETY

At OE, the safety and well-being of our employees, volunteers, and the individuals we serve is
our top priority. We are committed to creating and maintaining a safe environment in all areas.
We take a proactive approach to safety by providing regular training, conducting frequent safety
drills, establishing clear policies and procedures, and fostering a culture of accountability and
open communication. It is everyone’s responsibility to uphold our safety standards and report
concerns.

7. RECORD RETENTION

Documentation related to an individual receiving waiver services, shall be maintained for a
minimum of 7 consecutive years from the most recent date of service. If at any time within the 7
years after exit, a client/guardian wishes to have copies of his/her records, a request may be
made to the Chief Compliance Officer. The file records can then either be picked up or provide
payment for the cost to have it copied/delivered. At the end of the 7-year timeframe, the client’s
records will be destroyed in a manner consistent with HIPAA regulations and guidelines.

8. REPORTING CONCERNS

8.1 Grievance

Opportunity Enterprises believes all individuals served have the right to administrative review of
any action taken against them, or any situation they feel to be unfair or indicative of
unsatisfactory delivery of services. Individuals served also have the right to secure advocacy

Updated: 7/1/25



services at any time. To file a grievance, please contact our Chief Compliance Officer, Julie
McKean at 219.464.9621 ext. 226 or Julie.McKean@oppent.org. Filing a grievance will not result
in retaliation or a barrier to service.

8.2 Complaint Hearings and Appeals

If the Grievance procedure has resulted in an unsatisfactory conclusion, you may follow the steps
outlined below.

If unresolvable disagreement occurs within an Inter-Disciplinary Team (IDT)

If an unresolvable disagreement occurs within an IDT you may contact the statewide waiver
ombudsman. The ombudsman is to receive, investigate and attempt to resolve complaints and
concerns that are made by or on behalf of individuals who have an intellectual/developmental
disability and who receive HCBS waiver services. Complaints may be submitted to the statewide
waiver ombudsman via the toll-free number 1-800-622-4484 and option 2 or via email at
BDSWaiver.Ombudsman@fssa.in.gov.

Types of complaints received include complaints initiated by families and/or individuals involving
rights or issues of individual choice, and complaints requiring coordination between legal
services, administrating agency services and provider services.

The ombudsman is expected to initiate contact with the complainant as soon as possible after
the complaint is received. However, precise timelines for the final resolution of each complaint
are not established. Although it is expected that the ombudsman will diligently and persistently
pursue the resolution of each complaint determined to require investigation, itis recognized that
circumstances surrounding each investigation vary.

If unresolvable disagreement occurs with the Agency

Any individual, guardian, family member, service provider or community member has the right
to file a complaint on behalf of an individual receiving supports or services through the HCBS
waiver. To give the system an opportunity to work, the BDS encourages complainants with
individual specific issues, who have not already done so, to approach their case managers to try
and resolve the issue first. If this has not produced the desired outcome, the complainant can
contact BDS to file a complaint. When requested, complainants can choose to be anonymous. To
file a complaint visit www.in.gov/fssa/ddrs/developmental-disability-services/.

If unresolvable disagreement occurs with FSSA

As an applicant or recipient of Home and Community Based Services, you have the right to appeal
any decision and to have a fair hearing. If you question the indicated decision, you should discuss
this matter with your Case Manager.

If you disagree with the decision, you also have the right to appeal by submitting a request for a
Fair Hearing. Your Home and Community Based Service (HCBS) benefits will continue if your
appeal is received within the required time frame. If you appeal and your benefits are continued
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and you lose the appeal, you may be required to repay assistance paid on your behalf pending
the release of the appeal hearing decision.

8.3 Abuse, Neglect, and Exploitation

Opportunity Enterprises does not condone and will not tolerate physical, emotional, or verbal
abuse, neglect, or exploitation of persons served (by staff or other clients). Definitions are
provided below.

Abuse: This includes touching in a rude or angry manner, shoving, hitting or slapping. It may also
include someone talking, writing or using sign language in a rude or angry manner. Abuse may
also include treatment that makes you feel uncomfortable, harassment (when someone will not
leave you alone), threats of punishment, keeping things from you, making you do things with

your body that you do not feel comfortable doing or making someone do something that is wrong
because the other person is bigger or has more power.

Neglect: This includes placing you in a situation that could harm you, your life or your health;
leaving you or putting you in a room or other place that is inappropriate; not providing you with
necessary support including food, clothing, shelter or medical care.

Exploitation: Making you do something that does not help you but helps someone else. If you
volunteer to help a friend move his apartment that is okay. If a staff member forces you to move

boxes at the staff’s house that is not okay. This includes someone using you or your stuff for his
or her own profit or advantage.

You may report suspected abuse, neglect or exploitation to your immediate staff or any OE staff
person. After any report is made (by clients, staff or others), the Quality Assurance Director will
conduct a full investigation. The policy for how an investigation is completed is available for
anyone’s review.

8.4 Reportable Incidents and Unusual Occurrences

OE staff are responsible for complying with agency policies and procedures as well as relevant
laws and regulations which pertain to the performance of their duties. This includes the filing of
appropriate reports for situations identified by the Bureau of Disability Services (BDS) as BDS
Reportable Incident or Unusual Occurrences. BDS Reportable Incidents are any event
characterized by risk or uncertainty resulting in or having the potential to result in significant
harm or injury to anindividual or in the death of an individual. Reportable Unusual Occurrences
include unsafe living conditions, criminal activity affecting care, suicidal ideation or attempts, and
missing persons. If an individual or guardian becomes aware of a Reportable Incident or Unusual
Occurrence, they can reach out to BDS (1.800.545.7763) or Adult Protective Services
(1.800.992.6978) to ensure that the situation has been reported.
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9. NOTICE OF PRIVACY PRACTICES REGARDING MEDICAL

INFORMATION
Effective Date: April 4, 2025 (Revised: August 25, 2014, May 15, 2013, April 14, 2003)

THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE USED AND
DISCLOSED AND HOW YOU CAN ACCESS THIS INFORMATION. PLEASE REVIEW IT CAREFULLY.

If you have any questions about this Notice or wish to request

any information referenced, please contact the Privacy Officer of Opportunity Enterprises, Inc.,
at (219) 464-9621 or 2801 Evans Ave, Valparaiso, IN 46383.

WHO FOLLOWS THIS NOTICE

This notice applies to:
e Any healthcare professional authorized to enter information into your records.
e All departments and divisions of Opportunity Enterprises, Inc. (OE).
e Any staff member or volunteer who is authorized to assist in your care.

We share medical information as necessary to provide treatment, obtain payment, and manage
our healthcare operations in compliance with legal requirements.

OUR COMMITMENT TO YOUR PRIVACY

Your health information is personal, and we at OE are committed to protecting it. We maintain

records of your care to provide quality treatment and comply with legal requirements. This notice
applies to all records of your care generated by OE.

We are required by law to:
e Maintain the privacy and security of your protected health information (PHI).
e Provide you with this notice of our legal duties and privacy practices.
e Follow the terms of the notice currently in effect.

HOW WE MAY USE AND DISCLOSE YOUR INFORMATION

We may use and disclose your health information for the following purposes:
1. Treatment

We may use your information to provide and coordinate medical treatment, including sharing it
with healthcare providers involved in your care.

2. Payment

1C
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We may use your information to bill and receive payment for healthcare services from your
insurance provider, Medicare/Medicaid, or other third parties.

3. Healthcare Operations

We may use your information for business activities such as quality improvement, training,
accreditation, and compliance monitoring.

4. Required by Law

We will disclose your information as required by federal, state, or local law, including:
e Public health reporting (e.g., disease control, recalls, adverse reactions).
e Reporting abuse, neglect, or domestic violence.
e Health oversight activities such as audits, inspections, or licensing.

5. Legal and Law Enforcement Requests

We may release information:
e Inresponse to a court order, subpoena, or other lawful process.
e To identify or locate a suspect, fugitive, or missing person.
e If necessary to report criminal activity.

6. Research

We may use and disclose de-identified health information for research purposes. Any identifiable
information will only be shared with your written authorization.

7. Disaster Relief and Family Notifications

We may disclose health information to notify family members, caregivers, or disaster relief
agencies regarding your condition, status, or location.

YOUR RIGHTS REGARDING YOUR HEALTH INFORMATION

1. Right to Access and Copy

You may inspect and request copies of your medical records in paper or electronic format. Fees
may apply for copies. Requests must be submitted in writing.

2. Right to Amend

If you believe information in your records is incorrect or incomplete, you may request an
amendment. Requests must be in writing and include supporting reasons.

3. Right to an Accounting of Disclosures
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You may request a list of certain disclosures of your health information made by OE in the past
three years, excluding those for treatment, payment, and healthcare operations.

4. Right to Request Restrictions

You may request limitations on how we use or disclose your information. We are not required to
agree to all requests, except when restricting disclosures to a healthcare plan when you have
paid out of pocket in full for a service.

5. Right to Request Confidential Communications

You may request that we communicate with you through alternative means or at an alternative

location (e.g., only by mail or by using a specific phone number). We will accommodate
reasonable requests.

6. Right to Be Notified of a Breach

You have the right to be notified in the event of a breach of unsecured PHI.
7. Right to Obtain a Paper Copy of This Notice

You may request a paper copy of this notice at any time.

HOW WE PROTECT YOUR INFORMATION

In compliance with the latest HIPAA Security Rule enhancements, we have implemented:
e Multi-Factor Authentication (MFA) for electronic records access.
e Advanced encryption standards to protect electronic PHI (ePHI).
e Comprehensive security risk assessments and incident response planning.
COMPLAINTS
If you believe your privacy rights have been violated, you may file a complaint with:

e Opportunity Enterprises, Inc., Privacy Officer at (219) 464-9621 or in writing to 2801
Evans, Valparaiso, IN 46383.

e The U.S. Department of Health and Human Services (HHS) through one of the methods
outlined at https://www.hhs.gov/hipaa/filing-a-complaint/index.html.

You will not be penalized for filing a complaint.

CHANGES TO THIS NOTICE

We reserve the right to change this notice. Any changes will apply to all existing and future
medical information and will be available upon request or posted at our facilities.
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This Notice of Privacy Practicesalignswith current HIPAA regulations and Indiana Consumer Data
Protection Act requirements, ensuring compliance with security, patient rights, and privacy
protections.

10. GLOSSARY OF TERMS

1. Avert—avoid

Determined — decided

IDT — Inter-Disciplinary Team; people who attend team meetings
Obligations — needs

Resolution — decision or answer

Retaliation — revenge

Revoke — take back

No v, wN
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11. NOTES
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Form 107

OPPORTUNITY ENTERPRISES, INC.
Programs and Services Handbook

ACKNOWLEDGEMENT OF RECEIPT

| acknowledge that | have received and reviewed the Programs and Services Handbook. | agree
to follow the guidelines in the handbook.
Departmental Supplemental Guides received: Day Programs
Supported Living

Group Home
Respite

o O O O

Client Name:

Client Signature:

Date:

Parent/Guardian Name:

Parent/Guardian Signature:

Date:

Witness Name:

Witness Signature:

Date:

Also required at this time are:
Form 214 — Notice of Privacy Practices Receipt
Form 7001a — Publicity Release
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