The Sech-Kar Company

Policies and Procedures

Adopted 7/1/88 

Revised 4/6/10, 3/3/11, 10/11/13, 2/4/16, 4/8/16, 1/11/18
Non-Discrimination for Client Services


The Sech-Kar Company will provide services to all eligible individuals equally, without regard to race, color, national origin, religion, age, gender, sexual orientation, or handicap, in accordance with the determined needs of the individual.  

There is no distinction made in determining eligibility for services or in the manner of providing services because of race, color, national origin, religion, age, gender, sexual orientation, or handicap.

All persons and organizations having occasion to refer or recommend clients to this agency are advised to do so without regard to the client’s race, color, national origin, religion, age, gender, sexual orientation, or handicap.

Client Discrimination Complaint Resolution 

Any qualified client who believes that he or she has been the subject of discrimination because of his or her race, color, national origin, religion, age, gender, sexual orientation, or handicap has the right to file a discrimination complaint with The Sech-Kar Co. and to have the complaint heard by the Administrator. 

Parents, guardians or advocates may act on behalf of the client and may assist the client in seeking a resolution to the complaint.  The agency will inform the complainant of his or her rights.

The resolution of client complaints within the agency shall provide for a period of counseling or negotiation between the agency and the complainant in an attempt to resolve the complaint prior to any formal proceedings.  Guidelines for hearing complaints shall be provided by the agency and are based on the Comprehensive Civil Rights Plan of the Ohio Department of Developmental Disabilities.

Initiation of Services

The decision to provide services to a client will begin with a referral from the appropriate County Board of DD.  Requests for services initiated by a client or guardian will be referred to the appropriate County Board of DD.  An interview will be arranged with the client and/or guardian and County Board staff.  If The Sech-Kar Co. is able to provide services and if the client is interested in receiving services from The Sech-Kar Co., then a decision to provide services will be made.
Termination of Services

Services will be terminated for a client in any of the following circumstances:

The Sech-Kar Co. cannot meet the client’s needs.

The client’s general welfare would benefit from having services terminated.

The client no longer wants or needs services from The Sech-Kar Co.

The health or safety of other clients or employees is endangered by the continuation of services to that client.

Services to other clients are severely impaired by continuing services to a particular client.

In the event of termination, The Sech-Kar Co. will strive to maintain continuity of care for clients with subsequent service providers.  

Client Rights

Staff shall provide care for clients consistent with the trainings provided by The Sech-Kar Co. and the rights of clients as set forth in the Ohio Revised Code 5123.62.  See attached Form # 1

Client Dispute Resolution 

If a client does not agree with a practice, procedure, or policy of The Sech-Kar Co., or if a client believes that his/ her rights have been violated, the client or the client’s advocate or guardian may file a complaint with the Administrator.  When possible, the complaint should be filed in writing, clearly stating the reason for the complaint.  The Administrator shall respond within seven calendar days of the complaint being filed (and include, if necessary, a plan of action to be taken to remedy the complaint) and communicate this to the client and, if appropriate, the advocate or guardian.

If the client does not feel the complaint is resolved, the client or the client’s guardian or advocate may contact the appropriate County Board of DD and the Ohio Department of DD.

Internal Quality Assurance Policy and Procedures

The Sech-Kar Co. shall work with the clients, County Board staff, Adult Day Service providers, families and The Sech-Kar Co. employees to address any health or welfare concerns regarding a resident.

The Deputy Administrator or a designee shall conduct regular reviews (preferably two to four times a year) with each client. A copy of the review will be sent to the County Board Service and Support Staff.
The Deputy Administrator or a designee conducts training for Sech-Kar Co. staff following initial hire and then annually. (See sections labeled “Pre-Employment Requirements” and “Personnel Records” in The Sech-Kar Company Personnel Policies for more detail on training requirements.) The Deputy Administrator or a designee reviews each employee’s Training Record to ensure all required trainings are met.  A memo is then sent to each employee detailing needs to be met for continued employment. New employees are given sufficient hours of training directly with the resident and another experienced and trained employee present.

The Deputy Administrator or a designee reviews the UI/MUI tracking records for each individual at least monthly.  The date of each review is recorded on the tracking record. The Deputy Administrator or a designee completes a quarterly, semi-annually, and annual review of all MUIs per County Board staff and the UI/MUI contact person employed by the County Board.  Copies of all MUI reviews are sent to the UI/MUI contact at the County Board.  If a trend/pattern occurs, contact is then made between the Deputy Administrator or a designee and County Board UI/MUI contact, to determine whether a behavior support plan is merited and to ensure that each incident’s resolution continues to guarantee health and safety for each resident if needed.

All ISP documentation records are reviewed monthly by the Deputy Administrator or designee, to transfer data for infrequently occurring assistance program goals, to check for proper documentation of hours/days worked with each resident and to ensure frequencies for each Individual Service Plan and skill development goals are met.  

Monitoring Resident Health and Welfare

In a timely manner, Staff will report to the Administrator or his designee any concerns they have regarding a client.

The Administrator/Deputy Administrator shall be available to meet informally with each client to directly hear any concerns or desires.  

Service Plan meetings/reviews shall be held at least annually.  At such time concerns that the client or advocate may have will be discussed.  

A Registered Nurse shall meet yearly or as health needs arise with each client to monitor his/her general health. 

Annually, as needed, or as stated in the Individual Service Plan, each client shall be examined by an appropriate health care professional.

The Sech-Kar Co. will work with County Board staff and ADS staff to address any health and welfare concerns regarding a client.

Immediate Medical Assistance

When employees are working, they are expected to be knowledgeable enough to know if a client needs immediate medical assistance.  When working with a client, employees are responsible for the client’s health and safety.  Employees should not be afraid to call 911.  Staff should use their best, reasonable judgment in emergency situations. See attached form #2. (Health and Safety Alert #28-06-05)

Seeking Medical Assistance through Home Health Services

When Staff are working with an Individual receiving Home Health Services from a Home Health Agency, the Staff shall contact the Home Health Agency for assistance with all medical situations, OTHER THAN SITUATIONS REQUIRING IMMEDIATE MEDICAL ASSISTANCE.   If Staff is unable to speak with a Registered Nurse from such agency within 30 minutes of contacting the Home Health Agency, Staff shall then follow guidelines outlined in the DODD Medication Administration course for seeking medical assistance.  Staff will then document the events via Unusual Incident reporting.

  Staff will remember to:

         First, ensure the health and safety of the Client; 

        Second, contact the Home Health Agency and/or The Sech-Kar Co. R.N., and 

        Third, complete the required Unusual Incident forms and reporting requirements.

Medical Consultation Guidelines

Staff should assist a client to consult a medical professional when the client requests to be seen by a medical professional or when the injury or illness warrants professional medical attention.  In assessing whether professional medical attention is warranted, staff should follow the guidelines established by the Ohio Department of DD in the Observable Signs and Symptoms of Illness and Injury #: 28-6-05.  See attached Form #2 (Health and Safety Alert #28-06-05).

Incidents Adversely Affecting Health and Safety

Major Unusual Incidents

CATEGORY A INCIDENTS: Accidental or Suspicious Death, Exploitation, Failure to Report Misappropriation, Neglect, Peer to Peer Act, Physical Abuse, Prohibited Sexual Activity, Rights Code, Sexual Abuse, Verbal Abuse 

CATEGORY B INCIDENTS: Attempted Suicide, Medical Emergency, Missing Individual, Death other than and accidental or suspicious, Significant Injury 

CATEGORY C INCIDENTS: Law Enforcement, Unapproved Behavior Supports, Unscheduled Hospitalizations 

CATEGORY SUMMARIES:  All MUIs require an investigation. The following agencies will investigate incidents by category.

Category A: Alleged Crimes (Police, CSB, and IA involvement) 

Category B: Investigative Agent (County Board or COG) 

Category C: Sech-Kar Company Investigative Agent (Format Requirements)  

All Major Unusual Incidents must be reported to the Administrator or his designee as soon as the employee is aware of the incident and has taken all reasonable steps necessary to ensure the individual’s health and welfare. The appropriate law enforcement authorities shall be notified by staff immediately should it appear that a felony has occurred and staff shall document the date, time, and name of the person notified. Information of this nature shall be noted on incident report.  When the incident is considered major in scope, or medical treatment of a client or employee is deemed necessary, the County Board on-call staff shall be notified as soon as possible. Should abuse or neglect of a client by an employee be suspected, that employee shall be removed from direct care until the administration completes an internal investigation.  The employee must submit a written report to the administration no later than 3:00PM that same day or by 10:00 AM the day after the incident occurred (if the MUI occurs late in the day or night). See attached form #3. The report will be reviewed by the administration to establish that reasonable measures taken to ensure the client’s health and safety continue to be implemented, and that the report does not contain confidential information. If the incident involved more than one client, separate written reports for each client will be submitted. The administration will also determine if additional steps are needed to prevent recurrence of the incident. The administration will submit the employee’s written report(s), and the Administrator’s written report(s) concerning actions taken by him/her to resolve the incident to the County Board by 3:00 PM the next working day after the incident.

In the event that the client is not his/her own legal guardian, the administration shall notify the client’s guardian of the incident within twenty-four hours. All efforts to contact the guardian will be documented by the administration, and will be made available to County Board staff, if requested.

The Sech-Kar Company may conduct an internal investigation and submit the written report to the County Board within 14 calendar days of the incident’s occurrence. The Sech-Kar Company will cooperate with, and provide appropriate information for investigations by the County Board, DODD, governing council (SOCOG, MEORC) and any other investigative agent as appropriate. Should the County Board request a review of a personnel file of an employee relevant to the investigation, the following information will be deleted from all forms: Medical and insurance records, Worker’s Compensation records, immigration status forms (I-9), and Social Security Numbers. The Sech-Kar Company will permit a review of, but not copies of, the performance evaluations, professional licenses, disciplinary records, criminal records checks, and correspondence regarding status of employment. The County Board may copy only training records, time sheets and work schedules of employees.

The Sech-Kar Co., after receiving a written report of investigation, twenty days after occurrence of incident, may refute the findings of the investigation and request another investigation by another County Board, or investigative agent.

The administrative staff shall review all MUIs and UIs on a regular basis to 1. Determine that all reasonable steps were taken to ensure health and safety of client, 2. Identify trends and patterns of MUIs, and take corrective action when needed, and 3. Identify series of MUIs that have occurred that warrant further action to provide protection to the client and prevent further MUI’s from occurring. The administrative staff will also review MUIs quarterly for the same purposes as stated previously, and will submit a written report to County Board.

The written reports will also be submitted to the DODD upon request. A yearly review will be conducted to address measures taken to ensure preventative actions are continuing to be implemented. A written report of the reviews, and steps necessary to prevent recurrence, will be included in the client’s ISP.

In rare cases, an employee may be suspended from work during the investigation of an MUI. This usually occurs in instances where there is an accusation of some form of abuse or neglect by the employee. The need for suspension will be determined by the Administrator of The Sech-Kar Company and the suspended staff will receive their regular pay for up to two weeks. Regular pay means payment for the regular hours typically worked but does not include payment for overnight hours. The Sech-Kar Company shall notify the county board of any changes regarding the suspension during an investigation. Once the investigation is complete, the employee shall return to work with or without further restrictions.
The Sech-Kar Company follows the rules and regulations for MUI investigations as set forth in rule 5123:2-17-02 of the Ohio Revised Code.

Unusual Incidents
“Unusual Incident” means an event or occurrence involving an individual that is not consistent with routine operations, policies and procedures, or the individual’s care or service plan, but is not a major unusual incident. Unusual incident includes, but is not limited to: dental injuries, falls, and injury that is not a significant injury, medication errors without a likely risk to health and welfare, overnight relocation of an individual due to a fire, natural disaster, or mechanical failure, and incident involving two individual served that is not a peer-to-peer act major unusual incident, and right code violations or unapproved behavior supports without a likely risk to health and welfare. Other examples that may be UIs include incontinence, self-injurious behavior, client possessions that are unexplained, and complaints about events that happened elsewhere (e.g., "Client X was hitting me on the bus").

Any employee who becomes aware of an Unusual Incident (UI) must report it to the Administrator or his/ her designee by 10:00 AM of the following day. Written reports must be made no later than 24 hours after the incident occurred. The Administrator or his/her designee will review the report to ensure health and safety concerns were addressed.

The Administrator or his/her designee will keep a log for each client served to record Unusual Incidents. The Administrator or his/her designee will review the logs at least monthly to: 1. Ensure the health and safety of the clients; and 2. Identify trends and patterns of UIs in order to implement procedures to provide corrective action. The logs will be made available to the appropriate County Board and/or DODD upon request.

Trends and patterns to be identified are injuries, medication errors, verbal and/or physical aggressions toward peers, health issues, destruction of property, etc. A monthly analysis of UIs will be conducted by the Administrator or his/her designee to assess trends and patterns and to ensure corrective actions have been taken.

New employees will be trained on policies regarding MUIs and UIs and annually thereafter. The Administrators and his/her designees will seek training offered by the County Boards and/or DODD annually, or when changes occur.

Failure to comply with the above policies may result in disciplinary action and may include suspension or termination of employment.

Confidentiality Policy

Personal information staff receives about clients is privileged and confidential and, therefore will not be discussed outside the professional boundaries of The Sech-Kar Co.  All employees will be trained on HIPPA procedures and a breach of said confidentiality is a violation of individual rights and may lead to suspension or dismissal.

Individual Service Plan (a.k.a. ISP, IP, Individual Plan, My Plan)

Staff shall provide, monitor and document services according to the individual's ISP and the appropriate County Board of DD rules.  The Administrator or his/her designee shall attend the service plan meeting as requested by the client or the County Board.

Adult Day Support (ADS)

The Sech-Kar Company will adhere to all applicable rules of the Ohio Department of Disabilities which 

enumerate the requirements for agency providers of Adult Day Support services including, but not 

limited to the following: 5123:2-9-17 and 5123:2-9-19. 

These requirements shall include, but not be limited to:

Staff Training: 

1. Eight hours of required training or OADSP DSPATHS CIP training

2. Mentoring

3. Written Training Plan for Staff

4. Maintaining a Written Training Record for Staff

Each Individual receiving ADS services shall:

1. Be approved for Medicaid Waiver services (Level 1, Individual Options, or other eligible 

Medicaid Waiver programs),

2. Have a current Individual Service Plan.

3. Have a completed Acuity Assessment Instrument with an assigned Staff Intensity Group.

4. Documentation shall be recorded in conformance with accepted Medicaid standards.

Supported Employment-Community

The Sech-Kar Company will adhere to all applicable rules of the Ohio Department of Disabilities 

which enumerate the requirements for agency providers of Supported Employment-Community 

services including, but not limited to the following: 5123:2-9-17 and 5123:2-9-19. 

These requirements shall include, but not be limited to:

Staff Training:

1. Eight hours of required training or OADSP DSPATHS CIP training

2. Mentoring

3. Written Training Plan for Staff

4. Maintaining a Written Training Record for Staff

Each Individual receiving Supported Employment services shall:

1. Be approved for Medicaid Waiver services (Level 1, Individual Options, or other eligible 

Medicaid Waiver programs),

2. Have a current Individual Service Plan.

3. Have a completed Acuity Assessment Instrument with an assigned Staff Intensity Group.

4. Documentation shall be recorded in conformance with accepted Medicaid standards.

Behavior Support

The purpose of behavior support is to promote the growth, development and independence as well as 

Promote individual choice in daily decision-making, emphasizing self-determination and self-management. 

A behavior assessment is completed by the County Board prior to implementation of any written Behavior 

Support Plan to help identify the causes for a behavior and to determine the most appropriate teaching and 

support strategies. Behavior support programs will be used only with the consent of the client or the 

Client’s legal guardian.  Use of behavior support programs will be consistent with the guidelines established 

in ORC 5123:2-3-25 and require individual specific staff training.

Client Restraints

A client shall be restrained only in an emergency situation, on orders from a qualified physician when

restraint is clearly in that client’s best interest, or consistent with a BSP.  Prone restraint is forbidden by the 

State of Ohio and considered physical abuse.

Behavior Intervention

A behavioral intervention shall be done only if called for in that client’s individual plan, if the method of 

intervention has been reviewed beforehand with the client, and the intervention is likely to bring about a 

positive change in the client. Positive behavior support and less aversive teaching and support strategies are 

to be used before more restrictive measures are taken. Behavioral interventions shall respect the client’s 

rights and dignity and be consistent with the client’s individual plan.

Policy for Disposition of Residents’ Assets upon Death

Upon death of a client, the County Board and next of kin will be contacted to assist with disposition of assets.  If the deceased client did not have a will, The Sech-Kar Co. will follow the laws of Ohio regarding the disposition of all assets.  Legal advice will be sought from The Sech-Kar Co. attorney and followed, in keeping with County Board advice and the desires of family.  Possessions will be stored securely until the disposition.  Any remaining items shall be offered free to other clients or otherwise disposed of.  

Designated Staff

If the Administrator is unavailable during a crisis or emergency, the Deputy Administrator shall be his designee for acting on behalf of the Administrator.  If the Deputy Administrator is unavailable, then the Supervisor or House Management shall be the designee for acting on behalf of the Administrator during a crisis or emergency.  If the House Supervisor is also unavailable, each staff person shall use his/her best judgment to ensure that the residents and property are safe.

Clients’ Illegal Behavior
If an employee is working at a client’s home and any resident or guest in that home or on the property is suspected of engaging in illegal activity, the employee is to do the following

1.   Evaluate the safety of the situation and act to protect the safety of the client.

2. Ask the person engaged in the suspected illegal activity to cease the activity and/or to leave the premises.

3. Call law enforcement to report the suspected activity and request police assistance if necessary; or call the Administrator or designee who will call law enforcement.

4. If the suspected activity does not cease and the suspect refused to leave, the employee may leave the premises with the client.  If the client refuses to leave with the employee, the employee may leave until the situation has been resolved.

5. Contact the Administrator or designee as soon as possible during or after the situation.

6. The Administrator or designee shall contact the appropriate County Board of DD as soon as possible and not later than the next business day.

Ethical Practices

Services provided to clients should be provided with the clients’ best interest in mind.  Services should be client centered and client directed.  Services should not be planned for the benefit of the employee.  For example, while employees may purchase a few personal items during a client-shopping trip, the trip should be planned for the benefit of the client.  Client-shopping trips planned for the benefit of the employee violate ethical standards of practice. 

 In addition, employees shall not engage in financial transactions with a client. Employees shall not buy anything significant from or sell anything significant to a client.  Employees are not let a client spend money on them unless it is a token amount such as a soda pop or an inexpensive Christmas present (under $20).  Gifts of any significant value should be refused with an explanation that accepting gifts is against company policy.   

Employees should never use their own money or credit cards to buy something for a client and then expect the client to pay them back.

Should an emergency situation occur and an employee must loan a client money or purchase a client something with their own money, the employee should advise the Administrator as soon as possible of the situation.  The Administrator will make arrangements for the employee to be reimbursed.  Employees could face disciplinary action by having the client repay them directly.

Communication Channels

Employee related concerns, such as failure to meet job expectations or personality conflicts, should never be discussed with or in front of clients or their families. Employee related concerns should be discussed directly with those involved or with his/her immediate supervisor.  Staff meetings are an appropriate time to discuss job related expectations.  Personality conflicts should be discussed directly with the staff involved or, if additional help is needed, with the immediate supervisor. Training events are not the time to discuss a specific staff person’s behavior.

Concerns about a particular client should be discussed only with that client, that client’s staff, and that client’s staff supervisor(s). Concerns about a particular client should never be discussed with other clients or staff not working with that client. Employees have a legal responsibility to protect the confidentiality of client information.  

Foul Weather Transportation Policy

When the County Board of DD does not provide transportation for clients because of snow or foul weather, but the workshop or other place of employment is open for those who can provide their own transportation, the following guidelines apply:

Staff are expected to provide transportation as long as:

It is legal to drive (i.e., the Sheriff has not closed the roads).

It is important that the client be transported (i.e., there actually is work to be done).

The staff feel that the client can be transported with a reasonable degree of safety.

If the staff person cannot transport the client with a reasonable degree of safety, the staff person should contact his/her supervisor to see if any other arrangements can be made for transporting the client.

If the client is not going to work, the staff must encourage and assist the client to call work and report off for weather/transportation reasons.

Service Documentation Sheets

Service Documentation Sheets and Time Sheets must be completed accurately and in a timely manner and must corroborate one another.  That is, in most cases, employees should record the same information on the time sheet that is recorded on the documentation sheet.  

Once documentation sheets are turned into the office, they are to remain in the office.  Correcting errors or omissions must be done at the office.  Correctly completing the documentation and other paperwork is essential and if not completed in a timely manner, the employee’s paycheck may be withheld. 

Client Finance Management and Accounting

Client Accounts should not be used to purchase office or administrative items.  Necessary office supplies and equipment can be provided directly by The Sech-Kar Co. or you can purchase the items with your personal funds and be reimbursed by turning receipts in.

Personal funds shall be available to the client as stipulated in the Individual Service Plan.  Each client shall have a separate banking account.  Client Finance Sheets are an accounting of any cash used by the client when assisted by staff. These records will be kept wherever the client keeps his/her cash or checks and shall include the following: the client’s name, the amount and date and source of all funds received, amount date and reason for all funds disbursed or spent, and signature of the staff person adding or removing funds from the account, a monthly reconciliation by the Administrator or his designee, and signed and dated receipts for all personal funds used by staff for a client.  

When a client withdraws money from a savings account to spend or gets money from a checking account as “cash” to spend, this is recorded both as a receipt (when the money was received from the bank) and as a disbursement (when the money was received or spent by the client).  When cash is removed from the cash on hand account and given to a client to spend, this is recorded as a disbursement or expenditure.  If a client uses personal money to purchase an item over $50.00, a receipt must be kept on file.

Each client that needs assistance with finances has a Client Finance Sheet that is kept in his/her file with his/her cash or checks.  Whenever checks or cash are added or removed from the file, the date, purpose, amount, and staff person is recorded.

Each client is free to spend their personal cash as they see fit.  If necessary, staff assist each resident to spend their personal cash for personal items for that resident.

The Client Finance Sheet is reviewed frequently by the House Manager (in Licensed sites) and monthly by the Administrator or his designee.

Whenever possible, assist the client to get a receipt for any expenditure over $10.00. Keep all receipts in the Receipt Envelope.

Make sure the client initials each time Staff initial the Client Financial Form.  If a client refuses to initial the Client Financial Form or refuses to put a receipt in the Receipt Envelope, mark “Refused” on that date.

If the following is true, then the client does not have to get receipts when he/she spends his/her money:


The ISP does not require the client to get receipts for any amount of personal purchases and the payee does not require receipts for any amount of personal spending.  {Some ISPs specify that the client will get receipts for any purchase over $10.00 (as an example)}.

Anytime a staff person uses a client’s funds to purchase something for the client, then that staff must get a receipt for that purchase and that receipt must be recorded and saved.

Gift Cards

Employees shall treat all gift cards as cash.  If an employee assists someone with his/her finances as stated in the ISP, then they shall record the receipt and spending of the gift card.  Employee’s shall keep a log; including the serial number, date received, amount received, dates and receipts when it was spent, and date of a zero balance.

Client Files

Client files shall include two years of service plans and medical and dental records, a current photograph, legal status, records of unusual incident reports, current medication records including prescribing physician, current service plan documentation, and personal fund records.  

Fire and Weather Safety in Licensed Sites
Fire evacuation plans are to be posted in a conspicuous place if required by ODODD rule or appropriate Fire Department.  Clients and staff shall have annual fire safety and evacuation training.  Fire drills must be conducted six times per year with at least two drills during the day, two in the evening, and two at night.  At least one drill must take place when the residents are usually asleep, although everyone can be warned ahead of time that a drill will be held.  An operating smoke detector and fire extinguisher must be located on each floor.  The house must be evacuated in less than three minutes.

Staff Meetings

For residences where multiple staff work, staff meetings should be held at least quarterly either at the office or at the residence with the clients’ permission.  Preferably, the clients should not be present.  The day and time should generally be agreeable to all staff and 60 minutes should be allotted for each meeting.  The meetings should not be held on company holidays.  

Staff Meals

If staff will not be sharing a meal in the client’s home, then staff will need to bring personal food for staff’s consumption.

If staff will be sharing a meal in the client’s home:

Staff shall bring in a reasonable monetary contribution equal to their portion of food consumed, ($2 for breakfast, $3 for lunch, $4 for dinner) or

Staff shall bring in a reasonable quantity of food that is contributed to the client’s food and all food is shared by client and staff.

When staff and clients are jointly purchasing a prepared food (such as pizza) to be shared, staff are expected to pay a portion equal to the amount that staff consume.

Whenever staff share a client’s food, either when preparing food in the client’s home or purchasing prepared food to be shared, staff must document staff contribution (i.e., food or money) to that shared meal.  
Staff should usually sit at the table while clients dine, whether staff are eating or not.
Smoking/Tobacco Use

Client smoking practices and safety precautions are to be developed individually for each residence in keeping with the Ohio Smoke-Free Workplace Act.  Staff are never to smoke in a client’s residence.  No one shall be permitted to smoke in a garage or enclosed porch which is attached to a client’s residence.  No one is to smoke at any time in a vehicle owned by The Sech-Kar Co.  Staff are never to smoke in their own vehicle if a client is present. Staff are not to use tobacco products that require the user to spit while inside client homes, while transporting clients or while inside The Sech-Kar Company buildings
Use of Client’s Telephone by Staff

In general, client’s phones are not to be used by staff for personal or business related calls.  An exception to this is if the client does not object, then staff may use the client’s phone for brief personal calls or The Sech-Kar Co. related calls as long as there are no charges that are assessed to the client’s phone bill.  The Sech-Kar Co. related calls made with the permission of the client should pertain to coordinating and providing service for the client.

If the client gives permission for staff to use the client’s phone for calls that would be charged on the client’s phone bill, the staff should use either a prepaid phone card or a calling card that allows the charges to be billed to another phone.  

Clients are never to be billed for or to pay for phone charges incurred by staff for calls related to the business of The Sech-Kar Co. or for staff’s personal calls.

Texting/Computing/Cell Phone Use at Work

It is not okay for staff to spend work time on their cell phone talking or texting or working on their laptop.  It is okay to bring a cell phone or computer or a book to work, but only to use the computer or book after 10 p.m. when it is designated “sleep time.”

Staff may have a brief personal phone call or text while working, but staff are paid to provide service to our clients.  Devoting work time to texting, personal phone calls, homework, or computing is not providing service to our clients. Use of client’s internet service is only permissible 
1- It is okay with the client/guradian

2- It does not create any additional expenses for the client

3- It does not interefere with work 

Staff Children and Pets

Staff are not to bring pets to clients’ homes, nor are staff to bring pets with them at any time when they are working unless it is agreed upon by the ISP team.
Staff are not to bring children to clients’ homes, nor are staff to bring children with them at any time when they are working.

Home Cleanliness

The client’s home is to be kept clean and free of debris at all times.  Employees shall not leave a mess for a co-worker to clean up when he/she comes in to work.  Employees will make sure the house or apartment is in good shape when leaving.  (Don’t leave dirty dishes, dirty floors, dirty bathtubs, dirty laundry, etc.)

Firearms

Firearms are not permitted to be brought to work, in The Sech-Kar Co. owned vehicles, or at any time when with a client, unless approved by the Administrator.

Hazardous Material Storage in Licensed Sites
Hazardous materials are not to be stored in the home. These materials are to be stored in a shed or other building, which is not used as a dwelling.

Required Supplies in Licensed Sites
Bathrooms shall at all times have an adequate supply of toilet tissue, soap, and towels.

Fresh food sufficient for at least two days and staple foods sufficient for at least one week shall be available.

Medical Documentation

Medical Records

All medical reports, medical orders and medication change orders should be brought to The Sech-Kar Co. office so that a copy can be made for the office and also faxed to the County Board of DD.   

Disposal of Discontinued Medication
Once medication has been discontinued for 30 days it will be disposed of by the house manager, or other designated staff, with one other staff person present. Medication will be counted and crushed into a powder then mixed with either coffee grounds or cat litter and placed into the trash. All discarded medication will be recorded in the notes section of the MAR. Last count, name of medication, dose, date discarded and the signature of the persons discarding the medication shall be documented (i.e. “25 capsuls of Zoloft 40mg was disposed of 12/12/13 per policy Joe Friend, Jane Buddy). If all medication cannot be accounted for when the count is done, do not dispose of medication and follow MUI/UI reporting procedure and notify the Sech-Kar nurse. In the event of a death of a client all medication will be retained in the home until further instruction is provided by the county board.
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