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	Date(s) of Review
	

	Purpose
	Determine compliance with WV health, safety, and well being requirements for children place in out of home settings

	Reviewer(s)


	     

	Facility Name
	

	Address


	

	Type of Facility
	⁭

⁭

⁭

⁭

⁭

⁭

⁭

⁭
	Group Residential Treatment Facility
Residential Crisis Support Facility

Maternity and Parenting Facility

Outdoor Therapeutic Educational Program

Intermediate Care Facility for the Mentally Retarded/ Developmentally Disabled

Psychiatric Residential Treatment Facility

Therapeutic Residential School
Other-Specify:

	Total Capacity           _____________
Census                       _____________

	Age Range(s):____________

_________Males _________Females



	Number of WV Residents in Placement


	

	Accepts Medicaid Payments
	ٱ  Yes⁭                  ⁭  No   

	Educational Services
	⁭
⁭

⁭

⁭

⁭

⁭

⁭

⁭
	School integrated with residential program

Provided by the State Board of Education

Provided by the County

Alternative School

Special Education Services

Exempt from mandatory public school attendance

       Private (A)

       Non-traditional (K)


	Administrative Organization-Part 1

	Administration

	Provide the following:

	
	Names, addresses (business and residence) and telephone numbers of all corporate officers or partners, as applicable
	4.1.d

	
	Names of all members of the board of Directors (no fewer than 6)
	7.2, 7.9.a.7.  

	
	Names and positions of all paid staff who are board members or related to board members
	7.8.a

	
	A current organizational chart which shows lines of administrative authority
	7.9.a.5.  

	
	Governing structure and copies of the articles of incorporation and bylaws
	7.9.a.1.  7.9.a.4.  

	
	Current fire inspection report
	4.2.f., 12.1.g., 12.1.h.,

	
	Current food service and environmental inspection
	4.2.f, 12.1.i .

	Demonstrate financial stability including annual audit                                     4.2.h,  7.9.a.3, 9.4.b

	
	Operational procedures if assuming fiduciary responsibility for client funds 
	9.4.c.  

	Copies of accreditation reports                                                                         4.5.d

	Documentation of insurance/liability coverage including bonding                 7.9.a.9,  8.1

	Documentation of purchase of service agreements                                         7.9.a.8,  8.7.a

	List of clinical and social service professionals used by the facility               7.9.a.10

	An administrative file of all incident reports and any ensuing investigations. 16.2.f.  

	A policy regarding identification and reporting of instances of alleged abuse and/or neglect of residents in care that are in compliance with state law                                 16.1.a.

	Board of Directors

	Application signed by Board of Directors                                                        4.2.e

	Orientation for board members                                                                         7.5

	Complaint/Grievance Procedures/Rights

	Procedures to inform residents/authorized representatives of rights                5.1.a

	Procedures for residents/authorized representatives to file complaints             5.8

	
	Describe complaint process and review
	5.8.a

	Procedures for research                                                                                      5.7

	Procedures for searches with respect for privacy rights                                    5.5.d

	Procedures which assure confidentiality and security of information               5,.5, 8.6                          

	Description of basic rights                                                                                 5.54.a

	Continuous Quality Improvement

	Process for assessing overall agency performance related to safety, case review, and quality of services                                                                                                                6.1

	Quarterly review of the use of service modalities or other practices that involve risk or limit freedom of choice ( SEQ CHAPTER \h \r 1Restrictive behavior management interventions such as: restraints; aversive procedures, critical incidents, reports/allegations of neglect and/or abuse, restrictions of privacy, internal investigations, and grievances)                                                                            6.2.a                                                                   


	
Human Resources-Part 2

	Staff Qualifications

	Resumes or job applications for all child care workers, social work staff, mental health treatment workers, administrators and consultants.                                                                     10.5.a.2

	Three references                                                                                                           10.2.f

	CIB, APS/CPS background checks                                                                             10.2.h

	Job Descriptions

	Provide JOB DESCRIPTIONS for each classification to be used by the program    10.2.k

	
	Minimum qualifications/ responsibilities
	10.2.n                                                            

	
	Lines of supervision
	10.2.l

	In-service Training for Staff

	Describe the plan for providing initial and annual training for staff and consultants 8.7.d.6, 10.3.g.,                            

                                                                                                                                      10.5.b.1, 10.5.a.8

	
	Initial training curricula (10 days)
Basic therapeutic/behavior management techniques
	11.1.a
11.1.c.6

	
	Annual training curricula (30 days)
	11.2.

	
	Basic medical needs and problems of the population served;
	11.2.a.1.  

	
	Basic first aid and medication reactions (including desired and undesired effects), updated at least every three years; 
	11.2.a.2.  

	
	 (CPR) updated every two years;
	11.2.a.3.  

	
	Supervision of self‑administration of medication as applicable including typical medications prescribed, appropriate dosages and schedules and common side effects, updated annually;
	11.2.a.4.  

	
	Basic de‑escalation techniques and passive restraints , updated annually;
	11.2.a.5.  

	
	Universal disease precautions and providing services to children with contagious and infectious diseases, updated annually;
	11.2.a.6.

	
	Recognizing the symptoms of common medical problems such as asthma and diabetes;
	11.2.a.7.  

	
	Duty to warn others of impending harm by a resident;
	11.2.a.8.

	
	Suicidal threats/behaviors;
	11.2.a.9.  

	
	Aggressive or out of control behavior; 
	11.2.a.10.  

	
	Notifying in the case of emergencies;
	11.2.a.11.  

	
	Management of children attempting to escape supervision;
	11.2.a.12.  

	
	Food handlers certification as necessary and appropriate
	11.2.a.13.  

	
	Heimlich(s maneuver
	11.2.a.14.  

	
	Twelve hours annually
	

	
	How special training needs are identified and met
	11.2.e.

	
	Mandatory reporting requirements
	10.2.j, 11.1.b.7.  

	
	Procedures for maintaining a safe, hygienic, and sanitary environment
	11.2.d.

	Staffing ratios                                                                                                              17.2.c.1., 17.2.c.2., 
                                                                                                                                     17.2.c.3., 14.16.j.3  

	Contractual Relationships

	Written purchase of service agreements or written contracts with both general contractors or vendors and professional contractors of clinical services.                                                       8.7.a. 


	
	A complete personnel file on each contracted clinical employee/consultant who provides direct services on site                                 8.7.d. 
 

	
	Evidence of clinical training;

Evidence of licensure/ certification; 

Evidence of malpractice/liability insurance 

Evidence of a license to operate a business 

References as required for full‑time employees;

Evidence of a criminal background check;

Initial health screening for Tuberculosis, 

Evidence of agency training required of full‑time staff (e.g., physical restraint, CPR, first aid, etc.) or documentation of a lack of need for such training.

Annual performance evaluation/ review 
	8.7.d.1.  

8.7.d.2. 

8.7.d.3. 

8.7.d.4.   

8.7.d.5 

8.7.d.6.  

8.7.d.7.  

8.7.d.8.  

8.7.d.9.  

	
	A personnel file on each contracted clinical employee/consultant who serves children in his/her own location:                            8.7.e.
                                                                                                                                                                                     

	
	Evidence of clinical training;

Evidence of licensure/ certification; 

Evidence of malpractice/liability insurance 

Evidence of a license to operate a business or

Evidence that the practitioner is the employee of a licensed behavioral health center 
	8.7.e.1.  

8.7.e.2.   

8.7.e.3.     

8.7.e.4.  

8.7.e.5. 

	
	Ensure that contractual vendors comply with  professional practices and confidentiality
	8.7.f.  

	Volunteers and Students and Student Interns

	Describe how volunteers/students are utilized, screened, and trained                      10.3.f., 10.3.g.,                                            

                                                                                                                                  10.4.e., 10.5.a.

	
	All Records for Staff/Volunteers/Students/ Student Interns contain:

	
	Identifying information/ emergency contacts
	10.5.a.1.  

	
	Application for employment, volunteer or student service or resume 
	10.5.a.2.

	
	Job description 
	10.5.a.3.  

	
	Reference verification
	10.5.a.4.  

	
	Documentation of education and/or licensure/ certification
	10.5.a.5.  

	
	Documentation of relevant training as appropriate;
	10.5.a.6

	
	Documentation of employee orientation including training in confidentiality;
	10.5.a.7.

	
	Documentation of criminal and protective services background checks
	10.5.a.8.  

	
	Performance evaluations
	10.5.a.9.  

	
	Medical:

Initial and annual Tb screening

Physician(s statement of lack of a communicable disease

Results of random drug screens if required
	10.5.b.


10.5.b.1

10.5.b.2

10.5.b.3


	Program Description-Part 3

	Purpose/Methods/Goals

	Service description  which includes goals, outcomes services, and population served 14.1

	Special Services/Programs Offered

	 SEQ CHAPTER \h \r 1If the organization specializes in substance abuse treatment, personnel training comprehensively addresses the latest information, theories and techniques
	 SEQ CHAPTER \h \r 114.16.i.  

	Basic or adaptive living skills
	14.16.c

	Sexual offender/special population programs
	 SEQ CHAPTER \h \r 114.16.k

	Admission/Assessment/Discharge 

	Admission/Intake

	Describe admission/intake procedures, population, and eligibility criteria               5.2.a           

	
	By whom is the program licensed
	4.1a

	
	Non-discriminating
	5.2.b

	
	Criteria for initial screening
	5.2.c.2

	
	Minimize barriers for timely initiation of services
	                                     5.2.c.1

	
	Staff position responsible for intake
	 SEQ CHAPTER \h \r 110.1.b.1.  

	
	Procedures for accepting emergency placements
	                                     5.2.c.3

	Needs and Services Plans/Assessment and Review

	Procedures for developing a comprehensive assessment  by an appropriate professional staff which shall guide the treatment efforts                                                                                  13.2.b; 13.2.e.

	Procedures for obtaining approval for plans of care designed by the organization. Approval includes permissions for treatment including permission to administer specific medications.   13.1.a.


	
	Physician and/or psychologist involvement in the approval and implementation of the treatment plan
	APS

	 SEQ CHAPTER \h \r 1 A policy establishing time lines for completion of a full assessment which shall take into account urgency of resident need, expected duration of treatment, and time lines for plan of care.  Time lines facilitate provision of an appropriate range of services at the earliest opportunity depending on the unique needs of the individual and the expected duration of services.  Exceptions to those time lines fully documented and justified in the clinical record.                                                      13.2.f

	Maintain /strengthen the relationship with family if clinically and legally appropriate 13.4.b.2.  

	Identify the services to be provided to meet the identified needs                                   13.4.b.4.  

	A policy that addresses the need to incorporate families into the assessment and service-planning process unless clinically or legally contra-indicated.                                                      13.2.h.  

	Proposed discharge plan                                                                                              13.4.b.3., 13.4.b.10   

	A description of therapeutic  interventions intended to achieve the outcomes to include behavior support plans and/or therapy plans                                                                                    13.4.b.5.B.

	Communication with WV DHHR process- monthly reports                                            APS

	Exploration of resources within youth’s community                                                         APS

	Documentation standards                                                                                                   APS

	Procedures for review at least quarterly                                                                              13.5.a

	Policy regarding participation in developing/updating /modifying/reviewing plan            13.5.c.

	Problem Management

	Describe the programs discipline policy
	

	
	Type(s) of discipline used
	14.4.a.

	
	Types of discipline not permitted (corporal or degrading punishment/ violation of personal rights)
	11.2.c.

	
	 Positive approaches 
	14.3.a.1.

	Away from Supervision Plan

	Describe the plan for documenting/responding to a resident elopement away from supervision 16.2.e

	
	Time frames for determining a resident is absent without permission
	

	
	Continuum of interventions
	

	
	Actions to locate the resident
	

	
	Staff training plan
	

	
	Plan to involve law enforcement
	

	
	Plan  to notify authorized representatives
	

	Emergency Intervention Plan

	Copy of Emergency Intervention Plan                                                                     14.4.a.1., 15.2.f.2.

	
	Restrictive behavior management techniques are used only in emergency situations to protect individuals from harming themselves or others and not as part of an on-going plan of care.
	15.2.a.

	
	 SEQ CHAPTER \h \r 1Documentation  that the parent/legal guardian received notification in writing at the time of admission that such interventions are used by the organization;
	15.2.f.

	
	A description of the interventions to be provided in order to achieve the stated objectives
	13..4.b.5.  

	
	Uses positive approaches to teach and to modify behaviors that may be socially or personally maladaptive;
	14.3.a


	
	Application of restrictive behavior management interventions only by competency-based trained persons
	15.2.g.3., 15.3.b

	Discharge/Removal

	Procedures for planned discharge (including timelines)                                           14.9.b.

	
	Discharge goals are developed with the creation of the plan of care.
	14.9.a.

	
	The organization and interdisciplinary team, guardian, placement agency, multidisciplinary team, and the person or family jointly plan for discharge.
	14.9.c. 



	
	Discharge plans make provisions for clothing needs at time of discharge
	14.18.e

	Procedures for emergency discharge (including timelines)                                        14.9.d.

	 Upon termination of service or within 30 days of termination or discharge, a closing summary is entered into the case record                                                                                      14.9.e.


	
Physical Environment and Safety-Part 4

	Facility Sketch

	Provide a sketch of the buildings and grounds

	
	Number of residents per bedroom
	12.9.e.


	
	Own bed with sufficient linens and covers
	12.9.g

	
	Meets current Americans with Disabilities Act (ADA) standards or has a plan to serve population
	4.4.b, 12.1.f

	Environmental Quality

	
	Operate in an environment that is safe, accessible, and appropriate for the needs of the residents and is maintained in good repair and free from danger to health and safety.
	 12.1.b., 12.1.c.


	
	Provide adequate housekeeping, laundry, maintenance, storage and other administrative support 
	12.1.d.

	
	Secure storage areas for items such as food, utensils, work materials, cleaning supplies, clothing, linens, medicines and toxic materials.  
	12.1.m.

	
	Bathroom and bedroom facilities allow individual privacy
	12.9.m.

	Transportation

	Procedures for transporting to/from school, activities (religious services), medical/dental apts. When applicable.                                                                                                                     SEQ CHAPTER \h \r 112.4.a.


	Vehicles have First aid kits                                                                                        12.4.a.4

	Vehicle registration and insurance maintained                                                           7.9.a.9

	Only appropriately licensed persons transport residents                                            12.4.a.10

	Nutrition/Sample Menu

	Most recent food service inspection                                                                           4.2.f

	Provide a SAMPLE MENU

	
	Meet or exceed national nutritional standards;
	12.2.b.1.  

	
	Be planned with the documented assistance of a dietitian;
	12.b.2.  

	Provisions available for special dietary needs.                                                           12.2.b.3.  

	Emergency Planning and Preparedness

	
	Evacuation Plan
	 SEQ CHAPTER \h \r 112.6.a.2.  

	
	Fire drills
	11.1.b.10, 12.6.b

	
	Fire inspection report
	4.2.f

	
	Psychiatric emergencies
	11.1.c.5

	
	Post by each telephone in direct care/residential service locations, emergency telephone numbers for the fire department, poison control hotline, local police, child abuse hot line and on‑call staff.
	12.1.e.


	
	Fire extinguishers reviewed by a qualified professional annually.
	12.5.b.

	
	Procedures in place for responding to accidents, serious illness, fire, medical emergencies, floods, natural disasters and other life threatening situations
	12.6.a.


	
	Procedure for minimizing the risk of exposure to airborne and blood‑borne pathogens which comply with related standards of the Centers for Disease Control and the Occupational Safety and Health Administration.
	12.7.a.



	Quality of Life-Part 5

	Medical Dental Care

	Procedures used to provide medical and dental care                                                    SEQ CHAPTER \h \r 114.17.c.

	Procedures used to handle emergencies (medical/dental/psych)                                 12.6.a., 14.17.a.,             

                                                                                                                                      SEQ CHAPTER \h \r 116.3.a

	Timely medical and dental assessments and care                                                       14.17.b.; 14.17.c

	Appropriate instruction regarding pregnancy prevention, AIDS/HIV and STD prevention, nutrition, and prevention and treatment of disease                                                                        14.17.d

	Medications

	Prescribed and monitored by a medical professional operating within the scope of their practice.                

                                                                                                                                       14.5.a

	Psychotropic medications require documented specific informed consent and documentation                        

                                                                                                                                     14.5.d.1.a; 14.5.e.1

	Consulting registered nurse or practical nurse with monitoring and oversight responsibilities 14.5.h

	Procedures used to assist with self-administered medications                                       14.5.i

	Staff positions responsible for dispensing and destroying medications                          SEQ CHAPTER \h \r 114.5.f.1.

	Handling Children’s Funds, Allowances, Salaries

	Process for handling resident’s personal funds                                                          9.4.c.  

	
	Separate individual accounting of funds with monthly statements to the resident and his/her guardian.  Funds managed on behalf of clients are not commingled with organizational funds;
	9.4.c.1.  

	
	A bond sufficient to cover all resident accounts, unless the aggregate value of the resident accounts is less than $500
	9.4.c.2

	Religion and Culture

	Opportunity to participate in religious activities in accordance with their own faith 14.21.a

	Visitation Rules and Policy

	Policy and rules regarding visitation

	
	Visitation at the facility by family, friends, others
	5.4.a.8,, 5.4.a.9., 13.2.e.7

	
	Home visits with family and/or other relatives
	14.15.b.

	
	Overnight visits
	14.15.f.

	
	Other types of visits that are or are not permitted
	6.2.a.5

	House Rules

	Specify other house rules as applicable (Program description)                                14.1.

	
	Curfew hours (school nights/ weekends/holidays)
	

	
	Smoking
	

	
	Dating other residents
	

	
	Completing homework
	

	
	Cleaning bedrooms and other areas
	

	
	Use of entertainment equipment
	

	
	Dress code
	

	
	Laundry
	

	
	General prohibited behaviors
	

	
	Other (specify)
	

	Chores

	Chores required as part of the regular routine                                                                        17.3.a

	Planned Activities/Use of Community Resources

	Plan for social and recreational activities

	
	Plan for indoor and outdoor activities
	17.3.f.2

	
	Plan for individual and group activities
	17.3.f.3

	Sample of Daily Activity Schedule including weekends and holidays                     14.14.


	Educational Services-Part 6

	Plan for educational activities and services

	
	Description of educational services to be provided prior to the development of an extended plan of care,
	13.3.a..4.  

	
	An educational program for each school-age child in care.
	14.10.a.

	
	Enrolled in an educational/vocational program and provided with an educational/vocational plan, that is integrated into his/her plan of care and ensuring that the educational credits are accepted by the resident’s home school/county.
	14.10.b.

	
	Special education
	14.11.d.

	
	Use of public/private school-collaboration with school
	14.10.d.

	
	On grounds school- When possible the school is accredited by a state or regional accrediting body.  Educational staff is certified to teach in the state 
	14.11.a.

	
	Therapeutic support plans are continued in the on-ground educational setting. The educational program and the residential program communicate on a regular basis to ensure that this occurs and exchange data and information regularly.  The organization has a policy and an interagency or interoffice agreement specifying how the agencies or offices will interact and the frequency of that interaction.
	14.11.h.   
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