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FOREWORD

This manual was prepared in Spring 2002 by Fulmer and Associates, and last updated on April 12, 2006 by Doni Van Ryswyk.  It is current only as of this date.  It is based on a policies and procedures manual developed by Betty Ford of the Concho Valley Area Agency on Aging.  It combines relevant sections of the Older Americans Act, Texas Administrative Code (TAC), Program Instructions (PIs), Technical Assistance Memoranda (TAMs), and the contract between the Department of Aging and Disability Services (DADS) and the AAAs.  

This manual is distributed in electronic format to allow area agencies on aging to customize it to their region, and to add content as needed or desired.  Sections that require customization appear with a blue background.  Sections that require development of customized regional policies appear with a green background.

The AAA Policies and Procedures Manual is intended to provide a foundation by which AAAs may develop local policies to satisfy with the Department’s requirements.  It is neither inclusive nor sufficient to demonstrate compliance with DADS’ regulations.  As such, it provides no guarantees that AAA users will be without findings.  

The AAA Policies and Procedures manual is a tool of the area agencies on aging.  Although it has been reviewed by Department staff, it is not a tool of the Department and has not been authorized by the Department. 

For AAAs’ convenience, DADS has placed relevant technical assistance memoranda, State and Federal program instructions, and procedures on its website.  Please go to:  http://www.dads.state.tx.us/business/aging/AAA/index.html to access this information.

Those who have comments about content of this manual should contact Van Ryswyk at (817) 695-9193, or dvanryswyk@nctcog.org.  Those who have questions about policy interpretations should contact:  t3ahelp@dads.state.tx.us.
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CHAPTER I:
 AREA AGENCY ON AGING OPERATIONS
A.
Purpose and Mission
1) Purpose:
The   Area Agency on Aging   (“AAA”) is an agency mandated under the Older Americans Act of 1965, as amended, Section 305.  The AAA has the sole responsibility for providing services in the << Name your service region>> authorized by the Older Americans Act of 1965, as amended, to qualified older Texans and their family caregivers.  The Texas Department of Aging and Disability Services (“the Department”) has designated the <<Name your sponsoring organization>> as the Area Agency on Aging for State Planning Region <<Insert Number>>, and serves  <<Name the counties in your service region>> counties.  In addition, the AAA establishes policies, develops procedures, provides technical assistance and conducts monitoring of programs as may be necessary to ensure compliance with state and federal law and with all terms and conditions of the contract it enters into with the Department.

Reference:  TAC §81.9 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=81&rl=9)

2) Mission:
The AAA is the leader relative to all aging issues on behalf of all persons in the planning and service area.  This means that the AAA carries out a wide range of functions related to advocacy, planning, coordination, inter-agency linkages, information sharing, brokering, monitoring and evaluation, designed to lead to the development or enhancement of a comprehensive and coordinated community-based systems in, or serving, each community in the planning and service area.  These systems shall be designed to assist older individuals in living independent, meaningful and dignified lives in their own homes and communities as long as possible.
3) Responsibilities:  The AAA’s coordinated community-based system shall:
a) Have a visible focal point of contact where anyone can to or call for help, information or referral on any aging issue;
b) Provide a range of options;
c) Assure that these options are readily accessible to all older persons, including those who are independent, semi-dependent, and totally dependent, no matter what their income;
d) Include a commitment of public, private, voluntary and personal resources committed to supporting the system;
e) Offer special or targeted resources for vulnerable older individuals who are in danger of losing their independence;
f) Provide effective referral from agency to agency to assure that information or assistance is received, no matter how or where contact is made in the community;
g) Evidence sufficient flexibility to respond with appropriate individualized assistance, especially for older individuals who are vulnerable;
h) Have a unique character that is tailored to the specific nature of the community; and
i) Be directed by leaders in the community who have the respect, capacity and authority necessary to convene all interested persons, assess needs, design solutions, track overall success, stimulate change and plan community responses for the present and the future;
B.
Principal Law and Support Documents
1) Purpose.
This section sets forth the AAA’s policies and procedures regarding principal law and other source documents with which it complies.

2) Policy.
The AAA adopts by reference the following principal law and other source documents which govern the award and implementation of Older Americans Act grants.  Grant law, particularly federal grant law, is diverse, complex, and continually evolving.  In instances where they appear to be contradictory, conflicting or divergent in their requirements, the Department is the final authority in interpreting these documents. 

a) Older Americans Act of 1965 and Native Americans Programs Act of 1974, (Public Law 89-73) and any amendments thereto as may be promulgated in law by the Congress of the United States (http://www.access.gpo.gov/uscode/title42/chapter35_.html)

b) Department of Health and Human Services, Office of Human Development Services, 45 Consolidated Federal Regulation (CFR), Parts 1321, 1326 and 1328, Grants for State and Community Programs on Aging; and Grants to Indian Tribes and Organizations Serving Older Native Hawaiians for Supportive and Nutrition Services, and any amendments or revisions as issued thereto by the Department of Health and Human Services, Administration on Aging.

c) 45 CFR, Part 92, Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments, and any amendments or revisions as issued thereto by the Department of Health and Human Services, Administration on Aging (http://grants.nih.gov/grants/policy/nihgps/master_list.htm#costprin)

d) Part III, Department of Labor, Employment and Training Administration 20 CFR, Part 626, 627, 628, 631, and 637, Job Training Partnership, and any amendments or revisions as issued thereto by the Department of Labor (http://www.dol.gov/dol/allcfr/ETA/Title_20/Chapter_V.htm)

e) Office of Management and Budget (OMB) Circular A-87, Cost Principles for State and Local Governments, and any amendments or revisions as issued thereto by the Office of Management and Budget (OMB) (http://www.whitehouse.gov/omb/circulars/a087/a087-all.html)

f) OMB Circular A-102, Grants and Cooperative Agreements with State and Local Governments, and any amendments or revisions issued thereto by the OMB (http://www.whitehouse.gov/omb/circulars/a102/a102.html)

g) OMB Circular A-110, Grants and Agreements with Institutes of Higher Education and Other Non-Profit Organizations and any amendments or revisions thereto as issued by OMB (http://www.whitehouse.gov/omb/circulars/a110/a110.html)

h) OMB Circular A-122, Cost Principles for Non-Profit Organizations, and any amendments or revisions thereto as issued by OMB (http://www.whitehouse.gov/omb/circulars/a122/a122_2004.html)

i) OMB Circular A-133, Audits of Institutions of Higher Education and Other Non-Profit Institutions and any amendments or revisions thereto as issued by OMB (http://www.whitehouse.gov/omb/circulars/a133/a133.html)

j) The Civil Rights Act of 1991, Title I, and any amendments or revisions thereto as issued by the Congress of the United States (http://www.eeoc.gov/policy/cra91.html)

k) Americans with Disabilities Act of 1990, as amended (PL 101-336), 42 USC, Section 12101 et seq., and any amendments or revisions thereto as issued by the Congress of the United States (http://www.eeoc.gov/policy/ada.html)

l) Document titled the “Texas Department on Aging State Plan,” as amended.

m) Document titled the “Texas Department of Aging and Disability Services (nee Texas Department on Aging) Strategic Plan,” as amended (http://www.hhsc.state.tx.us/strategicplans/hhs05-09/HHS_StPlan_EX.html#dads)

Reference:  TAC §100.1 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=100&rl=1)
n) Document titled the AAA Area Plan, as amended.

i) The AAA’s area plan specifies who the AAA is, what services it provides, why it provides these services, and what methodology it uses to provide services;

ii) The AAA links its area plan to its budget;

iii) Although the AAA develops its area plan for a two-, three-, or four-year cycle, it amends the document whenever it wishes to change its service mix, and/or methodology.  In doing so, it follows the following procedures:

(1) The AAA completes an area plan strategy amendment whenever budgeting or providing new services not previously identified in the area plan or deleting services from its budget and/or area plan;

(a) If the AAA wishes to add a service that is not in the area plan or current approved budget, it submits an area plan strategy amendment before obtaining approval of its pending budget amendment;

(b) If the AAA has already identified the new service in its area plan, it does not need to submit an area plan strategy amendment;

(c) If the AAA wishes to delete a service and is confident that the service will not be budgeted at a later date within the planning period, it may submit an area plan strategy amendment;

(i) The AAA may submit its area plan strategy amendment via email, and include in the subject line the AAA number and the words “Area Plan Strategy Amendment.”

(2) If the AAA adds or deletes a service that causes or is part of a scope change, or wishes to make categorical transfers that are greater than the limits imposed by the Older Americans Act, it submits a formal document to the Department, in compliance with the following procedures:

(a) The AAA requests a scope change that:

(i) Is in letter or memo format;

(ii) Identifies the section of the area plan the change effects and the specific change in scope (e.g., additions, deletions, changes in intent, identified needs, advocacy, service activities); 

(iii) Is signed by the AAA director; and

(iv) Is addressed to Gary Jessee, Manager, AI-Area Agencies on Aging, at 701 W. 51st Street, W352, Austin, TX  78751.

Reference:  Procedures for Area Plan Amendments (http://www.dads.state.tx.us/business/aging/AAA/Procedures/index.html)

o) Legislative Appropriations Act, currently enacted by the Texas Legislature. 

p) State Office of Administrative Hearings, 7 TAC Chapter 155, Rules of Procedure (http://info.sos.state.tx.us/pls/pub/readtac$ext.ViewTAC?tac_view=4&ti=1&pt=7&ch=155&rl=Y)

Reference:  TAC §100.1 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=100&rl=1)

C.
Aging Advisory Committee 

1) Purpose.
This section establishes the AAA’s policies and procedures relating to  its advisory committee.

2) Policy.  The AAA maintains an advisory committee.  The advisory committee’s purposes include advising the AAA on all matters relating to development of the area plan, the administration of the plan, and operations conducted under the plan.

Reference:  Older Americans Act (OAA) Sec. 306(a)(6)(F)
3) Procedures. The AAA employs specific procedures that include, but are not limited to, the following:

a) Ensuring that such committee consist of older individuals (including minority individuals) who are participating or are eligible to participate in programs assisted by the OAA, representatives of older individuals, local elected officials, provider of veterans health care (if appropriate) and the general public.

Reference:  OAA Sec. 306(a)(6)(F)

b) Developing by-laws through which the aging advisory committee achieves its purposes.  Such by-laws may have—but are not required to have—content similar to those attached.  (See sample bylaws in Appendix B)

c) Orienting committee members to their roles and responsibilities.  

d) Requiring advisory council members to review the AAA’s needs assessment, determine the priority of needs to be met, and recommend approval of the annual budget and the annual application for federal funds to the AAA sponsor agency’s board. 

e) Requiring the AAA sponsor agency’s board to take action on the advisory council’s recommendations and have final authority for activities of the area plan.

Reference:  

Texas Department of Aging and Disability Services Contract for Older Americans Act Program

CHAPTER II:
ADMINISTRATIVE RESPONSIBILITIES

A.
Organizational Structure
1) Purpose.  This section sets forth the AAA’s policies and procedures regarding its structure.

2) Policy.  The AAA maintains an organizational structure that effectively administers Older Americans Act Programs.

3) Procedures.  The AAA sponsor agency employs specific procedures that include, but are not limited 
to, the following:

a) Maintaining a board, with functions described in by-laws.

b) Ensuring that the board holds regular meetings and keeps adequate records that indicate active participation by all or most members in the full range of functions and a fair and equitable decision making process.

c) Establishing a process for board and advisory council appointments that provides for turnover among members, yet maintains sufficient continuity to ensure familiarity with issues and effective participation. For example, the AAA may allow members to serve no more than two consecutive three-year terms, and stagger their terms.
d) Providing for regular changes in board and advisory council member leadership.  For example, officers may be limited to no more than two consecutive one-year terms in the same office.
Reference:  Texas Department of Aging and Disability Services Contract for Older Americans Act Programs

e) Reflecting the organizational structure of the AAA  through job descriptions, staffing plans, and organizational charts that demonstrate the AAA’s ability to effectively administer OAA programs and other programs funded by the Department.

Reference:  TAC §100.1 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=100&rl=1)
f) Providing in-service training to all personnel relative to the performance of the Texas Department of Aging and Disability Services Contract for Older Americans Act Programs and securing appropriate training and certification for all personnel- delegated duties that require such specialized training and/or certification.

g) Having procedures in place to ensure communication internally between the Executive Director, Agency on Aging Director or Manager, other key staff, and the governing Board and externally with local, regional and state leaders and public officials.  Such procedures may involve the use of staff meetings, list serves, and newsletters to ensure internal and external communication.
Reference:  Texas Department of Aging and Disability Services Contract for Older Americans Act Programs


B.
Titles

1) Purpose. 
This section sets forth the AAA’s policies and procedures concerning the title of the AAA Director or Manager.

2) Policy.
The individual selected to perform the duties of the full time director is identified on the staffing pattern and in job descrip​tions as Director, Area Agency on Aging or as Manager, Area Agency on Aging.

3) Procedures.  The AAA employs specific procedures which may include, but are not limited to, the following:



a) Establishing uniform identification of the agency director or manager on all correspondence, business cards, at speaking engagements, and to referral sources.

Reference:  TAC §83.1 (b)(2) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)

C.
Staff Resources

1) Purpose. 
This section sets forth the AAA’s policies and procedures for budgeting of staff resources.

2) Policy.
   The AAA budgets all positions based on the projected percentage of time spent performing the duties of an identified service(s), and maintains documentation to support the actual time spent performing the duties of an identified service(s).

3) Procedures.  The AAA employs specific procedures that include, but are not limited to, the following:



a) Recording all staff members’ actual time expended in direct service delivery on a time sheet.

b) Assuring that staff members who provide direct services on a regular and/or routine basis are budgeted for such services.  
Reference:  TAC §81.1(b)(3) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)

D.
Conflicts of Interest.  

1) Purpose. 
This section establishes the AAA’s policies and procedures concerning  conflicts of interest.

2) Policy.
 The AAA, its employees, volunteers, aging advisory committee members and governing boards seek to avoid conflicts of interest, in fact and perception, and provide proper notification when potential conflicts of interest do occur.

3) Procedures.  The AAA employs specific procedures that include, but are not limited to, the following:



a) Ensuring that no current employee, volunteer, aging advisory committee member, or governing board member holds a substantial financial interest in the profits of any entity from which services or goods are contracted or purchased by the AAA or any long-term care facility.

b) Ensuring that no current employee, aging advisory committee member, or governing board member who exercises any functions or responsibilities in the review of award of any contract or the procurement of services or goods on behalf of the AAA participates in any decision for contract or procurement of services or goods in which he/she has a direct or indirect substantial personal financial interest.

c) Ensuring that no representative of the office of the state long-term care ombudsman, paid or volunteer, directly or indirectly shall have:

i) Direct involvement in the licensing or certification of a long term care facility or of a provider of long-term care service;

ii) Have a family member residing in a long-term care facility that he/she is assigned or provides advocacy;

iii) Has ownership or direct investment interest in a long-term care service;

iv) Is employed by or participates in the management of a long-term care facility, or receives or has the right to receive, directly or indirectly, remuneration under  a compensation arrangement with the owner or operator of a long-term care facility;

d) Ensuring that all respondents to requests for proposals and vendor applications disclose whether potential conflicts of interest exist and, if so:

i) The person and nature for which the potential conflict of interest exists; and

ii) The relationship to any current or former employee, current or former advisory council member current or former board member.  The AAA uses the attached form to disclose.  The AAA may use language as follows:  “Identify any potential conflicts of interest.  If potential conflicts of interest exist, please identify the person and nature for each such potential conflict.  Include in your response the relationship to any current or former board member, current or former Regional Aging Advisory Committee member, or current or former employee of the North Central Texas Council of Governments.”
Reference:  TAC §83.1(b)-(d)  

(http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)

E.
Accountability  

1) Purpose. 
This section sets forth the AAA’s policies and procedures concerning   its accountability to meet programmatic and fiscal performance targets.

2) Policy.
 The AAA meets programmatic and fiscal performance targets (units, persons, unit cost) as outlined in the approved budget, as amended, within a five percent variance allowed for units and persons.

Reference:  TAC §83.1 (c) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)

3) Procedures.   The AAA employs specific procedures that include, but are not limited 
to, the following:



a) Submitting fiscal and programmatic reports required by the Department according to the schedule established by the Department. 

b) Submitting all reports to the “Reports” mailbox at:  t3areports@dads.state.tx.us, unless specifically instructed to send the reports to another location.  The AAA takes the necessary action for a return receipt to be sent when its submission is received and opened by the Department.
Reference:  TA-05-07 

c) In the event that it is unable to submit its report by the due date, requesting an extension in writing to the Help Desk through electronic notification on or before the due date of the report for which the request is made. The Department may grant the AAA up to two extensions per report.  The AAA may be granted no more than eight extensions per fiscal year.  The length of extension will be negotiated, with the Department making the final decision regarding the length of the extension.

d) In the event that it cannot meet its performance measure targets for selected key measures, requesting a revision to an approved performance target from the Department.  Such revisions must be requested when the actual performance will exceed the allowed 5% variance.  

i) Submitting a key performance measure revision form for each target revision requested.  The form must be completed electronically and sent to the Department’s reports mailbox.  An electronic copy of the form may be obtained from the Department’s AAA website at http://www.dads.state.tx.us/business/aging/AAA/Forms/index.html.

ii) Basing the AAA’s explanation for the revision on the methodology used to prepare the current approved projection.

(1) If the methodology used to prepare the current approved projection was flawed, explaining the method used and why the method was flawed.

(2) If the methodology used to prepare the approved projection was correct at the time the Area Plan was prepared, but because of unforeseen circumstances the projection must be revised, explaining the revision.

4. Policy.  The AAA ensures the accuracy of data submitted on the Quarterly Performance Report (QPR).

5.
Procedures.  The AAA employs procedures that include, but are not limited to, the following:

a) Upon determining that a correction is required to prior QPR information, emailing the Help Desk at:  t3ahelp@dads.state.tx.us.

i) If the Department has not closed the reporting process with the Legislative Budget Board (LBB), the Help Desk will instruct the AAA to submit a corrected current quarter QPR and provide the AAA with a reporting deadline to submit the correction to t3areports@dads.state.tx.us;

ii) If the Department has closed the reporting process with the LBB, the Help Desk will instruct the AAA to record the corrections as corrections to prior periods on the following quarter’s QPR and the AAA will submit the QPR to t3ahelp@dads.state.tx.us.

(1) A corrected QPR received from the AAA for the current quarter will replace the prior submission for the quarter and will be used by the Department for reporting purposes.

(2) A QPR received after the Department has closed the reporting process with the LBB will be reviewed and corrections to only those services where PMT is conducted will be utilized.  As the QPR submitted may not contain all the information for the reporting period, the report will be deleted at the end of each QPR reporting period.

(3) The AAA must submit a corrected QPR prior to the receipt of written notice of PMT in order to have the corrected report included in the PMT process.

Reference:  OASO 03-04

F. Provider Review

Purpose.
This section sets forth the AAA’s policies and procedures for reviewing provider program and fiscal activities, and imposing penalties and/or sanctions on service providers for non-performance of the contract/vendor agreement or non-compliance with service delivery requirements.    

1) Policy.
The AAA conducts a regular and systematic review of its service providers.    

2) Policy.  The AAA conducts a risk assessment and on-site review, if indicated by risk assessment data, and programmatic and fiscal monitoring work papers.

3) Procedures.     The AAA employs specific procedures which include, but are not limited to, the following:

a) Conducting an annual risk assessment.   The AAA may use—but is not required to use—the tool that appears in Appendix B. 

b) Establishing a regular schedule of desk audits based on results of the previous year’s annual risk assessment.  

c) Notifying service providers of on-site review schedules in advance of such reviews. 

d) Issuing on-site review reports within 30 days 


from the on-site visit.

e) Tracking all findings until resolution, continually providing written status reports and technical assistance to service providers concerning all findings, and notifying service providers of completion of the process.

4) Policy.
The AAA measures customer satisfaction through an annual customer satisfaction survey of program participants and clients.

5) Procedures.  The AAA employs specific procedures that include, but are not limited to, the following:

a) Conducting an annual customer satisfaction survey of service providers’ program participants and clients. In doing so, the AAA utilizes the survey process furnished by the Department. 

6) Policy.
The AAA holds its service providers  responsible for meeting  the terms of their contracts/vendor agreements.

           

7) Procedures.    The AAA employs specific procedures that include, but are not limited to, the following:

a) Contractually requiring service providers to comply with contracts/vendor agreements, including all operational requirements for implementing such contracts/vendor agreements.

b) Contractually requiring that service providers meet routine and standard administrative requirements as published by the Department and the AAA, including submitting all budget documents and required reports in a complete, timely and accurate manner.

c) Requiring service providers to respond to requests by the AAA for specific corrective action as a result of:

i) The proposal review;

ii) Program and fiscal reviews and assessments;

iii) Investigation and response to complaints;

iv) Incorrect or incomplete information on program performance reports; and

v) Failure to meet other routine and standard administrative requirements.

8) Policy.     
  The AAA takes appropriate action to secure the continuing administrative compliance of its service providers through penalties or sanctions.  Sanctions are imposed upon service providers for failure to comply with routine and standard administrative or operational requirements; or failure to comply with federal and state statutes and regulations.  When a contractor or service provider has failed to comply with the terms of a grant or contract, or with federal and/or state statutes, codes, and/or rules that detail the legal obligations and responsibilities incurred as a result of agreeing to the terms of a grant or contract, the AAA reserves the right to take actions as may be legally available and appropriate to the circumstance.  

9) Procedures.    The AAA has specific procedures to resolve issues of  service providers’ non-compliance.  These procedures may be similar to the following:

a) Requesting compliance from the service provider by telephone and simultaneously confirming the request in writing, specifying the items for which compliance is requested and the date on which such response is due to the AAA.

b) Notifying the service provider by certified mail of the items for which compliance has not been demonstrated and the effective date of the sanction to be imposed, if no adequate response is received from the service provider.

c) Withholding funds from the service provider on a temporary basis for a specifically budgeted function or service or any part thereof, for failure to meet administrative and operational requirements referenced in this Section.  Funds are withheld until such time as the matter is resolved to the satisfaction of the AAA.

d) Releasing funds to the service provider once compliance has been demonstrated. 

e) Notifying the service provider by certified mail, return receipt requested, of its intention to impose the sanction of termination of the contract/vendor agreement, if the matter is not resolved within a timeframe specified by the AAA.  
f) Terminating the grant as a result of failure to comply as described in this Section, using the following procedures:

i) Requesting the service provider’s compliance and simultaneously confirming the request in writing by certified mail, return receipt requested, specifying the items for which compliance is requested.

ii) If no response is received in ten working days, forwarding a written request to the governing official of the service provider  by certified mail, return receipt requested, seeking compliance and specifying the sanction to be imposed.

iii) Imposing the sanction of termination by issuance of a letter of notification by certified mail, return receipt requested, citing the items for which compliance has not been demonstrated, and the effective date of termination of the contract.  Such letter will state that payment to the service provider will be made only for costs incurred under the terms of the contract/vendor agreement, up to the date that the termination is effective.  

iv) Providing payment to the contractor or service provider for allowable costs incurred under the terms of the contract/vendor agreement until the date on which the contract/vendor agreement termination is effective.  

Reference:  TAC §83.1 (d) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)
G.  Records

1) Purpose.
This section sets forth the AAA’s policies and procedures for developing, maintaining, and retaining records in accordance with the Uniform Grant Management Standards, Subpart C.

2) Policy.
The AAA establishes written procedures to adequately assure proper development, maintenance, and retention of all financial records, supporting documents, statistical records, and all other records relating to its performance.

3) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:

a) Assuring proper development, maintenance, and retention of all financial records, supporting documents, statistical records, and all other records relating to its performance.

b) Maintaining all records for a minimum of five years following  the end of the federal fiscal year to which the record pertains, and until any pending litigation claim or audit findings, issuance, or proposed disallowed cost or other disputes have been resolved. AAAs with multiple service sites may designate a central site for maintenance of all records.

c) Giving authorized representatives of the Department, the Controller General of the United States and the State of Texas access to and right to examine all documents relating to Department-funded programs.  Such examination may require access to documents not directly related to the AAA if the purpose is to review charges to any indirect cost pool.

d) Requiring service providers to adhere to these same standards for record development, maintenance, and retention.

Reference:  TAC §83.1 (e) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)

H.
Targeting Service Delivery 

1) Purpose.
This section sets forth the AAA’s policies and procedures for targeting individuals in accordance with the, as amended, to ensure that those most in need receive services and to reduce individual and social barriers to economic and personal independence for older individuals.

2) Policy.
  The AAA gives preference for Title III services, with the exception of Title III-E caregiver services, to older individuals who have the greatest economic need, with particular attention to low-income minority individuals; to older individuals who have the greatest social need, with particular atten​tion to low-income minority individuals; and to older individuals residing in rural areas. The AAA uses the current Administration on Aging poverty guidelines to define “greatest economic need.”  Poverty guidelines are updated annually, and appear in the Federal Register, at:  http://aspe.hhs.gov/poverty/06fedreg.htm).  During 2006, the guidelines for the continental United States are as follows:

                                                              
Poverty

                 Persons in family unit                guideline

------------------------------------------------------------------------

1.......................................................          $9,800

2.......................................................          13,200

3.......................................................          16,600

4.......................................................          20,000

5.......................................................          23,400

6.......................................................          26,800

7.......................................................          30,200

8.......................................................          33,600

------------------------------------------------------------------------
Reference:  TA 06-01

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:​                       

a) Including proposed methods of carrying out the preference in the area plan.
b) Requiring service providers to adhere to the targeting policy implemented by the AAA.  This may be accomplished through the inclusion of contract/vendor agreement language such as the following:  “The service provider agrees to target the following groups:  elderly individuals residing in rural areas; older individuals with greatest economic need (with particular attention to low-income minority individuals); older individuals who have greatest social need (with particular attention to low-income minority individuals); older individuals with severe disabilities; older individuals with limited English-speaking ability; and older individuals with Alzheimer’s disease or related disorders with neurological and organic brain dysfunction and the caretakers of such individuals.”
Reference:  TAC 83.1 (f) http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)

4) Policy.
The AAA ensures non-discrimination in delivery of its services.

5) Procedures.   The AAA employs specific procedures ​​that include, but are not limited to, the following:

​​

a) Prohibiting partici​pants’ disclosure of information about income or resources as a condition of receiving ser​vic​es. 

b) Prohibiting denial of services to individuals on the basis of their refusal to provide a Social Security number.
c) Prohibiting discrimination or using criteria or methods which have the effect of subjecting individuals to discrimination because of their race, color or national origin, or have the effect of defeating or substantially impairing accomplishment of the objectives of the program with respect to individuals of a particular race, color, or national origin.

d) Prohibiting requirements as to duration of residence or citizenship as a condition of participation in the provision of services.

e) Encouraging all older individuals with disabilities to participate in and have equal access to the aging service delivery system.

f) Providing programs and services in the least restrictive environment, unless separate or different measures are necessary to ensure equal opportunity for persons with disabilities.  Programs that provide special benefits to people with disabilities are permitted, although people with disabilities cannot be compelled to participate in those programs.

Reference:  AoA Technical Assistance Brief on Civil Rights http://aoa.gov/prof/civil_rights/Non_citizens/wri/verltr.asp
6) Policy.
 The AAA takes reasonable steps to provide services and information in appropriate languages other than English to ensure that persons with limited English proficiency are effectively informed and can effectively participate in and benefit from its programs.
7) Procedures.   The AAA may employ specific procedures ​​that include, but are not limited to, the following:

​​

a) Making language translation services through qualified Agency employees, volunteers and/or contractual agreements with qualified interpreters (e.g., AT&T Language Line.

b) Accessing sign language interpreters through qualified Agency employees, volunteers and/or contractual agreements with qualified deaf interpreters.
I.
Visibility
1) Purpose.
This section sets forth the AAA’s policies and procedures for uniformity in identifying its funding sources and itself.

2) Policy.  
The AAA uses the logo designed by DADS to ensure a uniform, region-wide symbol for its designation for public information purposes.

3) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:

a) Using the logo on all printed materials it develops. 

b) Identifying its sponsor agency in printed materials and other public communications.

Reference:  TAC §81.1(g) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)
 J.
Uniform Telephone Listings

1) Purpose.
This section sets forth the AAA’s policies and procedures for uniform telephone listings.

2) Policy.
The AAA's telephone number, Information, Referral & Assistance toll-free number, and Nursing Home Ombudsman toll-free number appear in the primary  telephone directory published by the provider of local telephone service for residents in any geographical area that lies in whole or in part within the AAA service area.

3) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:

a) Listing the AAA's toll free number in the unclassified section (white pages) in the telephone book, whenever practicable. 

b) Beginning the telephone listings with the words "Area Agency on Aging" and including the host agency, as applicable.  The published phone number will be answered “Area Agency on Aging” when the call is received.  

Reference:  TAC §83.1 (h) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)
K.
Listing of DADS as Primary Funding Source

1) Purpose.
This section sets forth the AAA’s policies and procedures regarding the listing of DADS as its primary funding source for services.

2) Policy.
The AAA ensures that the Department is recognized as the program funding source for the AAA. 

3) Procedures.   The AAA employs specific procedures which include, but are not limited 
to, the following:



a) Citing the Texas Department of Aging and Disability Services as the AAA’s primary funding source, using the phrase, “Funded by the Texas Department of Aging and Disability Services” or “Funded in part by the Texas Department of Aging and Disability Services” on all printed material.

Reference:  TAC §83.1 (i) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)

L.
Identification of Focal Points

1)   Purpose.  This section sets forth the AAA’s policies and procedures for identification of focal points, defined as facilities established to encourage the maximum collocation and coordination of services for older individuals.

2)  Policy.  The AAA designates focal points, in compliance with Sections 102 and 306.53 (c) of the Older Americans Act, TAC §83.1, and 45 CFR §1321, and identifies these focal points in grants, contracts, and agreements that implement the area plan.  The AAA may have one or more focal points.

3) Procedures.  The AAA employs specific procedures that include, but are not limited to, the following:

a) Serving as a focal point, and therefore advocating for older individuals within the community by monitoring, evaluating, and commenting upon all policies, programs, hearings, levies, and community actions which affect older individuals;

b) Where possible, entering into arrangements with organizations providing day care services for children, assistance to older individuals caring for relatives who are children, and respite for families, so as to provide opportunities for older individuals to aid or assist on a voluntary basis in the delivery of such services to children, adults, and families; and

c) If possible, entering into arrangements and coordinating with organizations that have a proven record of providing services to older individuals that:

i) Were officially designated as community action agencies or community action programs under section 210 of the Economic Opportunity Act of 1964 (42 U.S.C. 2790) for fiscal year 1981 or did not lose the designation as a result of failure to comply with such Act; or

ii) Came into existence during fiscal year 1982 as direct successors in interest to such community action agencies or community action programs; and that meet the requirements under section 676B of the Community Services Block Grant Act.

Reference:  PI 06-03

M. Identification of Area Agency on Aging Facilities
1) Purpose.
This section sets forth the AAA’s policies and procedures for signage.

2) Policy.  
The AAA posts a sign outside of all locations it uses.

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Posting a sign outside all AAA location(s) that complies with all local ordinances concerning signs, and that conforms to the uniform logo requirements identified 

      in (J) above.

Reference:  TAC 81.1 (j) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)
N.
Emergency Management
1) Purpose.
This section sets forth the AAA’s policies and procedures that define its role of in the event of an emergency--whether natural, civil and/or man-made.

2) Policy.
The AAA collaborates with Federal, State and local entities that have an interest or role in meeting the needs of older individuals in planning for, during, and after natural, civil defense, and/or man-made disasters.

3) Procedures.   The AAA employs specific procedures that include, but are not limited 
to, the following:

a) Notifying the Department of its need to provide emergency management activities, when a disaster occurs.

b) Providing information to the Department regarding the impact of the disaster on the older population in its service area, provide emergency management services in accordance with current AoA disaster relief guidelines, and collecting pertinent data necessary to submit reimbursement requests for disaster services.

c) Appointing an Emergency Management Coordinator.

d) Participating in planning activities with other entities and organizations that are charged with meeting the needs of disaster victims in emergency situations.

e) Contractually stipulating that service providers develop plans for emergency management.

f) Providing technical assistance to service provider staff re​garding emergency management activities.
Reference:  TAC §81.1 (k) 

http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)
O.
Approval of Direct Services Applications from Area Agencies on Aging
1) Purpose.
This section sets forth the AAA’s policies and procedures  when it wishes to request a waiver from the general prohibition against providing direct services.

2) Policy.
The AAA may apply to the Department for approval to provide a service directly when one or more of the following conditions exist:  1) there is a lack of an adequate supply of services; 2) services are related to the AAA's adminis​trative function (other than, Information, Referral and Assistance, Care Coordination, Caregiver Support Coordination, Benefits Counseling, Ombudsman, Caregiver Program Development, Caregiver Education and Training, Legal Assistance, Caregiver and services purchased under the direct purchase of service procurement methodology; 2) if provided by another divi​sion of the grantee agency; and 3) the AAA is able to perform a comparable service more economically than by contractual arrangements.

3) Procedures.   If the AAA wishes to provide services directly, it employs specific procedures that include, but are not limited to, the following:

a) Submitting to the Department an application that includes the following documentation:

i) Identification of service for which the waiver is requested;

ii) Application condition in accordance with the Policy, as stated above;

iii) Acceptable narrative and financial documentation to support the condition for request;

iv) Period of time for which the waiver is requested; and

v) Any information requested by the Department.

b) Submitting such application to provide a service directly at the times of submission and under the following circumstances:

i) When the AAA submits its Area Plan or its Area Plan Amendment.

ii) When an uncontrollable or unforeseen situation creates an imminent threat to  maintenance of service delivery.  

c) The Department will approve or deny the AAA’s standard request for waiver within 30 working days following receipt, review and approval of all necessary documentation. If the AAA fails to provide all necessary and acceptable documentation within 30 days following request for such documentation, the Department may deny such request.

d) If the AAA requests an emergency waiver, the Department shall approve or deny the request within three working days following receipt of the request for waiver, conditioned upon its receipt and review of all necessary documentation.  The Department may give interim approval of the direct services application for a period not to exceed ten working days.  If the AAA fails to provide all necessary and acceptable documentation within three days following request for such documentation by the Department, the Department may deny such request.
e) The approved standard request for waiver shall be effective for a period agreed upon by the AAA and the Department, not to exceed the effective term of the area plan.  The approved emergency request for waiver shall be effective for a period not to exceed 180 calendar days, and not to exceed the effective term of the area plan. The AAA may request that the Department extend the period of the standard or emergency waiver for not more than 90 days.  In no case may the waiver period exceed the effective term of the area plan.
Reference:  TAC §83.17 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=17)

P.
Direct Purchase of Service (DPS)
1) Purpose.
This section sets forth the AAA’s policies and procedures concerning the Direct Purchase of Service (DPS) procurement method

2) Policy.
The AAA may use the Direct Purchase of Service (DPS) procurement method  to purchase services  from vendors on a client-by-client basis, as determined by an assessment of the individual’s service needs.

3) Procedures.   If the AAA chooses to provide services through a DPS procurement method, it employs specific procedures that include, but are not limited to, the following:

a) Developing and maintaining a vendor pool, using open enrollment (allowing eligible service providers to enroll at any time during the program year), closed enrollment (allowing eligible service providers to enroll only during a defined enrollment period), or a combination of open and closed enrollment.

b) Developing a vendor agreement for all service providers in accordance with the standards and criteria established by the AAA and the Department  to ensure service providers meet all applicable certification, standards, and criteria established by state law.  The AAA may use or adapt the vendor agreement template, located at:  

c) Requiring an AAA-approved access and assistance staff member to provide service authorization.

d) Including in service authorizations the number of units authorized, frequency and duration of the service to be purchased, if such factors are identifiable or measurable.

e) Regularly updating the vendor lists from which services are authorized.

f) Obtaining match in accordance with TAC §83.2 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=2)

g) Accounting for program income in accordance with TAC §83.2 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=2).

h) Determining quality assurance of services provided through reassessment and other follow-up activities with the client conducted by the AAA.  

i) Requiring monthly reports from the vendor (if services are provided on an on-going basis).

j) Conducting a quality assurance review  to determine whether a vendor has met the service criteria established in the vendor agreement.  Such review will determine whether the vendor is performing those duties specified when the service was authorized; whether the client indicated that the services provided are satisfactory; and whether services met or exceeded all applicable state and federal guidelines.

Reference:  TAC §83.19 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=19).

Q.
Appeal Procedures for Service Providers and Applicants
1) Purpose.
This section sets forth AAA’s policies and procedures for dealing with appeals from its service providers, and applicants.

2) Policy.
The AAA affords any service provider or applicant the right to appeal the AAA’s actions that denies its application under an approved area plan; terminates or does not renew a contract/vendor agreement or subgrant; issues a notice of noncompliance with federal and state requirements; issues a notice of action to recover disallowed and/or questioned costs; and/or results in a notice of noncompliance with contract/vendor agreement stipulations mutually agreed upon by the AAA and its service provider.

3) Procedures.   The AAA employs specific procedures that include, but are not limited to the following:

a) Including a statement in the appropriate notice relating to the action proposed by the AAA that the service provider or applicant has a right to appeal.   

b) Advising petitioner that it must give notice of an appeal to both the AAA and the Department within 30 calendar days from the date it receives the letter of notification of the AAA’s action. The AAA also must advise petitioner that its notice of appeal must be in writing and must state with specificity the grounds upon which the action by the AAA is appealed.  Specific areas shall include, at a minimum:

i) The grounds upon which the petitioner refutes the basis of the action or the authority of the AAA to take such action.

ii) A copy of the petitioner’s letter of notification of action from the AAA.

iii) The names of the individuals and organizations involved in the action appealed.

iv) A certified copy of the resolution or of the minutes of the meeting where the petitioner’s governing body, by majority vote of a quorum, authorized the appeal and designated one or more persons to represent it during the appeal.

4) Policy.   A petitioner who properly files a notice of appeal may attempt to resolve the issues contained in the notification of action with the AAA in an informal manner.

5) Procedures.   The AAA attempts to resolve issues contained in the petitioner’s notice of appeal in an informal manner, using procedures that include the following:

a) Immediately scheduling a meeting with the petitioner to attempt to informally resolve the issues subject to the appeal within 30 calendar days from the date of the notice.
b) Notifying the Department of the resolution of the issue in writing within five working days following informal resolution of the dispute.

c) Within ten working days following the end of the informal resolution period, notifying the Department by certified or registered mail, return receipt requested, if the dispute cannot be resolved informally.

d) Within ten days following the end of the informal resolution period, establishing a formal hearing date.  This hearing shall be scheduled within five days of receipt of such notice.





7)  Policy.  The AAA establishes and implements procedures through which petitioners may receive formal hearings.  Hearings may be held before the AAA’s aging advisory committee, the sponsor agency’s governing board, or other bodies.

e) Furnishing petitioner, within ten working days of the established date for the formal hearing, the following documentation:

i) The current approved area plan.

ii) The minutes of the meeting of the AAA’s governing body at which the appeal was considered and action taken.

iii) The minutes of the meeting of the AAA’s advisory council at which the appeal was considered and action recommended.

iv) AAA’s memoranda, staff reports, and evaluations relevant to the action.

v) The criteria used in awarding the contract/vendor agreement, if applicable.

vi) The criteria used in determining that an action was necessary. 

8) Policy.
If the AAA and the petitioner do not formally resolve their dispute, the AAA will refer the matter to the Department for conduct of a formal hearing.  The AAA’s Executive Director will sign the request for hearing, and attach the documents noted above.

Reference TAC §81.17 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=81&rl=17)

R.
Grievance Procedures for Participants in Older Americans Act Programs
1) Purpose.
This section sets forth the AAA’s policies and procedures for allowing participants in Older Americans Act Programs to submit grievances concerning the services that they receive.

2) Policy.  The AAA allows participants in Older Americans Act programs to submit grievances, either orally or in writing, regarding specific actions or activities affecting their personal participation in the program or the conduct of the program as it relates to all participants at that site or location.
 

3) Procedures.   The AAA employs specific procedures which include, but are not limited to the following:

a) Ensuring that service providers notify all Older Americans Act participants of their right to submit a grievance and the proper procedures to follow. In partial fulfillment of the requirement, the AAA will distribute the Department’s “Client Rights and Responsibilities Form” to service providers, and require that they provide the document to clients.

b) Accepting grievances in writing or orally.

c) Accepting grievances by an individual on behalf of the participant.  If the participant elects this option, he or she will accompany that spokesperson to every meeting at which the appeal is discussed.

4) Policy.
 The AAA attempts to resolve grievances at the lowest level of authority to avoid undue paperwork or loss of time.

5) Procedure.   The AAA employs specific procedures which include, but are not limited to the following:

a) Advising participants orally or in writing that authorities should be contacted concerning a grievance in the order indicated:  
i) Site Director (if applicable)

ii) Project Director (if applicable)

iii) Area Agency on Aging Director

iv) AAA sponsor agency’s director

v) Executive Director of the Department 

6) Policy.
 Participants or their representatives may make grievances at any time, orally or in writing, to the appropriate authority.  

7) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Asking that an oral grievance state in detail the basis for the appeal and the reasons the participant objects to the action or circumstances in question.  To facilitate this statement, a written outline should be prepared for the oral grievance.  This outline should contain or refer to the following:

i) The notice, document, policy or situation upon which a grievance is being made.

ii) The significant dates that pertain to the grievance.

iii) The names of individuals and organizations involved in the grievance.

iv) Reference to any provision of the Older Americans Act or regulations believed to have been violated by site management, service provider, AAA, or the Department.
b) A written grievance may also be made, and must contain all of the elements specified for the oral grievance.

c) If the facts support the grievance, the AAA will ask the site manager or service provider director to make the changes necessary to resolve the issue within 30 working days of the receipt of the written grievance.

d) If the site manager’s or service provider’s director’s decision is not acceptable to the participant, the participant may, within ten working days, appeal to the next higher authority as indicated above relating to resolving issues at the lowest possible level of authority.  The site manager or service provider director, and each level of authority at which the grievance has been unresolved, will within ten working days following receipt of a request for continuing grievance action, develop a memorandum detailing the circumstances of the grievance, attach all pertinent documentation regarding the findings and actions taken at that level of authority, and forward it to the next level with a request for a meeting of the parties concerned with the issue.

e) If the grievance is resolved, parties to the grievance will jointly notify each level of authority involved in the grievance of this fact in writing.

f) If the grievance cannot be informally or formally resolved and it becomes necessary to refer it to the Texas Department of Aging and Disability Services, the Executive Director will issue a decision on behalf of the Department.

Reference:  TAC §81.19 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=81&rl=19)

​S.
Americans with Disabilities Act (ADA) Grievance Procedures for Participants in Older Americans Act Programs

1) Purpose.
This section sets forth the AAA’s policies and procedures for giving participants an opportunity to submit grievances applicable to violations of the Americans with Disabilities Act.  

2) Policy.
The AAA ensures its compliance with the ADA and implementing regulations, as well as the compliance of its service providers. 

3) Procedures.   The AAA employs specific procedures which include, but are not limited to the following:

a) Making participants aware of the AAA, service provider’s ADA  policy when completing an intake on a new client. 

b) Requiring the AAA’s service providers to identify their ADA Coordinator and to post the name, address and phone number of that person in a prominent place in all facilities they operate.

4) Policy.
The AAA and its service providers maintain a structure in their complaint process that allows interested persons to file a complaint after reasonable requests for accommoda​tion have been made and have not been accomplished to the satisfaction of the complainants.

5) Procedures.   The AAA employs specific procedures that include, but are not limited to the following: 

a) Allowing participants to file complaints either in writing or verbally with the providers’ ADA Coordinator. 

b) Requiring the ADA Coordinator to maintain written documentation as to the following:

i) Name and address of complainant;

ii) Facility address;

iii) Date of alleged violation;

iv) Brief description of the alleged violation;

v) Date of the report; and

vi) Signatures of complainant and ADA coordinator;

c) Requiring the ADA Coordinator to conduct an investigation within 30 calendar days of receiving the complaint.

d) Requiring the ADA Coordinator to work with the complainant in an attempt to reach a satisfactory solution, and resolve the complaint at the lowest level of authority.

e) Through the ADA Coordinator, sending a copy of the complaint and a report outlining the attempts to resolve the complaint and the final result to the chief executive officers of the AAA’s sponsor agency and the Department within ten working days of the completion of the investigation.

f) Through the ADA Coordinator, identifying the next level of authority to the complainant. If the AAA’s ADA Coordinator and the complainant cannot reach an adequate and equitable solution, the complainant may file a written or verbal complaint with the ADA Coordinator at the Texas Department of Aging and Disability Services, P.O.  Box 12786, Austin, Texas 78711, (512) 424-6840.

Reference:  TAC §81.21 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=81&rl=21)

CHAPTER III:
Area Agency on Aging Fiscal Responsibilities​
A.
Purchases
1) Purpose.
This section sets forth the AAA’s policies and procedures regarding its fiscal integrity, as well as that of its service providers.

a) The AAA demonstrates and maintains fiscal integrity in order to comply with the requirements of the Governing Documents as listed in Texas Department of Aging and Disability Services Contract for Older Americans Act Program, all  Department Rules; the Department's policies related to the Cash Management Improvement Act (http://www.fms.treas.gov/cmia/), 31 Code of Federal Regulations Part 205         

      (http://www.washingtonwatchdog.org/documents/cfr/title31/part205.html),

      a Treasury-State agreement; and with all state and local laws as pertains to the 

           financial operation of an area agency on aging.   

2) Policy.
The AAA complies with the required financial criteria for purchases.

3) Procedures:   The AAA employs specific procedures that include, but are not limited to, the following:         

a) Whenever making purchases of service, materials, equipment and goods  with grant funds, following the criteria of allowability as prescribed in the Uniform Grant Management Standards, as adopted by the Governor's Office of Budget and Planning, including OMB Circulars A-87 (http://www.whitehouse.gov/omb/circulars/a087/a087-all.html), 

      A-122 (http://www.whitehouse.gov/omb/circulars/a122/a122_2004.html), 

      and A-133, (http://www.whitehouse.gov/omb/circulars/a133/a133.html),as   

       applicable, and  the following. 

b) Making purchases by actual receipt of the service or merchandise or issuance of a purchase contract, voucher, or other legal document that binds both parties to the transaction, no later than the last day of the grant period for which funds have been budgeted and encumbered. 

c) Making actual receipt of the service or merchandise and payment prior to the due date of the closeout report for the grant period for which funds have been budgeted and encumbered. 

d) Paying for any service or merchandise placed on order in a fiscal program year, in accordance with subsection (1) (a) of this section and not meeting the criteria in subsections (3) (a)-(c) of this section, with funds awarded for the fiscal year in which the service or merchandise was actually received and/or payment made.

Reference:  TAC §83.2 (b) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=2)

e) Following the policies of the Texas Health and Human Services Commission regarding capital equipment, whereby “equipment” is defined as “an article of nonexpendable, tangible personal property having a useful life of more than one year and an acquisition cost which equals or exceeds the lesser of (a) the captialization level established by the organization for the financial statement purposes, or (b) $5,000.

i) “Capital expenditure” means the cost of the asset, including the cost to put it in place, and to train staff to use it.  Capital expenditure for equipment includes the net invoice price of the equipment, any modifications, attachments, accessories, or auxiliary apparatus necessary to make it usable for the purpose for which it is acquired. 

f) Ensuring that capital equipment purchased with grant funds is used for the authorized purpose of the original contract, for the entire term of the contract. 

g) Maintaining adequate property control records, performing regular inventories, documenting adequate maintenance and repair, and establishing adequate safeguards to prevent loss, damage or theft to any such property. 

Reference:  PI 06-02
h) Obtaining DADS’ written approval prior to the acquisition of any computer software program or hardware in excess of $1,000 for which the contractor will request reimbursement from DADS. 

i) Completing the attached form to request approval of capital equipment, or any software or hardware in excess of $1,000.  


	AAA Name 




j) Accounting for the controlled assets noted below, according to the following cost parameters:

	ITEM
	ACQUISITION COST

	Hand gun
	Any

	Rifle
	Any

	Fax machine/telecopier
	$500 or more

	Stereo system
	$500 or more

	Camera
	$500 or more

	Video recorder/laserdisc player (TV, VCR, camcorder)
	$500 or more

	Desktop CPU
	$500 or more

	Printer (not portable)
	$500 or more

	Portable CPU (laptop)
	$500 or more

	Cellular and portable phones
	$500 or more


Reference:  Texas Department of Aging and Disability Services Contract for Older Americans Act Program

B.
Independent Audit

1) Purpose.
This section sets forth the AAA’s policies and procedures regarding its audits, as well as those of its service providers.

2) Policy.
 If the AAA receives more than $500,000 in federal or state funding from all sources, it will provide an audit in accordance with the standards for financial and compliance audits contained in the Standards for Audit of Governmental Organizations, Programs, Activities and Functions, issued by the U.S. General Accounting Office; the Single Audit Act of 1984, including all updates and revisions; the provisions of OMB Circular A-133, Audits of States, Local Governments, and Nonprofit Organizations, as applicable, and the Uniform Grant Management Standards.

a) Ensuring that the audit covers the entire organization and be conducted in accordance with generally accepted auditing standards. Additionally, the AAA will ensure that audits are conducted in accordance with audit guidelines promulgated by the Department, or the Single Audit Manager's Forum (SAMF) or other authoritative source with prior written approval from the Department. 

b) Providing and furnishing the Department with an annual audit by an independent certified public accounting firm in accordance with OMB Circular A-133 within 30 calendar days following receipt of such audit, but in no case more than 9 months following the end of the AAA’s fiscal year end that the audit covers. 

c) Requiring all subcontractors to adhere to requirements for an independent audit in accordance with OMB Circular A-133.

Reference:  TAC §83.2 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=2)

C.
Indirect Cost Allocation Plan  

1) Purpose.
This section sets forth the AAA’s policies and procedures regarding its indirect cost allocation plan.

2) Policy.
 The AAA has an Indirect Cost Allocation Plan approved in accordance with the Uniform Grant Management Standards (http://www.governor.state.tx.us/divisions/stategrants/guidelines).

3) Procedure.   The AAA employs specific procedures that include, but are not limited to the following:

a) Submitting documentation of compliance with the Uniform Grants management Standards to the Department for any period covered under this Contract no later than the first of September immediately proceeding the contract period.   

b) If the Department is the designated state coordination agency for the AAA, submitting an Indirect Cost Allocation Plan for approval to the Department no later than 60 days before the beginning of the contract period. 

c) Submitting all Indirect Cost Allocation Plans to the Department  with sufficient detail, as defined by the Department, to allow proper evaluation of the plan.

Reference:  TAC §83.2 (d) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=2)

D.
Disallowance of Costs  

1) Purpose.
This section sets forth the AAA’s policies and procedures regarding  disallowance of costs.

2) Policy.
  The AAA avoids disallowance of costs by complying with OMB Circulars A-87 (http://www.whitehouse.gov/omb/circulars/a087/a087-all.html), A-122  (http://www.whitehouse.gov/omb/circulars/a122/a122_2004.html), and other applicable laws, regulations and circulars promulgated by recognized authoritative bodies.

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Should the Department designate any of the AAA’s costs as questioned costs, resolving all findings and questioned costs within six months of receipt of the audit or notice of questioned costs, unless an extension has been granted as directed by the Department. 

b) Being liable to the Department for any costs disallowed as a result of unresolved questioned costs revealed during an audit or monitoring relating to aging programs and/or expenditures. 

c) Being subject to disallowance provisions to the same extent as disallowance based on overpayment of funds or other questioned costs, upon failure of the AAA to secure an acceptable independent audit from a subcontractor, when required by law.  

d) Resolving disallowance resulting from non-receipt of required contractor audits in the same manner as if revealed by an independent audit or a monitoring visit.

Reference:  TAC §83.2(e) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=2)

E.
Budget, Request for Reimbursement, and Request for Adjustment Journal Submissions
1) Purpose.
This section sets forth the AAA’s policies and procedures concerning its reporting of expenses.

2) Policy.
  The AAA ensures that its financial reports meet the Department’s requirements.  

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:
a) On an annual basis, submitting an original budget in the format directed or approved by the Department, which reflects the approved area plan.
b) Submitting a budget amendment to the Department and obtaining the Department’s approval before implementing the amendment.

c) Submitting budgets to the Department no later than 45 days following the date of notification.

Reference:  TAC §83.2(h) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=2)

d) amending the budget whenever NFAs are issued and/or:

i) NFAs increase or decrease by +/- 10% by title;

ii) Increase or decrease of $2,500 within a service;

iii) Increase or decrease causes a LBB variance target change in excess of 5%;

iv) A new service is budgeted;

v) An approved budgeted service is deleted; or

vi) Change in approved fixed unit rates that cause the average unit rate for the service to change;

vii) Changes in the number of units budgeted for fixed unit rate services that cause the average unit rate for the service to change.

e) Reporting units and costs of the units on the same QPR.  As such, the AAA reports information that has been approved and or verified and documented at the time the report is submitted.  The AAA does not use estimates or projections when reporting performance;

f) Making service adjustments to the affected months for any reported performance changes that result in a net change of +/- 5%.  The AAA may make adjustments to the affected months for all other services, or make a year-to-date adjustment in any month except September; 

Reference:  OASO 04-01

i) When the AAA determines a correction to prior QPR information is required, it will email the Help Desk at:  t3ahelp@dads.state.tx.us.

(1) If the Department has not closed the reporting process with the LBB, the Help Desk will instruct the AAA to submit a corrected current quarter QPR and provide the AAA with a reporting deadline to submit the correction to:  t3areports@dads.state.tx.us.

(2) If the Department has closed the reporting process with the LBB, the Help Desk will instruct the AAA to record the corrections as corrections to prior periods on the following quarter’s QPR, and the AAA will submit the QPR to:  t3areports@dads.state.tx.us. 

ii) The AAA must submit a corrected QPR prior to the receipt of written notice of PMT in order to have the corrected report included in the PMT process.

Reference:  OASO 03-04

g) Matching the September closeout report to the prior contract year report.  If the AAA discovers an error in the September prior year data, it will notify the Department;

h) During the annual closeout process, certifying reported performance for all LBB key measures by month and year.  Should the AAA need to adjust or change the LBB certification report, including the changes in the final QPR;

i) Prior to submitting RfRs or RfAJs, verifying the following:

i) All NFAs received are on the RfR or RfAJ;

ii) RfRs do not exceed the NFA amount, including categorical transfers;

iii) Ensuring that the amount previously requested on the RfR includes adjustments on the RfAJ;

iv) Entering as the Service Through Date the actual calendar date prior to the submission date;

v) Providing all required documentation for Special Grants;

vi) Submitting no more than one RfR and one RfAJ per week;

vii) Ensuring that funds are expended in the order in which their time limits expire.  In general, the AAA expends State funds prior to Federal funds; and carryover and restricted funds prior to unrestricted funds.

viii) Reviewing the Budget/Performance/Payment Comparison Workbook to assess performance.  Specifically, the AAA checks the following service delivery cost comparison information and, in doing so, may use the work papers developed by the Department (and available for download at:  http://www.dads.state.tx.us/business/aging/AAA/Procedures/index.html#bppcw)

(1) Budgets and RfRs are adjusted to match performance;

(2) Submitting a budget amendment if Budget versus Performance exceeds the budget amendment limits;

(3) If the reported performance information exceeds the RfRs, verifying the under requested amount has been requested on subsequent RfRs, or submitting a RfAJ to correct the classification of funds received;

(4) If the RfRs exceed the reported performance, determining if a RfAJ is required to correct the classification of payments, or if a refund must be send to the Department; and

(5) Reconciling all Performance versus RfR information at contract year-end.  

ix) Reviewing the service delivery cost comparison as follows:

(1) Researching any variances from the budget to performance in number of unduplicated clients, cost per client, number of units served, average unit costs;

(2) Researching any variances between the average DADS cost per unit and average unit cost for other funding sources;

(3) Researching any variances between similar services (e.g., Care Coordination and Caregiver Support Coordination) cost per client and/or units to ensure units and expenses have been correctly classified; and

(4) Evaluating comparisons of average number of units of service provided to clients, and tracking trends for future budgeting and planning information.

Reference:  OASO 04-01

F.
Compliance with AAA Responsibilities, Rewards and Sanctions

1) Purpose.
When the AAA demonstrates exceptional performance, it may be rewarded for such.  When the AAA fails to comply with the terms of its Contract with the Department, it may be subject to a number of actions, as may be legally available and appropriate to the circumstance.

2) Policy.
  The AAA complies with the terms of its Contract with the Department.

3) Procedures.   The AAA employs procedures that include, but are not limited to, the following:

a) Complying, as applicable, with the governing documents set forth in TAC §100.3

b) Complying with the requirements set forth in approved contracts and area plans.

c) Meeting the Department’s administrative and service requirements, as published by the Department.

d) Responding to requests by the Department for corrective action as a result of:

i) Area plan or area plan amendment review;

ii) Program and fiscal reviews, monitoring and assessments;

iii) Investigation into and response to complaints; and

iv) Incorrect or incomplete data submitted on program performance or financial reports.
4) Policy.  The AAA may be rewarded for exceptional performance on the basis of its monitoring by the Department.  Rewards may include, but are not limited to, less frequent monitoring visits.

5) Policy.  The AAA may be subject to progressive sanctions if it fails to comply with the Department’s requirements.  Results of such sanctions vary by level.

a) As a result of a Level One sanction, the AAA may be required to do one or more of the following:

i) Develop, submit and implement an approved corrective action plan.

ii) Submit additional and/or more detailed financial and/or performance reports.

iii) Be designated as a high-risk contractor.

iv) Repay disallowed costs

b) As a result of a Level Two sanction, the AAA may be subject to one or more of the following penalties:

i) Imposition of one or more Level One sanctions.

ii) Restriction on ability to draw down administrative funds, subsequent to the Department’s notification to the AAA director, her/his superior, and the sponsor agency’s president of the Executive Board.

iii) Exclusion from the carryover pool and/or discretionary fund applications.

c) As a result of a Level Three sanction, the AAA may be subject to one or more of the following penalties:

i) Imposition of one or more Level One sanctions.

ii) Imposition of one or more Level Two sanctions.

iii) Prohibition or limitation of direct service provision.

iv) Imposition of requirement to submit bills paid or other documentation before being reimbursed by the Department.

d) As a result of a Level Four sanction, the AAA may be subject to one or more of the following penalties:

i) Imposition of one or more Level One sanctions.

ii) Imposition of one or more Level Two sanctions.

iii) Imposition of one or more Level Three sanctions.

iv) Requirement to amend the current area plan.

v) De-designation or cancellation of its Contract with the Texas Board of Aging and Disability Services

6) Policy.  The AAA may be subject to disciplinary action if it commits administrative violations, unless such violations were due to an act of God or action by the Department.  

7) Procedure.  If the AAA commits administrative violations, it may be subject to sanctions that are imposed by the Department.

a) The AAA may be subject to Level One sanctions as a result of the following non-compliance issues:

i) Failure to submitted a required report by the due date or approved extension.

ii) Failure to submit required reports accurately and completely, if identified by the Department, not to exceed two occurrences
 during a fiscal year and not corrected within five workdays following notification.

iii) Failure, on the third occurrence to submit required reports accurately and completely, if identified by the Department, whether or not a violation notice was previously issued;

iv) Failure to submit timely an acceptable corrective action plan for findings of program or fiscal monitoring within 45 days;

v) Failure to conduct an appropriate audit review process for required provider audits;

vi) Failure to resolve deficiencies noted in an audit review within contractually stipulated timeframes.

vii) Failure to comply with the Department’s requirements related to the Agreement between the State of Texas and the Secretary of the Treasury, the United States Department of the Treasury in accordance with the Cash Management Improvement Act of 1990 (CMIA) (http://fms.treas.gov/cmia/regulations.html) , and its attendant regulations as set forth in 31 Code of Federal Regulations (CFR), Part 205 (http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&tpl=/ecfrbrowse/Title48/48cfr31_main_02.tpl) , for the first time within a budget period. 

b) The AAA may be subject to Level Two sanctions as a result of the following non-compliance issues:

i) Failure to rectify any Level One sanction within the time frame established by the Department;

ii) Failure to timely complete corrective actions required by approved corrective action plans;

iii) Failure to timely submit a Single Audit, in accordance with OMB Circular A-133, to the Department;

iv) Failure to be certified as having had accurate data following performance measure testing;

v) Commission of a second violation within a budget period of the Department’s requirements related to the Agreement Between the State of Texas and the Secretary of the Treasury, the United States Department of the Treasury in Accordance with the Cash Management Improvement Act of 1990 (CMIA), and its attendant regulations as set forth in 31 Code of Federal Regulations;

vi) Failure to conduct on-site monitoring of providers as required;

vii) Failure to issue letter of findings within 30 days following on-site monitoring or quality assurance review of service providers; and

viii) Failure to assure service providers’ resolution of deficiencies found during the service providers’ monitoring/quality assurance review within the timeframes established in the corrective action plan.

c) The AAA may be subject to Level Three sanctions as a result of the following non-compliance issues:

i) Failure to rectify any Level One sanction within 90 days following the time frame established for corrective action;

ii) Failure to rectify any Level Two sanction within the time frame established for corrective action;

iii) Failure to appropriately act upon reported or identified threats to the health or safety of Title III participants within 72 hours of notice/identification;

iv) Failure to appropriately report and respond to allegations of abuse, neglect, and/or exploitation, and/or allegations of fraud or ethics code violations;

v) Failure to have tested data certified as accurate two times out of any four consecutive performance measure tests;

vi) Commission of four or more Level One violations or three or more Level Two violations within the same budget year.

d) The AAA may be subject to Level Four sanctions as a result of the following non-compliance issues:

i) Failure to rectify any Level One sanction within 180 days following the time frame established by the Department for corrective action;

ii) Failure to rectify any Level Two sanction within 90 days following the timeframe established by the Department for corrective action;

iii) Failure to rectify any Level Three sanction within the time frame established by the Department for corrective action.

Reference:  TAC §81.13 (a)-(n) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=81&rl=13).
G.
Contracting 
1) Purpose.
This section sets forth the AAA’s policies and procedures concerning contracting for the provision of services to eligible individuals.

2) Policy.
The AAA applies prudent business judgment in areas of contracting for services and goods to be purchased and the reimbursement methodologies to be used in funding such contracts.

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:
a) Basing its authority to contract on the Older Americans Act of 1965, as amended; HHS regulations on Administration of Grants(http://www.hhs.gov/grantsnet/adminis/gpd/gpd103.htm);

Title 45 Code of Federal Regulations (CFR), Part 74; Title 45 CFR, Part 92    (http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&tpl=/ecfrbrowse/Title45/45cfr74_main_02.tpl);Title 45 CFR, Part 1321, et seq (http://www.aoa.dhhs.gov/ABOUT/legbudg/oaa/legbudg_oaa_title_iii_reg_pf.asp);

Title 45 CFR, Part 91 (http://www.hhs.gov/ocr/agereg.html) all policies and rules established by the Department; and with all state and local laws as they pertain to contracting and reimbursement methodolo​gies;

Reference:  TAC §83.2(i) 

http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=2
b) Allowing faith-based providers to be eligible on the same basis as other organizations, and not discriminating for or against because of the religious character or lack of religious character or affiliation;
 and

c) Prohibiting direct government funding to be used to pay for inherently religious activities such as worship, religious instruction, and proselytizing.  
Reference: PI 06-06
4) Policy.
The AAA uses any or all of four contracting methodologies for the procurement of goods and services for the provision of services to older individuals.  These contracting methods are Cost Reimbursement, Performance Based Unit Rate, Direct Purchase; and Sole Source Procurement.  

5) Procedures.  The AAA employs the following procedures when using any or all of the four contract methodologies:

a) Cost Reimbursement:  If the AAA uses the cost reimbursement methodology, it pays the service provider on a reimbursable basis for services rendered.  It does not adjust reimbursement to offset poor management planning.  Any adjustment it does make to a reimbursement rate is judged on its own merits.  The AAA considers adjustments to the share of expenses that federal and/or state funds will pay only in instances where:

i) The service provider experiences significant operating losses due to events over which it has no control or reasonably and could not have anticipated; or

ii) The service provider experiences excess revenues over operational costs due to unantici​pated, and/or unbud​geted additional resources; or

iii) Reductions are made in expenses due to a change in cost allocation methodology.

b) Fixed Unit Rate:  If the AAA uses the unit rate performance based contracting method, it agrees to pay to the service provider in the amounts and upon the terms, provisions and budgets as set forth in the contract/vendor agreement as a result of negotiation of a suitable unit rate.  The AAA pays the service provider on a unit rate reimbursement basis for services actually rendered.  The service provider agrees to deliver specific services on an at-risk basis.   The AAA undergoes a systematic process to ensure that performance-based unit rates are allowable, reasonable, and in compliance with Departmental requirements relating to direct services.

c) Variable Unit Rate:  If the AAA uses the variable unit rate performance based contracting method, the AAA agrees to pay the service provider a variable rate that is specific to the unit of service.  This method would be used primarily for services such as health maintenance and residential repair, but is not limited to these services.  

d) Direct Purchase of Service:  If the AAA uses the direct purchase of service methodology, it purchases services on a client-by-client basis as deter​mined by an assessment of the individual's service need.  See TAC §83.17 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=17).

e) Sole Source Procurement:  If the AAA uses the sole source method of procurement, it does so only when the award of a contract is not feasible under the other procurement methods.  In this event, the AAA complies with the procedures in UGMS and 45 CFR 92.36(d)(4) (http://www.washingtonwatchdog.org/documents/cfr/title45/part92.html#92.36)

           concerning procurement by noncompetitive proposals.  Specifically, it: ensures that  

           at least one of the following conditions is met:

i) The item is available only from a single source;

ii) The public exigency or emergency for the requirement will not permit a delay resulting from competitive solicitation;

iii) DADS authorizes noncompetitive proposals;

iv) After solicitation of a number of sources, competition is considered inadequate.

Reference:  CRG 92.36(d)(4)(i) (http://www.washingtonwatchdog.org/documents/cfr/title45/part92.html#92.36)
f) Competitive Bidding.  The AAA complies with competitive bidding procedures to promote fair and open competition in the procurement process through the use of formal bidding, informal bidding, or competitive proposals as appropriate.  Documentation will be maintained by the AAA to demonstrate all such efforts.
g) All service provider contracts/vendor agreements require the service provider to have an accounting system that identifies all costs for each specific service being purchased or provided and that complies with 45 CFR, Section 1321, Subpart D.
h) The AAA references in the service provider contract/vendor agreement all relevant sections of the TAC relating to the service(s) provided, regardless of the procurement process used.  

Reference:  TAC §83.2(i) 

http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=2
i) All Requests for Proposal (RfPs) (and all contract files) include the following assurances:

i) Certification Regarding Debarment, Suspen​sion, Ineligibility and Voluntary Exclusion for Covered Contracts and Grants;

ii) Americans with Disabilities Act of 1990;

iii) Section 504 of the Rehabilitation Act of 1973;

iv) Title VI of the Civil Rights Act of 1964;

v) Age Discrimination in Employment Act of 1967;

vi) Drug-Free Workplace;

vii) Certification Regarding Debarment; and

viii) Affirmative Action
Reference:  Help Desk Response 7/26/04

H.
Service Match 
1) Purpose.
This section sets forth the AAA’s policies and procedures concerning match for services provided to eligible individuals.

2) Policy.
 The AAA meets the match requirements, as required by the Older Americans Act. 
3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Ensuring at the regional level a minimum of 10% non-federal match funds for the cost of all Title III-B, Title III-C, and Title III-D Older American Act services.  
b) Ensuring at the regional level a minimum of 25% non-federal match funds for the cost of all Title III-E Older Americans Act services. 
c) Allowing match for all Title III-B, Title III-C and Title III-D Older American Act services to be pooled.  
d) Prohibiting match for Title III-B, Title III-C, and Title III-D Older Americans Act services to be pooled with match for Title III-E Older Americans Act services (unless the overmatch represents part of the cost of supporting Title III-E programs) or match for area plan administration.
e) Allowing the non-federal share of service funding to be in either cash or in-kind.

f) Basing in-kind calculations on fair market value of the services and goods provided.

g) Allowing both the AAA and providers to generate in-kind match from a variety of sources that support the administration and implementation of a Title III program.  Such sources may include, but are not limited to, volunteer services necessary to carry out the program, staff time donated by other organizations, donated or discounted supplies, loaned equipment or space, donated equipment, buildings and land.  If the AAA utilizes consultants, it may also generate in-kind match through discounted professional fees and office overhead.
Reference:  CM-02-01

i) Excluding in-kind if it is counted towards other Federal cost-sharing requirements.
ii) Prohibiting use of third-party in-kind contributions as cost-sharing or match if they have been or will be counted towards satisfying a cost-sharing or match requirement of another Federal grant agreement, a Federal procurement contract, or any other award of Federal funds.

iii) Excluding in-kind costs that are financed by program income or services or property financed by income earned by service providers.

Reference:  45 CFR Part 92.24 (http://frwebgate.access.gpo.gov/cgi-bin/get-cfr.cgi?TITLE=45&PART=92&SECTION=24&YEAR=1999&TYPE=TEXT)

iv) Ensuring that costs and third-party contributions counted towards satisfying a cost-sharing or matching requirement are verifiable from the records of service providers;

v) Ensuring that such records show how the value of third-party contributions was derived.

vi) Ensuring that third-party contributions are counted towards satisfying a cost-sharing or matching requirement only if they would be considered allowable costs if the recipient were to pay for them.

vii) Allowing cost-sharing or matching credit for goods and services that would be considered indirect costs if the recipient were to pay for them only if such recipient has, along with its regular indirect cost rate, a special rate for allocating individual projects or programs the value of the contributions.

viii) Allowing cost-sharing or matching credit to be given for a fixed-price contract/vendor agreement only if it results in:

(1) an increase in the services or property provided under the contract/vendor agreement; or

(2) a cost savings to the recipient.

ix) Valuing volunteer services at rates consistent with those paid for similar work in the recipient’s organization or those ordinarily paid by other employers for similar work in the same labor market. This rate may include a reasonable amount for fringe benefits.  The AAA may use—but is not required to use—the Texas Workforce Commission’s website at:  www.twc.state.tx.us/lmi/lfs/type/wages/wageshome.html to valuate volunteer services.  
x) Valuing donated labor by employees of other organizations at the employee’s regular rate of pay, unless the employee functions in a different line of work.  If so, the value shall be determined by the rate of pay for the line of work donated.

xi) Per the Fair Labor Standards Act, prohibiting volunteer services provided by an employee of the agency to be considered match.

Reference:  45 CFR 92.24 (http://frwebgate.access.gpo.gov/cgi-bin/get-cfr.cgi?TITLE=45&PART=92&SECTION=24&YEAR=1999&TYPE=TEXT
xii) Valuing donated supplies and loaned equipment or space at the fair market value of the supplies, equipment or space. 

xiii) If the third party retains the title to donated use of equipment, valuing the contribution at fair market value.

xiv) If the third party donates equipment, buildings or land and the title passes to the AAA or a service provider, allowing the market value of that property at the time of donation to be counted as cost sharing or matching only if the purpose of the grant is to assist in the acquisition of property.

xv) If a third donates equipment, buildings, or land and assisting in the acquisition of property is not the purpose of the grant:

(1) The AAA may count the fair market value of the donated land or equipment as cost-sharing or matching if approval is granted by the awarding agency.

(2) The AAA prohibits counting of donated land if approval is not granted by the awarding agency, although depreciation and use allowances may be counted for donated equipment and buildings.

xvi) The AAA and providers may valuate donated real property for construction acquisition at current market value for purposes of cost-sharing or matching.  Such valuation shall exclude any Federal share of the property.

xvii) The AAA requires the valuation of real property be set by an independent appraiser, subject to approval by the grantee.
Reference:  CM-02-01
4.  Policy. The AAA appropriate budgets and reports units and expenditures related to Local Cash Match and Other Match.

5.  Procedures. The AAA employs procedures that include, but are not limited to, the following:

a) Maintaining the option to report match that exceeds the minimum match requirements.

i)   The AAA may budget and report bash match and other match separately or combined. 

ii) Whether separate or combined, the AAA has a consistent methodology of reporting match.

Reference:  OASO 03-05

I.
AAA Administrative Match 
1) Purpose.
This section sets forth the AAA’s policies and procedures concerning match for administration of area plans.

2) Policy.
In order to meet the match requirements of the Older Americans Act, 1965, as amended, Section 304(d), the AAA and its service providers provide a minimum of 25% non-federal match funds for the cost of administering area plans.

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Allowing the non-federal share of service funding to be in either cash or in-kind.

i) If the AAA has an advisory committee whose members provide professional services at no charge to the AAA, the AAA may value their donated time at current professional rates.  Although it is difficult to identify the most appropriate category for advisory committee members, the AAA may use the position of 11-9151 Social and Community Service Managers when valuing donated time.  The AAA may determine the prevailing wage for this position by going to:  http://www.tracer2.com/cgi/dataAnalysis/AreaSelection.asp?tableName=Oeswage.

Reference:  OASO 04-03

b) Basing in-kind on fair market value of the services and goods provided at the time of provision.

c) Prohibiting the pooling of match for Title III-B, III-C, III-D, or III-E services with match for area plan administration.

Reference:  TAC §83.2(k) (http://info.sos.state.tx.us/pls/pub/readtac$ext.ViewTAC?tac_view=4&ti=40&pt=1&ch=83&rl=Y)\
J.
Program Income

1) Purpose.
This section sets forth the AAA’s policies and procedures concerning the administration of program income contributions.
2) Policy.  The AAA collects program income in accordance with the Act; 45 CFR, Part 1321; 45 CFR, Part 92.25, and the Uniform Grant Management Standards

3) Procedures.  The AAA employs specific procedures which include, but are not limited to, the following:
a) Assuring that each service provider:
i) Provides each older person with an opportunity to voluntarily contribute to the cost of the service;
ii) Protects the privacy of each older person with respect to his/her contributions; and
iii) Establishes appropriate procedures to safeguard and account for all contributions.
b) Consulting with service providers and older individuals in its service area to determine the best method for accepting voluntary contributions
4) Policy.  The AAA ensures that program income is reported in accordance with the Act; 45 CFR, Part 1321.67 (http://www.washingtonwatchdog.org/documents/cfr/title45/part1321.html#1321.67); 45 CFR, Part 92.25 (http://a257.g.akamaitech.net/7/257/2422/05dec20031700/edocket.access.gpo.gov/cfr_2003/octqtr/45cfr92.25.htm),  and the Uniform Grant Management Standards (http://www.governor.state.tx.us/divisions/stategrants/guidelines/view).

5) Procedures.  The AAA employs specific procedures which include, but are not limited to, the following:

i) Ensuring that each service provider maintains documentation of the following:

(1) Contract documents; and

(2) Expenditure reports and all accounting records used to prepare the expenditure reports, including records for program income, and other cash and in-kind contributions.

6) Policy.  The AAA ensures that program income is expended in accordance with the Act; 45 CFR, Part 1321; 45 CFR, Part 92.25(g), and the Uniform Grant Management Standards.
7) Procedures.  The AAA employs specific procedures which include, but are not limited to, the following:
a) Deducting program income from outlays, which may be both Federal and non-Federal, unless the Federal agency regulations or the grant agreement specify another alternative.  In specifying alternatives, the Federal agency may distinguish between income earned by the grantee and income earned by grantees and between the sources, kinds, or amounts of income. 
b) Utilizing the addition method, whereby program income is added to the funds committed to the grant agreement.  The program income shall be used for the purposes and under the conditions of the grant agreement.
c) For cost reimbursement services, prohibiting reimbursement to be made in excess of actual allowable expenses less program income received during the reimbursement period.
d) For fixed or variable unit rate services, prohibiting program income received to be deducted from the amount paid to the service provider.
e) If the AAA utilizes the DPS methodology, it ensures that vendors provide participants the opportunity to make voluntary contributions toward the service(s) they receive, and ensures that all program income is used to expand the service under which it was collected. (Please note that, in the case of homemaker and personal assistance services, the AAA solicits the contributions and collects the program income directly).
i) If the AAA allows vendors to collect program income, it handles such program income through one of the following methods: 

(1) The AAA may collect program income from the vendor, record the program income collected, and use the program income to purchase additional units from the vendor.

(2) The AAA may require that the vendor report the amount of program income collected and provide documentation that supports the purchase of additional units of service for eligible clients.

f) Prohibiting the use of program income as match for any Title III services, including Title III-E.
g) Defining as program income all funds received directly from or on behalf of service participants.  In addition, the AAA will consider as program income any funds generated through the use of goods or services purchased with federal funds for a grant-supported  activity.
h) Classifying as local funds contributions received from non-participants.  
i) Developing a system for classification of undesignated program income received from a participant in two or more services.  Possible methods include:
i) Classification of program income to the service most recently received by the participant.
ii) Classification of program income to the service in which the participant received the most units;
iii) Classification of program income to each of the services on a percentage basis.
j) Reporting program income as earned in the period it is earned.  Per the Department’s requirements, the AAA and its providers expend all program income prior to the submission of the final closeout report.  As program income is earned through the final day of the contract period (September 30) and the final financial report is due two months later (November 30), the AAA and its providers may expend and report the balance of program income earned during the first two months of the following contract period.

k) Requiring that program income be used to expand the service for which the contribution was given.  Expansion of the program is defined as increased service units and/or persons served.  The AAA will not allow program income to be used in order to reduce the unit rate for a service, or to supplement a provider rate.
l) Prohibiting the use of program income generated by grant-supported activities to purchase goods or services that are not allowed under the service.  
m) Prohibiting the transfer of program income between services.
Reference:  PI-04-02
K.
Adequate Proportion
1) Purpose.
This section sets forth the AAA’s policies and procedures regarding its responsibility to meet adequate proportion regulations.

a) Policy.
The AAA meets adequate proportion through the expenditure of funding for specific support services categories.  DADS establishes an adequate proportion of the funding received under Title III, Part B, of the Older Americans Act, as amended, for support services to be expended to comply with the Act, Section 306(a)(2). 
 

2) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Unless the Department grants a waiver, budgeting III-B funds (both current year and carryover) as follows:

i) At least 25% to the following services:  Transportation; Information, Referral and Assistance; and Care Coordination services.  

ii) At least 10% to the following III-B services: homemaker, visiting and telephone reassurance, personal assistance, hospice, adult day care, residential repair, emergency response, respite in-home chore maintenance, and supportive services for families of older individuals who are victims of Alzheimer’s disease and related disorders with neurological and organic brain dysfunction. 
iii) At least 2% to legal assistance and/or legal awareness.

b) If the AAA proposes a change to the local adequate proportion funding level for any of the support service categories, it does the following.

i) Submit a waiver to the Department for setting and expending an adequate proportion of Title III, Part B funds for support service categories.

ii) Conduct at least one public hearing on the area plan or area plan amendment, containing a request for waiver of adequate proportion.  The AAA will notify all interested parties in the area of the public hearing and provide them with an opportunity to testify.

iii) Provide adequate justification to demonstrate an adequate supply of a specified support service is available to meet the needs of the service area.

iv) Seek separate waiver requests for each category of support services for which a waiver is sought.

Reference:  TAC §83.2(m) 

http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=2
L.
Ombudsman Maintenance of Effort
1) Purpose.
This section sets forth the AAA’s policies and procedures to ensure that it meets ombudsman maintenance of effort regulations.

2) Policy.
The AAA meets the requirements for maintenance of effort for ombudsman activities, as defined in the Older Americans Act, Section 306(a)(9).

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Remaining cognizant of its maintenance of effort requirement, defined by the Department as the amount of all funds expended during FY00 plus any additional funding earmarked for the Ombudsman program received over that amount in




subsequent years, and ensuring that the current year’s funding meets or exceeds this funding level.

Reference:  TAC §83.2(n) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=2)

M.
Responsibilities of the AAA for Carryover
1) Purpose.
This section establishes the AAA’s policies and procedures for maintaining eligibility for inclusion in the Department’s carryover pool.

2) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:

a) Leaving unexpended no more than 5% of its total Title III and Title VII current year funds, awarded prior to the third quarter of the fiscal year, or $125,000, whichever is less.  Excess funds will be placed in the carryover pool and reallocated to eligible AAAs.

b) Meeting the administrative requirements of its contract with the Department, including:

i) Submitting 100% of required reports on time. Critical reports are defined as reports included on the DADS Reports Due Date Schedule;

ii) Meeting the end of year fiscal guidelines, as described in M. 2) a) above.

iii) Having received no Level Three or Level Four violations during the previous year.

iv) Having no unpaid amounts due to the Department for disallowed costs for the fiscal year from which carryover funds are being reallocated, unless a prior payment agreement has been established or is pending final Department approval.

v) Adhering to all requirements for adequate proportion for eligible in-home services, access services, and legal services unless a waiver from such requirements has been obtained from the Department, and

vi) Adhering to all requirements for maintenance of effort for the Ombudsman program; and 

vii) Meeting the prior year III-D Medication Management maintenance of effort.

c) If eligible for the carryover pool, the AAA’s share will be calculated by a formula, whereby 50% of carryover pool funds are reallocated equally among all eligible AAAs, and 50% of carryover pool funds are reallocated to eligible AAAs based upon the approved Title III funding formula.

Reference:  TAC §83.15 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=15)

N.
Area Agency Accountability
1) Purpose.
This section sets forth the AAA’s policies and procedures  for maintaining accountability.

2) Policy.
To demonstrate its accountability, the AAA meets program​matic and financial performance targets as approved in its area plan and the requirements established by the Department.

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Meeting all programmatic and fiscal performance targets (e.g., units, persons, unit cost, cost per person), as outlined in the approved budget, as amended, within a five percent variance allowed for units and persons.

b) Submitting fiscal and programmatic reports required by the Department in a timely, complete and accurate manner by e-mail to:  t3areports@dads.state.tx.us.  In the event that a deadline falls on a weekend or holiday, the AAA may submit the report the next business day and not be considered late.

c) As needed, requesting an extension, either in writing or through an e-mail, on or before the due date of the report for which an extension is requested.  E-mail requests for extension must be submitted to:  t3ahelp@dads.state.tx.us.
i) The AAA may be eligible for up to two extensions per report per federal fiscal year.  It may be granted no more than eight extensions per fiscal year.  The Department will negotiate the length of the extension with the AAA, and make the final determination whether the AAA’s request for extension is granted, and for how long.
d) Complying with the terms of all applicable interagency agreements, including, but not limited to, those agreements that are legislatively mandated or to which the Department and the AAA are parties.

Reference:  TAC §83.1(c) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1)

CHAPTER IV:
ACCESS AND ASSISTANCE 
A.
Access and Assistance Program 
1) Purpose.
This section establishes the AAA’s policies and procedures for its access and assistance (A&A) system.

2) Policy.
The AAA maintains an access and assistance system that provides person-centered services.

3)  Procedures.  The AAA shall employee procedures, which include, but are not limited to, 

      the following: 

a) Maintaining the ability to respond to racially, culturally, and ethnically diverse groups.

b) Widely advertising services.  
c) Providing clients an opportunity to express their level of satisfaction with the services received.

d) Delivering services in a manner that maintains the hope, dignity, respect, and independence of the clients.

4) Policy.
The AAA maintains a professional and integrated system of Access and Assistance that includes Information, Referral and Assistance, Legal Assistance, Benefits Counseling (comprised of Legal Awareness and Legal Assistance), Ombudsman services, Care Coordination, and Caregiver services. Advocacy and outreach are inherent not only in the overall mission of the AAA, but also in each of the Access and Assistance functions.

5) Procedures.   The AAA employs specific procedures which include, but are not limited to the following:

a) Ensuring that A&A program staff possesses necessary general and specialized knowledge to effectively perform these functions.  Where applicable, access and assistance staff must complete the training and certification requirements established by the Department.

b) Developing and maintaining cooperative working relationships with local service providers to build an integrated service delivery system.

c) Working with the local DADS long-term care staff to ensure that persons who may be eligible for DADS services will be referred to that agency.  In addition, the A&A staff may provide direct services to people eligible for DADS services in the event that the person is on an interest list for DADS services, needs immediate services and is on a wait list for DADS services, or needs immediate services and is awaiting determination of eligibility for DADS services.

d) Deeming as potentially eligible persons aged 60 and older and/or their family members or other caregivers.

e) Determining eligibility for services funded by the AAA as well as other local providers.

f) Prohibiting the acceptance of any gifts from clients, lending or borrowing money or articles to or from a client, transporting a client in a staff member’s personal automobile unless appropriate liability insurance is in force, and driving or riding in a client’s automobile;

g) Complying with the requirements described in TAC §84.1(d) regarding confidentiality of client records;

h) When referrals are made, obtaining and clearly documenting the consent of the client for release of confidential information to other service providers.  This consent may be obtained from the client verbally or in writing, but must be appropriately documented in either case;

i) Complying with the requirements described in TAC §84.1(j) regarding client contributions; and

j) Ensuring that any conflicts of interest between the function of A&A and provision of direct client services are disclosed to the Department.  The intent is to separate the function of A&A from the provision of other client services;

k) Complying with the reporting requirements identified in TAC §83.1(c)(2); and

l) Prohibiting means-testing.

Reference:  TAC §83.3(a)-(m)

http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=3
B.
Information, Referral, and Assistance
1) Purpose.
This section sets forth the AAA’s Policies and Procedures regarding its information, referral, and assistance services.

2) Policy.
The AAA provides an information, referral, and assistance process  that assesses the needs of the inquirer, evaluates appropriate resources, assesses appropriate response modes, identifies organizations capable of meeting those needs, provides enough information about each organization to help inquirers make an informed choice, helps inquirers for whom services are unavailable by locating alternative resources, when necessary, actively participates in linking the inquirer to needed service and following up on referrals to ensure the service was received or provided. 

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Targeting information, referral and assistance services to a individuals age 60 years and older, their informal (i.e., non-compensated) caregivers, and Medicare beneficiaries of any age (under the provision of CMS funds). 

b) Providing information, referral and assistance services via telephone, electronic, or walk-in avenues.  

c) Coordinating with emergency response organizations, such as local law enforcement agencies or other existing agencies as appropriate, to provide the necessary coverage.

d) Using a telephone messaging system will provide callers with appropriate emergency phone numbers when calls are received after hours.

4) Policy.
The AAA provides expert and reliable information regarding services and programs available to older individuals.



5) Procedures.   The AAA or its contractor employs specific procedures which include, but are not limited to, the following:

a) Developing criteria for the inclusion or exclusion of agencies and programs in the resource database, or using criteria developed by other information, referral, and assistance entities.  These criteria will be uniformly applied and published so that staff and the public will be aware of the scope and limitations of the database.

b) Developing a standardized profile for each organization that is part of the community service delivery system. 

c) Indexing and maintaining the information in the resource database in ways that support the information, referral, and assistance process.

d) Using the AIRS/Infoline Taxonomy to facilitate retrieval of community resource information and to promote the reliability and consistency of information across the service region and across the state.

e) Updating the resource database through continuous revisions or at intervals sufficiently frequent to ensure accuracy of information and comprehensiveness of its content.

6) Policy.
The AAA or its contractor records and reports its information, referral, and assistance services for the purpose of measuring utilization and effectiveness, identifying gaps in the service structure, assisting in state and community planning, and providing reports to the Department.

7) Procedures.   The AAA employs specific procedures which include, but are not limited 
to, the following:

a) Maintaining a system for collecting and organizing inquirer information that facilitates appropriate referrals and provides a basis for describing requests.

b) Reporting a unit of service as a client’s initial request for information or assistance.  The AAA will have a system for recording both initial inquiries and follow-up contacts made by either the client or the agency.

c) Using recorded information to identify service gaps and overlaps, assist with needs assessments, support the development of products, identify issues for staff training, and facilitate the development of the resource information system.

8) Policy.
In communities with comprehensive and/or specialized information and referral (I&R) providers, including Area Information Centers (AIC), when applicable, the AAA will develop cooperative working relationships to build an integrated system of information, referral, and assistance which ensures broad access to services, maximizes the utilization of existing resources, avoids duplication of effort, and encourages seamless access to community resource information.

9) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) If the AAA is located in an area with an identified AIC or specialized I&R provider, developing a cooperative working relationship with that entity.

b) If the AAA is designated by the Texas Information and Referral Network as an AIC, meeting the expectations of that designation.

10) Policy.
A&A staff providing information, referral, and assistance services will adhere to the standards of conduct set forth by the Alliance of Information and Referral Systems, which are adopted by reference.

11) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Adhering to the standards of conduct set forth by the Alliance of Information and Referral Systems.

b) Seeking and maintaining agency accreditation with the Alliance of Information and Referral Systems.

Reference:  TAC §83.3(n) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=3).

12) Policy.
The AAA processes each request for Information and Assistance in a consistent manner and follows-up on referrals to determine that the service was received.

13) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Conducting screenings, interviews or brief assessments by direct contact with a client or by telephone to determine the nature of information sought and the nature of the service needed.

b) Providing information requested and/or referring the caller to agencies or organizations providing the service.

c) Contacting agencies or organizations on behalf of individuals, as indicated and authorized by clients.

d) Following-up with clients or their representatives in accordance with                          the  Department’s standards.




14) Policy.
The AAA operates an Information and Assistance program that apprises older individuals, the general public, and providers of other services, of the availability of its services.

15) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:


a) Promoting services through mass media, telephone listings, personal contacts, organizational announcements, distribution of printed materials, web sites, and other methods.

b) Coordinating with other community agencies and organizations.

c) Linking to other services such as transportation and nutrition services to assist older individuals in successfully using all resources.

16) Policy.
The AAA does not disclose identifying information about an older person without the informed consent, either written or verbal, of the older person or by his/her authorized representative, unless such disclosure is required by statute.
17) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:


a) Maintaining documentation concerning disclosure of information.  The AAA uses DADS’ Client Rights and Responsibilities Form to document authorization to disclose information that is not health-related.  The AAA uses DADS’ Client Information release to obtain authorization to release health-related information.
Reference:  TAC §83.3 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=3)

C.
Care Coordination
1) Purpose.
This section sets forth policies and procedures regarding care coordination services provided by the AAA.

2) Policy.
Through its care coordination and caregiver support programs, the AAA  assesses the needs of clients and effectively plans, arranges, coordinates and follows-up on services that most appropriately meet the identified needs, as mutually defined by access and assistance staff, the client, and where appropriate, a family member(s) or other caregiver.  

3) Procedures.  The AAA employs specific procedures which include, but are not limited to, the following:

a) Creating the operational design of care coordination and caregiver support coordination based on the needs of the service area.  Such design includes a combination of levels of care. These levels of care coordination include: 

i) Service Authorization without an assessment; 

ii) Service Authorization requiring an assessment; and 

iii) Care Management, which is based on the model of brokering both formal and informal services to meet the needs of clients with multiple, complex needs.

4) Policy.
  The AAA may use service authorization as a process that identifies a need for a service(s) and uses the direct purchase of service procedures to obtain and initiate one or more services. There are two types of service authorization. They include service authorization without an assessment and service authorization requiring an assessment. 

5) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:

a) Allowing service authorization without an assessment to be used to procure all services except home delivered meals, homemaker, personal assistance, residential repair, and respite services. 

b) Allowing service authorization without an assessment to be performed by any AAA-  approved access and assistance staff member, either by phone or in person.   The AAA may also use a service-specific assessment if authorizing without an assessment.

c) Basing service authorization without an assessment on a client intake completed by area agency on aging access and assistance staff or by a qualified source. When authorizing congregate meals, a nutritional risk assessment must also be completed.  

d) Using service authorization requiring an assessment to procure home delivered meals, homemaker, personal assistance, residential repair, and respite services. 

e) Ensuring that service authorization requiring an assessment be performed by an AAA-approved access and assistance staff member, either by phone or in person. 

f) In addition to completing the client intake and nutritional risk assessment (home delivered meals), requiring that a modified assessment be conducted which may include: 

i) the DADS Form 2060 or; 
ii) Service appropriate assessment. 

g) Allowing AAA access and assistance staff to conduct the assessment, procure it or accept it from a qualified source.

6) Policy.
The AAA employs care coordination and caregiver support coordination services to assist clients with multiple needs by developing and implementing comprehensive plans of care. 

7) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:

a) Restricting care coordination services to persons age 60 years and older, with priority given to those: 

i) Who have recently suffered a major illness or health care crisis or have recently been hospitalized and need additional attention during the recuperation period, in accordance with Human Resource Code, Chapter 101, Subchapter C, relating to Options for Independent Living;   

ii) Who live in a rural area; 

iii) Who are moderately to severely impaired in activities of daily living and instrumental activities of daily living; 

iv) Have insufficient caregiver support; or

v) Who are in great economic or social need, particularly those who are low-income, minority older individuals. 

b) Including as part of the care coordination process a comprehensive client assessment, which may be provided, procured, or accepted from a qualified source, and which must include the following components:

i) Cognitive status (if applicable); 

ii) Emotional status (if applicable); 

iii) Physical environment (requires on-site evaluation); 

iv) Social environment, including informal or family support; 

v) Physical status; 

vi) Economic status;

vii) Self-care capacity; and 

viii) Services presently received. 
c) Developing a written plan that is based upon the client's preferences, as supported by identified priority needs and within available public/private resources. The care plan must specify the amount, frequency and duration of each service to be provided and identify the outcomes to be achieved. 

d) Arranging for services identified in the care plan to begin at the earliest possible date, consistent with the capacity of the provider and may include, but is not limited to: 

i) Exploring the availability and quality of services, eligibility criteria and accessibility of a service to the client; 

ii) Making and documenting referrals to community service agencies;

iii) Working with volunteers to provide services; 

iv) Working with family and friends of the client to help achieve specific service goals; and 

v) Authorizing services deemed appropriate by the area agency on aging using direct purchase of service procedures.   
e) Conducting monitoring and follow-up activities that include verifying service delivery, determining the extent to which services meet the needs and expectations of the client, and where necessary, advocating for improvements in service delivery. Monitoring will include at least monthly contacts with the client and a home visit not less than every six months. 

f) Conducting reassessments and amending the care plan as needed based on changes in client status and provider effectiveness and may be conducted by phone or in person. 

g) Maintaining a confidential case record on each client served that is protected from damage, theft and unauthorized inspection and shall contain at least: 

i) The client needs assessment, including initial referral date and date of completion of assessment; re-assessment(s), if applicable; 

ii) The care plan including amount, frequency and duration of each service to be provided; 

iii) Names of service providers and informal caregivers who render services to the client;

iv) A notation explaining any lapse in service; 

v) Notation of hospital admission and/or discharge, with dates; 

vi) Date and signature for each notation; 

vii) Record of all care manager contacts and visits; 

viii) Record of any client complaints and action taken; 

ix) Record of termination or closure; and 

x) List of names and phone numbers for notification in event of an emergency. 

Reference:  TAC 83.3(o)(2)(c)

http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=3)

h) Prohibiting care coordination from being provided by any entity with a vested interest in the delivery of services purchased by the area agency on aging without an approved waiver from the Department.   The intent is for care managers to act as agents for the individual, and not for the agency providing the service.

Reference:  Older Americans Act Sec. 306A(8)(C)(iii)
i) Adhering to the pledge of ethics and the standards of practice for professional geriatric care managers as set forth by the National Association of Professional Geriatric Care Managers and adopted by reference.   
Reference:  TAC §83.3 (o)(2)(C) http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=3)

8) Policy.  The AAA ensures accuracy of care coordination units reported.  

9) Procedures.  The AAA employs specific procedures that include, but are not limited to, the following:

a) Reporting all time spent on allowable care coordination, caregiver support coordination, and legal assistance services in minutes, and

i) If the AAA reports units of service at the end of the month, rounding the monthly total to the nearest 15 minute increment.

ii) If the AAA utilizes AIM or comparable software, converting minutes reported into military time and entered into AIM at any time during the month.

Reference:  PI-02-01

iii) If the AAA funds caregiver support coordination services, it reports both units and contacts.  Contacts include direct contact with the caregiver, care recipient, and/or service provider(s).

Reference:  PI 06-04

D.
Benefits Counseling

1) Purpose.
This section sets forth the AAA’s policies and procedures regarding its benefits counseling services, comprised of both legal awareness and legal assistance.

a) Policy.
 The AAA ensures that staff members and volunteers who provide benefits counseling services have completed the state certification.

2) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Providing training and certification, using the DADS curriculum, to ensure the staff person(s) providing benefits counseling possesses the necessary skills and expertise to perform the duties and responsibilities of a benefits counselor.

Reference:  TAC §83.3(p)(9) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=3)

3) Policy.
The AAA focuses its benefits counseling services to targeted population groups on priority areas.

4) Procedures.   The AAA employs specific procedures which include, but are not limited to the following:



a) Targeting benefits counseling services for provision to persons age 60 years and older and/or their family members or other caregivers.

b) Providing benefits counseling services to Medicare beneficiaries of any age under the provisions of funds received from the Centers for Medicare and Medicaid Services.

c) Focusing on the following priority issue areas:

i) Income Maintenance/Public Benefit. Food Stamps, Social Security, Social Security Disability, Supplemental Security Income, veterans benefits, pensions, railroad retirement, child support, unemployment compensation, general assistance and other income benefits.

ii) Medical Entitlements. Medicare, Medicaid, QMB/SLMB, Veterans Administration Medical, indigent health and other medical entitlements. 

iii) Insurance. Medicare Supplement, HMO, long-term care policies, individual health policies, group health policies/COBRA and non-health insurance. 

iv) Surrogate Decision Making. Advanced directives, durable/general powers of attorney, money management, guardianship, custody and other probate matters. 

v) Individual Rights. Age discrimination, disability discrimination, abuse, neglect, exploitation and dispute resolution. 

vi) Housing. Landlord/tenant issues, repair/modification, utilities, rent subsidy, alternative housing, home equity lending/reverse mortgage, homestead tax credit, weatherization, property tax, housing relocation and general property. 

vii) Institutional Care. Acute care, nursing facility care, assisted living facility care and mental health care. 

viii) Consumer Issues. Bankruptcy, collections, financial counseling, bill reductions, solicitation and unfair sales practices/fraud.
5) Policy.
The AAA provides consistency in providing benefits counseling services.

6) Procedures.   The AAA employs specific procedures which include but are not limited to, the following:



a)  Referring the client to an appropriate provider in the area if a request for assistance involving any of the priority issue areas requires intervention by an attorney or paralegal. 

b) Developing an appropriate and timely referral process, in consultation with the local legal provider(s), for the purpose of handling requests or referrals which originate from sources other than the area agency on aging. 

c) Regardless of the referral source, the benefits counselor shall determine whether or not the clients who require legal assistance may be assisted with other resources, such as the Legal Hotline for Older Texans, pro-bono or reduced-fee providers or through services funded by the Legal Services Corporation.

Reference:  TAC 83.3(p)(4) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=3)

7) Policy.
The AAA maintains procedures for working with providers of benefits counseling and related legal services

8) Procedures.   The AAA employs specific procedures that include but are not limited to, the following:



a) Coordinating with the Texas Legal Services Center, Texas Young Lawyers Association, the private bar and local legal programs (such as law clinics or student law programs), Legal Services Corporation grantees, the Ombudsman Program or other programs. 

b) Utilizing Texas Legal Services Center to provide legal consultation and back-up to access and assistance staff, as needed. 

c) If consultation/back-up is needed for access and assistance staff in addition to that described above, obtaining such assistance through agreements with programs such as pro-bono or reduced-fee attorneys, law school students, local legal programs or Legal Services Corporation grantees.

Reference:  TAC §83.3(p)(5) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=3)

9) Policy.
The AAA provides education on priority issues and outreach to targeted populations.

10) Procedures.   The AAA employs specific procedures that include but are not limited to, the following:



a) Disseminating accurate, timely and relevant information regarding any issue identified under the priority areas to targeted persons identified above.

b) Providing education and outreach to individuals or through a group setting such as forums, workshops, seminars and training sessions and other public venues, and will be reported as legal awareness.

Reference:  TAC §83.3(p)(6) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=3)

11) Policy.
Benefits counseling includes both legal assistance and legal awareness services.   Legal assistance includes the provision of client-specific advice, counseling and/or representation on matters involving insurance issues, public/private benefits, consumer problems and other legal issues.  Legal awareness includes general education and outreach on matters involving insurance issues, public/private benefits, consumer problems and other legal issues.  The AAA will have procedures to identify which activities are to be considered legal awareness, and which activities are to be considered legal assistance

12) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:



a) Reporting as legal awareness the provision of education and outreach activities to eligible persons in a one-on-one setting or by telephone where detailed information is provided but no client intake is necessary. The AAA may count a unit of legal awareness for allowable activity provided by all authorized and qualified staff members, regardless of whether they are budgeted for this service.  However, staff members who provide legal awareness activity on a routine basis are budgeted under legal awareness.

b) Reporting as legal assistance the provision of advice, counseling and representation on matters involving insurance issues, public/private benefits, consumer problems and other legal issues, if a client intake is completed.

c) If a client has a simple request for information on any topic, including the benefits counseling priority areas, reporting such activity as information, referral and assistance. 

d) Not reporting as units of service education and outreach initiatives that include the dissemination of information through mass media.  However, such activities may be budgeted as associated costs under legal awareness, 

e) Not reporting as units of service presentations or other activities that describe the services of the area agency on aging in general including the benefits counseling program.

Reference:  TAC §83.3(p)(7) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=3)

13) Policy.
The AAA will collaborate with other entities to provide education and outreach.

14) Procedures.   The AAA employs specific procedures which include but are not limited to, the following:



a) Collaborating and partnering with local, state and federal entities to provide education and outreach. Such entities may include but are not limited to the Texas Department of Insurance, Texas Legal Services Center, Texas Medical Foundation, the Centers for Medicare and Medicaid Services, and the Social Security Administration.

Reference:  TAC §83.3(p)(8) (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=3)

15) Policy.
The AAA may allow its certified benefits counselors to assist clients with the preparation of advanced directives.  

16) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:



a) Requiring that a benefits counselor meet the following requirements in order to be certified: 

i) Be an employee or volunteer of an area agency on aging affiliated with the Texas Department of Aging and Disability Services who provides benefits counseling services through an area agency on aging system of access and assistance to persons age 60 years and older and/or their family members or other caregivers, and 

ii) Complete the training and certification requirements, set forth in the Department’s benefits counseling and certification manual.
b) Requiring that a benefits counselor meet the following requirements in order to be certified to assist clients in completing advance directives:

i) Satisfy the requirements as outlined in above;

ii) Have received training in providing technical advice, consultation, and assistance that meets the following requirements:
(1) Is approved by the Texas Department of Aging and Disability Services; and 

(2) Includes the following components: 

(a) Statutory, regulatory, and policy provisions applicable to advance directives in Texas; 

(b) The use of letters, questionnaires, and checklists for gathering information to provide technical advice, consultation and document preparation for clients; 

(c) Conducting the client interview (including confidentiality and conflict of interest considerations); 

(d) How to complete, sign, and witness, the Advance Directives provided for in the Texas Health and Safety Code, Chapter 166, and how to complete, sign, and witness, the Designation of Guardian Before Need Arises provided for in the Texas Probate Code §679;

(e) How revocation of the Advanced Directives is accomplished; and 

(f) Proper procedures for filing and informing health care personnel about the Advanced Directives documents.

(3) Includes an assessment tool approved by the Department that verifies that the employee or volunteer providing benefits counseling through an area agency on aging system of access and assistance has sufficient knowledge after the training described above, to provide high quality services that meet the needs of clients for technical advice, consultation, and document preparation in regard to the Advance Directives in Texas Health and Safety Code, Chapter 166, and in regard to the Designation of Guardian Before Need Arises provided for in the Texas Probate Code §679. The assessment tool shall require a score of 70% correct answers as the minimum passing grade. 

c) The Department will certify an employee or volunteer providing benefits counseling through a AAA system of access and assistance who has completed the training described in above and who has completed the assessment tool with a score of 70% or higher to provide services under Texas Government Code §81.1011 (http://www.capitol.state.tx.us/statutes/docs/GV/content/htm/gv.002.00.000081.00.htm)

      Each AAA has the discretion to decide whether the services authorized under

     Texas Government Code §81.1011 shall be offered by the area agency on aging.     

Reference:  TAC §83.4 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=4)

E.
Ombudsman

1) Purpose.
This section sets forth the AAA’s policies and procedures regarding its ombudsman program.   

2) Policy.  The AAA or its duly authorized contractor is granted authority and responsibility for implementation of all aspects of the local ombudsman program.

3) Procedures.  The AAA or its contractor employs specific procedures which include, but are not limited to, the following:

a) Serving as a representative of the Office of the State Long-Term Care Ombudsman (Office), an independent division of the Texas Department of Aging and Disability Services, and performing the duties as outlined in the Older Americans Act, through which it:

i) provides services to protect the health, safety, welfare and rights of residents;

ii) ensures that residents have regular, timely access to representatives of the program and have timely responses to complaints and requests for assistance;

iii) identifies, investigates and resolves complaints made by or on behalf of residents that relate to action, inaction, or decision that may adversely affect the health, safety, welfare, or rights of the residents.

b) Serving as an expert and reliable source of information for families seeking information on long-term care options or general requests for assistance.

4) Policy.
The AAA will administer an ombudsman program through which effective advocacy services are provided to nursing home residents and their families so that residents receive the highest quality of care and quality of life in long-term care facilities.
5) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:

a) Embracing the philosophy that persons who are unable to care for themselves are entitled to dependable and consistent care that includes: 

i) a safe and healthy environment; 

ii) satisfaction of nutritional needs; 

iii) medical services, including physical, mental and psychosocial rehabilitation; 

iv) an environment that promotes and maintains the individual's dignity, self-determination, communication and protection of individual rights. 

b) Deeming eligible residents of long-term care facilities age 60 and above. Residents who are under 60 years of age and require advocacy services may be served if the advocacy effort benefits residents age 60 and older. 

c) Developing a facility coverage plan based on Ombudsman complaint/program experience and as a minimum consider nursing facilities ranked at 50 or less in the DADS Quality Reporting System (QRS) overall rating and consider fragile operating facilities that have trustee placement or are scheduled to close as reported by DADS Long-Term Care Regulatory.  Coverage plans showing weekly, monthly and quarterly visitation schedules will be submitted to the Office on a quarterly basis or more frequently if requested by the Office in a format developed in cooperation with the network.  The minimum coverage schedule for stable operating facilities shall be quarterly. 

d) 


Coordinating with state, regional and local agencies and be recognized as an active member in the continuum of care in the communities it serves.

e) Having a mutually positive referral relationship with the Department’s Long-Term Care Regulatory and the Texas Department of Family and Protective Services; (Reference:  TAC §83.11) and;

f) Serving as a catalyst for community involvement in long-term care facilities and being viewed as a credible source of information for the community, the regulatory system, and the nursing home industry.

6) Policy.  The AAA ensures adequate staffing and procedures to resolve residents’ complaints.

7) Procedures.  The AAA employs procedures which, include, but are not limited to, the following:

a) Appointing the managing local ombudsman who shall oversee the local  ombudsman program and provide leadership in a manner that achieves program goals and objectives.

a) Establishing and maintaining a complaint management system that includes as a minimum: 

(1) training for interns and certified volunteer ombudsmen on handling complaints and resolving disputes; 

(2) an intake process for receiving complaints that begins within two business days of receipt and as soon as possible for emergency and safety situations; 

(3) a written process for certified volunteer ombudsmen to identify and investigate complaints and concerns, with referral to the managing local ombudsman or his/her designee when assistance is needed; 

(4) a written process for resolving total complaints that results in a minimum percentage, as defined by the Office, of complaints resolved in an objective and impartial manner.  Per the AAA’s contract with DADS, the ombudsman entity resolves at least 70% of total nursing facility complaints in an objective and impartial manner, as measured by an analysis of ombudsman program performance reports, desk reviews, audits and monitoring.  The percentage of complaints resolved includes those resolved, partially resolved, no action needed, and withdrawn, divided by the total number of complaints received.

Reference:  Texas Department of Aging and Disability Services Contract for Older Americans Act Program, Fiscal Year 2006

(5) a process for reporting complaint activity, as required by the local ombudsman entity and the Office; 

(6) a written process to assure that complaint and client-oriented material remains confidential and is protected from access by unauthorized persons. 

b) Establishing mechanisms to identify and remove conflicts of interest. For example, the AAA may ask prospective volunteers, staff members, contractors, vendors, and committee members to divulge conflicts of interest; 

c) Completing a criminal background check of all volunteer and paid staff ombudsmen prior to certification;

d) Establishing and maintaining a volunteer management system in which the local Ombudsman entity shall: 

(1) analyze the number of volunteers needed for administrative duties, other activities, or facility coverage; 

(2) recruit individuals to become certified volunteer ombudsmen using all appropriate means and conduct appropriate follow-up with individuals who express interest; 

(3) supervise the completion of certification training and internship;

(4) make recommendations for certification of individuals to the Office and assign certified ombudsmen to appropriate long-term care facilities; 

(5) provide state-approved initial certification training and provide 12 hours of local continuing education each federal fiscal year, for certified ombudsmen; 

(6) provide state-approved orientation and training for Friendly Visitors, if the AAA operates such  a program;

(7) support and supervise volunteers involved in the local program during their service;

(8) promote retention through regular communication, recognition, motivational activities, and feedback of satisfaction with program services;

(9) establish and use a grievance and complaint system; and 

(10) develop exit procedures to include input from the volunteers and notify the Office of their status, with comments.  The AAA may use, but is not required to use, the survey tool found in Appendix E.

6) Policy.  The AAA’s ombudsman program provides effective assistance family members of nursing home residents who have concerns about quality of care.

7) Procedures.  The AAA ombudsman entity employs procedures that include, but are not limited to, the following:

b) Ensuring that residents, families, and complainants have regular and timely access to ombudsman services at no cost through a toll-free number or local number that accepts of collect calls; 

c) Supporting the development of family and resident councils; 

d) Providing informational resources relating to quality of care to residents, family, and facility staff.  

e) Being available to provide in-service training in long-term care facilities in the region;

f) Coordinating with regional administrators or their designees of the Department’s Long-Term Care Regulatory division, serving the region at least quarterly, and the Texas Department of Family and Protective Services as needed, to develop efficient referral, communication, and problem-solving procedures; and

g) Participating in a minimum percentage, as defined by the Office, of survey activities with the Department in accordance with the requirements established by the Office. Per the AAA’s FY06 contract with the Department, the AAA’s ombudsman entity participates in a minimum of 65% of nursing facility standard surveys conducted by DADS Long-Term Care Regulatory, of which it has received notice during the first day of the survey.  This shall be measured through an analysis of ombudsman program performance reports, DADS data, desk reviews, audits and program monitoring.  Ombudsman participation during the survey includes exchanging information by any means at any time before or during the survey on complaints, concerns and observation and being present at any part of the survey.  The AAA’s ombudsman entity will receive credit for participation in DMS surveys.

Reference:  Texas Department of Aging and Disability Services Contract for Older Americans Act Program, Fiscal Year 2006

6) Policy.  The Ombudsman Program satisfies the Department’s reporting requirements.

7) Procedures.  The Ombudsman Program employs procedures which include, but are not limited to, the following:

a) Submitting program performance and other reports in accordance with requirements established by the Office and the Department; 

8) Policy.  The Ombudsman Program engages in effective outreach to heighten the public’s awareness of ombudsman services

9)  Procedures.  The Ombudsman Program employs procedures which include, but are not limited to, the following:

a) Promoting local awareness of the ombudsman entity through the frequent use of local and regional resources, including the media.

Reference:  TAC §83.11 

http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=11
10) Policy.  The AAA ensures that Ombudsman Program expenditures are allowable.

11) Procedure.  The AAA employs specific procedures which include, but are not limited to, the following:
a) Ensuring that, if federal funds are expended for any awards to volunteers, that:


i) such awards be used only to recognize volunteers’ special achievements and   
outstanding service;

ii) such awards do not exceed $50 in value per volunteer;

iii) such awards may include, but are not limited to, engraved certificates, plaques, pins and awards of a similar nature.
Reference: Authorization for Gifts to Volunteers, Office of the Attorney General, State of Texas, Administrative Law Division Memorandum issued by Melissa Juarez on November 13, 1998

CHAPTER V. 
SERVICE STANDARDS/ REPORTING REQUIREMENTS

A.

General Service Requirements
1) Purpose.
This section sets forth the AAA’s Policies and Procedures to ensure that all services funded in whole or in part with funds provided by the Department under the Older Americans Act, amended, State general revenue, or other funding source granted or contracted to the Department comply with the General Service Requirements found at TAC §84.1.

2) Policy.
The AAA ensures that persons served through Title III funds are eligible.

3) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:

a) Limiting eligibility to the following groups, with the exception of specific Older Americans Act services that may be included in specific service delivery rules for Title III caregiver services, congregate meals, home delivered meals, benefits counseling, and services to the frail and/or homebound: 

i) any person age 60 or over, for all services authorized under the Act; or 

ii) families and caregivers who are responsible for the care or support of a person age 60 or over with Alzheimer's disease and related disorders with neurological and organic brain dysfunction and to the families of such victims, for supportive services authorized under the Act. 

4) Policy.  The AAA creates controls to ensure that its service providers are in compliance with Departmental requirements.

5) Procedures.  The AAA employs procedures that include, but are not limited to, the following:

a) Including in its contracts/vendor agreements requirements that service providers protect client information records, according to the following minimum requirements: 

i) No information about a client, or obtained from a client by the service provider or the AAA is disclosed by the service provider or AAA in a form that identifies the person without the informed consent of the client, caregiver, or legal representative,
 unless the disclosure is required by court order or for program monitoring by the AAA and/or authorized Federal or State agencies; 

ii) Only authorized personnel of the Department, the AAA or the service provider shall have access to confidential client information records; 

iii) Confidential client records must be maintained in a secure, locked facility when not in use by authorized personnel; 

iv) Access to client information maintained in computer equipment must be limited through accepted computer security practices, including, but not limited to, password protections; 

v) The AAA and its service providers are not required to disclose those types of information or documents that are exempt from disclosure under the Federal Freedom of Information Act, as amended, and 

vi) AAAs may not require a provider of legal assistance under this part to reveal any information that is protected by attorney client privilege, as required in §705(b) of the Older Americans Act, as amended.

b) Ensuring that written client complaint procedures are established for use by the  AAA and its service providers. These procedures shall provide all clients with the opportunity and means for communicating aspects of the service that have negative impact on them. Each client must be informed of his/her right to make such complaints and of the procedures for filing such complaints prior to initiation of the service. 

c) Ensuring that written appeals procedures are established for use by the AAA and its service provider. These procedures shall provide all clients or their advocates with the opportunity to appeal staff decisions concerning the provision of services to the client, including, but not limited to, the initiation or termination of services, and increases or decreases in service. It is the responsibility of the service provider to give specific consideration to the client's concerns. These procedures are intended to precede client appeals to the Department and shall include procedures for referral to the Department using procedures for such appeals as adopted by the Department only after local appeals have been exhausted. 

d) Ensuring that organizations under contract/vendor agreement to operate nutrition sites, senior centers, or adult day care centers, or to provide other support services under the Older Americans Act do not limit such facilities and services to membership in a specific private organization, group, association, or fraternal organization, or show discriminating preference for such membership. 

e) Ensuring that each service provider, whether the AAA or its contractor, maintains documentation of the following: 

(1) Contract/vendor documents; 

(2) Expenditure reports and all accounting records used to prepare the expenditure reports, including records for program income and other cash and in-kind contributions; 

(3) Programmatic records, including client information and services provided to each client as defined in Department standards relating to automated information systems. 

(4) Property records. 
(5) Other records that are required by the contract with the Department and relevant sections of the TAC. 

ii) The AAA and its service providers retain all records for a minimum of five years after termination of the contract and until any pending litigation, claim or audit involving these records is resolved. 

iii) The AAA, the Department and/or authorized representatives have access to these records for purpose of audit or to make examinations, excerpts, and transcripts for hearings or other administrative proceedings. The Federal Freedom of Information Act (5 USC 552) does not apply to such records. Unless required by Federal, State, or local law, service providers are not required to permit public access to such records. 

f) Ensuring that each service provider uses written procedures for client contributions. These procedures shall: 

i) provide all eligible clients, their family members and/or advocates with the opportunity to make voluntary contributions to the services they receive; 

ii) protect the privacy of such contribution; 

iii) safeguard and account for all contributions; and

iv) allow contractors to establish suggested contribution schedules that consider the income ranges of the client population and the contractor's other resources. 

g)  Ensuring that these procedures do not: 

i) require a contribution as a condition for receiving services; or 

ii) establish income as a means test when establishing suggested contribution schedules. 

h) Ensuring that service providers maintain insurance that protects clients’ and employees’ health and safety and  complies with all applicable state and federal statutes.  

6) Policy.  The AAA creates controls so that service providers’ public facilities are as safe, accessible, and visible as possible, and are in compliance with requirements of the Americans with Disabilities Act.

7) Procedures.  The AAA employs policies that include, but are not limited to, the following:

a) Ensuring that service providers operate nutrition sites, senior centers, adult day care centers, or other facilities funded by the Older Americans Act do the following: 

i) locate the facility as close as possible to the majority of eligible persons in the preferred target group in the service area; and 

ii) comply with all applicable local building codes, ordinances, and health department requirements, as well as all federal and state laws and regulations. 

b) Ensuring that service providers located within the AAA region have  signs that identify them. 

c) Prohibiting the smoking of tobacco during the hours of operation of senior programs and in footage designated for senior activities funded by the Department. 

8) Policy.  The AAA separates its advocacy efforts from prohibited activities.

9) Procedures.  The AAA employs procedures which include, but are not limited to, the following:

a) Complying with 45 CFR Part 93 (http://www.washingtonwatchdog.org/documents/cfr/title45/part93.html#93.100),

      which prohibits the use of Federal funds through a direct charge or indirect  

      charge to support employee time, supplies, or use of AAA stationery used in a 

      lobbying effort.  

b) Complying with Texas Government Code 556.0055 (http://www.capitol.state.tx.us/statutes/docs/GV/content/htm/gv.005.00.000556.00.htm), which restricts a political subdivision that receives state funds from using funds to pay lobbying expenses incurred by the recipient of the funds for the purpose of affecting the outcome of legislation, agency rules, ordinances, or other government policies. 
Reference:  TAC §84.1, 45 CFR 1321.59 (d)

(http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=84&rl=1)
c) Obtaining clarification from the Department whenever necessary, and submitting a written inquiry to the Help Desk, at:  www.t3ahelp@dads.state.tx.us whenever documentation is desired.  The Help Desk will be the definitive source of information on the Older Americans Act and rule interpretations, policy interpretations.
Reference:  TA 05-05
B. 
Transportation Service Standards
1) Purpose.  
This section sets forth the AAA’s policies and procedures for transportation services funded by the Older Americans Act.

2) Policy.  
The AAA ensures that all service providers deliver services that help maintain the independence and dignity of the elderly.   

3) Procedures. 
   AAA employs specific procedures that include, but are not limited to, the following:

a) Allowing the purchase of transportation services from public agencies, nonprofit agencies, private for profit agencies, and/or private individuals.  

b) Determining whether transportation will be paid through subcontract, direct purchase of service, or direct service. 

c) Requiring that demand-response transportation provide, at a minimum, curb-to-curb, non-emergency service.

d) Determining whether transportation services will be funded under the categories of:

(1) demand-response, defined as transportation designed to carry older individuals from specific origination to specific destination upon request.  Clients request the transportation service in advance of their need, usually twenty-four to forty-eight hours prior to the trip. 

(2) fixed route service, defined as transportation service that operates in a predetermined route that has permanent transit stops, which are clearly marked with route numbers and departure schedules.  The fixed-route does not vary and the provider strives to reach each transit stop at the scheduled time.  The client does not reserve a ride with fixed route transportation.

e) Ensuring that transportation services are in compliance with the ADA;

f) Specifying in the RfP and/or vendor applications the category(ies) of transportation the AAA intends to fund, and requiring respondents to specify which activities participants will be transported to and from (e.g., doctors’ offices, senior center, other businesses);

i) Excluding from unit rate determination any expenses incurred in providing other services (e.g., Medicaid transportation, public transportation) not specified in the request for proposal and/or vendor application. All such services shall be funded entirely apart from the Title III program. 

ii) Negotiating unit rates for transportation on the basis of units being purchased by the AAA, applicable program income, and match (if applicable).  These rates will be “cash rates” and do not include in-kind or volunteer time.

g) Complying with all of the General Services Requirements outlined in TAC §84.1.

h) Complying with §1001), (2), (19), and (20) of this title (relating to Support Documents), provisions of the Texas Traffic Laws pertaining to Motor Carrier, Texas Civil Statutes, Article 911b, Uniform Act, Texas Civil Statutes, Article 6701b, and Commercial Vehicle Lighting and Reflector Requirements; Miscellaneous Traffic Laws, Civil Practice and Remedies Code, Chapter 74, pertaining to the Good Samaritan Law; Human Resources Code, §121.007; Drivers License, Texas Civil Statutes, Article 6687b, Article 6687b-2; Safety Responsibility, Texas Civil Statutes, Article 6701h, pertaining to Motor Vehicle Safety Responsibility Act, and the Texas Railroad Commission, 16 TAC §5.171, and the Texas Traffic Laws relating to Evidence of Insurance Required. 
i) Following the accident reporting procedures established by the Department. 
j) Requiring that transit providers receiving Title III funding provide transit staff with training in the areas of scheduling and dispatching, defensive driving, passenger handling and assistance, first aid, and CPR training. 

k) Monitoring activities in accordance with TAC §83.1(e) and §83.19.

l) Coordinating with transit providers to eliminate duplication and maximize resources. 

m) Prohibiting use of vehicles purchased all or in part with Older Americans Act funds for personal business or pleasure.

Reference:  TAC §84.3 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=84&rl=3)

n) Prohibiting Title III-B funds from being used to purchase transportation for persons who are under the age of 60.

Reference:  OASO PI-04-06

C. 
Nutrition Service Standards
1) Purpose.
This section sets forth the AAA’s policies and procedures for its congregate and/or home-delivered meal programs.

2) Policy.
The AAA ensures that all service providers serve persons who are eligible. 

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:



a) Ensuring that eligible persons be limited to those who are age 60 or over, spouses of persons age 60 and over; handicapped and disabled persons who are under the age of 60 but who live in housing facilities that are occupied primarily by older individuals and have congregate nutrition services; persons who volunteer during the meal hour; and persons with disabilities who live at home with and accompany eligible older individuals to congregate sites.

Reference:  Older Americans Act Sec. 339 (2)(I)
b) Complying with the following eligibility standards, with regard to caregiver services:

i) Permitting a caregiver who is a spouse of a home-delivered meal recipient to receive a home-delivered meal, if receipt of the meal is in the best interest of the homebound person and have that meal counted for the Nutrition Services Incentive Program (NSIP) under Title III-C2;

ii) Allowing a caregiver who is not a spouse and is at least 60 years of age, but not homebound, to receive a home-delivered meal only if funded by Title III-E, Supplemental Services.  Such a meal would not be eligible for NSIP.

iii) Allowing a caregiver who is not a spouse and is under the age of 60 to receive a home-delivered meal only if funded by Title III-E, Supplemental Services.  Such a meal would not be eligible for NSIP.

Reference:  OASO PI-04-05

c) Complying with the following eligibility standards, with regard to NSIP services:

i) Counting meals as NSIP-eligible only if the following conditions are met:
(1) The recipient is qualified to receive services under the OAA as defined in Title III or Title VI;

(2) The recipient is not means-tested for participation; 

(3) The meals are provided in compliance with the nutrition requirements of the OAA; 

(4) The meals are provided by an eligible agency (has a grant or contract with a SUA or AAA) or a Title VI provider; and 

(5) The recipient is given an opportunity to contribute to the cost of service.
Reference:  NSIP Frequently Asked Questions (http://www.aoa.gov/about/legbudg/oaa/legbudg_oaa_faq_pf.asp#Nutrition)

d) Requesting a waiver from the Department if any of its nutrition providers serve meals less than five days a week.
  For example, if a provider delivers one hot meal and four frozen meals on a certain day of the week, that provider has served meals less than four days per week.  This waiver is intended for providers in rural areas, and must be in place before a nutrition provider reduces its serving days. 

i) Waiver requests for congregate meals should include the following:

(1)  affected area(s);

(2)  what days meals will be provided, and;

(3)  condition and that makes the request necessary.

ii) Waiver requests for home-delivered meals should include the following:

(1) affected areas;

(2) number of serving days per week;

(3) number of clients are served less frequently than five days per week;

(4) type of meal that will be substituted for hot meal (e.g., cold, frozen, dried, canned, or supplemental liquid);

(5) condition that makes waiver request necessary; and

(6) If the provider is a common provider, a statement whether the DADS Contract Manager has authorized fewer serving days.

(7) assurance that the provider has written procedures in place to ensure significant changes in the meal participant’s physical or mental condition or environment is reported, investigated and appropriate action is implemented within one business day following notification of the change;

(8) assurance that sanitary and safe conditions can be provided by the service provider and the participant for storing, thawing and heating;

(9) assurance that the home delivered meal participant or another available person can safely handle the meal when the participant is confused, frail, or otherwise disabled and unable to safely handle the meal.

iii) If granted, the waiver will be in effect for the current Area Plan cycle.  The AAA must request a new waiver when a new Area Plan cycle.

iv) The AAA does not need to seek a waiver in order for nutrition providers to close on holidays.  (Please note that there may be no more than ten holidays per year on which the provider does not serve, unless the Department has granted prior approval for additional days to be without meal service).

Reference:  PI 06-01

e)  Establishing the following standards for reporting of second meals served by a congregate meal provider:

i) Allowing a frozen or shelf stable meal sent home with an eligible client for a holiday, inclement weather, or for an older individual who is identified as “nutritionally high risk.”  In this case the AAA reports and counts the meals as second meals.  

ii) Prohibiting a second meal served and consumed in a congregate setting as being reported as eligible.  Such meals are considered “add-ons,” and the AAA should counted or report these as meals funded by DADS, program income or matching funds.  

iii) Allowing different meals (e.g., breakfast, lunch or dinner) consumed at separate settings during the same day to be considered individual meals.  These are eligible meals, and the AAA counts and reports them to DADS.  Requiring that home delivered meal participants, at the time of service initiation, meet the minimum score requirement on the legacy DHS Form 2060, as established by the Department, and have demonstrated need.   As of January 31, 2006, the minimum score requirement is 20.

Reference:  PI 06-05

f) Requiring that home delivered meal participants be reassessed by the AAA or its service provider not less than once per year. 

g) Requiring that a Nutritional Risk Assessment  be completed for all meal participants, not less than once every twelve months. 

4) Policy.  The AAA creates controls to ensure that facilities are safe.

5) Procedures.  The AAA employs procedures which include, but are not limited to, the following:

a) Requiring that service providers follow procedures and maintain facilities that are in compliance with all applicable federal, state and local fire, health, sanitation and safety laws and regulations. All food preparation, handling, and service activities shall comply with Texas Department of State Health Services Division of Food and Drug, Texas Food Establishment Rules http://info.sos.state.tx.us/pls/pub/readtac$ext.ViewTAC?tac_view=5&ti=25&pt=1&ch=229&sch=K&rl=Y.

b)  The contractor must provide a copy of all required inspection results to the AAA within five calendar days of receiving results.

c) Requiring that service providers comply with requirements described in TAC §83.1(e), relating to records.

d) Requiring that facilities are located in close proximity to the majority of older individuals’ residences.  The preferred location is a multipurpose senior center within walking distance or with transportation service provided. 

6) Policy.  The AAA ensures that Title III and NSIP meals are consistently available, nutritious, safely prepared and delivered.

7) Procedures.  The AAA employs procedures which include, but are not limited to, the following:

a) Requiring that the contract agency serve meals in accordance with the provisions identified in the Older Americans Act, §331 and §336 concerning program authorization.  As such, nutrition projects should offer meals five days a week, except in rural area where such frequency is not feasible and a lesser frequency is approved by the Department.

b) Requiring that each meal shall comply with the provisions of the Older Americans Act, §339, concerning compliance with Dietary Guidelines for Americans and recommended dietary allowances.   As such, a project that provides one meal a day must ensure that such meal meets, at a minimum, 1/3 of the recommended daily allowance for adults.

c) Requiring that each meal included on the menu and a list of allowable substitutions be approved by a dietician consultant as meeting 1/3 of the recommended dietary allowance (RDA) for older adults and the Dietary Guidelines for Americans. The approval must occur and be documented prior to the date the meal is served. The dietary consultant must be a registered dietician who is: 

i) licensed by the Texas State Board of Examiners of Dieticians; or 

ii) has a baccalaureate degree with major studies in food and nutrition, dietetics or food service management. 

iii) d)  Requiring that planned menus provider for variety in flavor, consistency, texture, temperature and variety. 

d) Requiring that food production be planned and managed by the contract agency through the use of standardized recipes adjusted to yield the number of servings needed, and to provide for consistency in quality and documented nutrient content of food prepared. 

e) Allowing therapeutic medical diets to deviate from the standard menu pattern as required by the participant's medical condition, as documented by his/her physician. 

The provision of therapeutic medical diets will be determined by a nutrition/meal provider agency's ability to provide therapeutic medical diets. 

f) Allowing frozen, chilled or shelf-stable meals to be provided in accordance with the Department's procedures only if the following conditions exist: 

i) Sanitary and safe conditions can be provided by the contract agency and the participant for storage, thawing and reheating. 

ii) Meals can be safely handled by the participant or by another available person when the participant is confused, frail or otherwise disabled and unable to safely handle the meal. 

g) Requiring that supplies and carriers be used so that hot foods are packaged and transported separately from cold foods. 

i) Requiring meal carriers that are used to transport trays or containers are enclosed to protect such food from contamination, crushing or spillage and are equipped with insulation and/or supplemental hot or cold sources as is necessary to maintain safe temperatures. 

ii) Requiring meal packaging to meet the following criteria: 

(1) be sealed to prevent the moisture loss or spillage to the outside of the container, and to maintain a safe temperature throughout transport; 

(2) be designed with compartments to separate food items for visual appeal and minimize spillage between compartments; and 

(3) be easy for the participant to open. 

h) Ensuring that holding time for hot food does not exceed four hours from the time when the food is taken from the equipment in which cooking or reheating is completed until it is served to the participant. 

i) Maintaining the following standards for delivery:

i) Requiring that meals be prepared and packaged so that delivery can be made within the preferred delivery window of 11:00 am to 1:00 pm. 

ii) Prohibiting meals from being left unattended. The contract agency will develop written procedures for meal delivery that are in the interest of maximum sanitation and safety for the meal participant.

iii) Requiring contract agencies to have written procedures in place to ensure  follow-up with participants when they are not home to receive meals. 

iv) Requiring contract agencies to have written procedures in place to ensure significant changes in the meal participant's physical or mental condition or environment are reported, investigated and appropriate action is implemented within one business day following notification of the change. 

8) Policy.  The AAA creates controls to ensure that service providers are qualified to render nutrition services.

9) Procedures.  The AAA employs procedures that include, but are not limited to, the following:

a) Requiring that the contract agency provide at least one hour of training to all staff and volunteers who serve and/or deliver meals. Alternatively, the same information may be provided to staff and volunteers in a AAA contract manager-approved written document. This information must be provided before staff assume duties and must include: 

i) client confidentiality; 

ii) procedures used in handling emergency situations involving clients; 

iii) sanitary methods used in serving and delivering meals; 

iv) general knowledge and basic techniques of working with persons who are aged and persons who are disabled; and 

v) personal hygiene. 

b) Ensuring that the contract agency provide all staff, including volunteers who come in contact with clients in a capacity other than just serving or delivering meals, with at least two hours of training before assuming duties. Training must include: 

i) client confidentiality; 

ii) procedures used in handling emergency situations involving clients; 

iii) sanitary methods used in serving and delivering meals; 

iv) general knowledge and basic techniques of working with persons who are aged and persons who are disabled; and 

v) orientation in applicable Department, AAA and contract agency forms, rules, procedures and policies. 

c) Requiring that the contract agency’s food service supervisor complete at least two hours of training before assuming duties. The training must cover the following sanitation and safety areas: 

i) personal hygiene; 

ii) food storage, preparation and service; 

iii) equipment cleaning before, during and after meal service; 

iv) selection of proper utensils and equipment for transporting and serving foods; and 

v) automatic and manual dishwashing procedures. 

d) Requiring that the contract agency’s food service supervisor complete at least six hours of training no later than 30 days after assumption of duties in the following food preparation areas: 

i) practical procedures for food preparation, storage and serving; 

ii) portion control of food in appropriate dishes; 

iii) use of standardized recipes; 

iv) nutritional needs and meal pattern requirements of older adults to be served; and 

v) quality control of: 

(1) flavor; 

(2) consistency; 

(3) texture;

(4) temperature; and 

(5) appearance (including the use of garnishes). 

e) Requiring that the food service supervisor comply with the Texas Department of State Health Services rules regarding the knowledge and demonstration of a food protection manager. 

f) Requiring the contract agency maintain verification of the completion of all training activities.  

10) Policy. The AAA ensures that all service providers comply with Departmental requirements.

11) Procedures.  The AAA employs procedures which include, but are not limited to, the following:

a) Developing an outreach plan that identifies eligible clients, with an emphasis on older individuals who have greatest economic and social need, with particular attention to low income, minority individuals, and older individuals residing in rural communities, have severe disabilities, have limited English-speaking ability, and/or have Alzheimer’s disease or related disorders with neurological and organic brain dysfunction.  The service provider will maintain this plan for monitoring purposes.

b) Requiring that nutrition education be provided on a monthly basis to nutrition clients. The nutrition provider will develop an annual plan for such education that includes subject matter, presenter, materials used and source of information presented.  The nutrition provider will maintain this plan for monitoring purposes.

c) Monitoring the service provider in accordance with TAC §83.1(d) http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1) and TAC §83.19,

relating to provider reviews or, for a vendor, TAC §83.1(f) and §83.19, relating to vendor reviews.

d) Requiring that the service provider conduct in-house monitoring to document holding times, safe temperatures and quality of meals. 

12) The AAA and service providers maintain a client focus in nutrition programs.

13) The AAA employs procedures which include, but are not limited to, the following:

a) Requiring that facilities and equipment of the service provider be available in emergencies and disasters according to a plan that puts high-risk older participants as a priority. 

i) The service provider shall adopt written procedures to provide for the availability of food to participants in emergencies and disasters. 

b) Requiring that the service provider develop complaint procedures and inform clients in writing of these complaint procedures on or before initiation of service, using the Department’s mandatory Client Rights and Responsibilities form. Documentation of receipt of the complaint procedure by the meal participant must be maintained by the service provider for monitoring purposes. 

i) Service providers shall investigate and respond in writing to all written complaints in a timely manner. 

ii) The service provider will maintain documentation of complaints that includes but is not limited to: 

(1) the date the service provider receives the complaint; 

(2) the name of the complainant; 

(3) the nature of the complaint;

(4) the outcome of the complaint; and 

(5) the date final action was taken. 

(6) The service provider will promptly initiate investigation by local health authorities of complaints involving two or more persons with symptoms of food borne illnesses within a similar timeframe after consuming food from the service provider. Service providers will report such complaints as required in Department procedures.  

c) Ensuring that the service provider allow meal participants the opportunity to complete a customer satisfaction survey not less than once per year. 

i) The service provider will use the results from the completed customer satisfaction surveys to establish benchmarks and to make necessary improvements identified through the surveys.

d) Requiring that service providers obtain prior written approval from the AAA before subcontracting the preparation and/or delivery of nutrition services.

Reference:   TAC §84.5 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=84&rl=5)
D.
Participant Assessment

1) Purpose.
The AAA has the option of funding participant assessment as a means to  procure assessment data for home-delivered meals and other in-home services. This section establishes the AAA’s policies and procedures for conducting and reporting participant assessment activities, if it chooses to fund participant assessment.

2) Policy.
The objectives of participant assessment are to assess a prospective client’s eligibility, functional impairment score, nutritional risk score, and individual needs, and to plan and arrange for the provision of the service for those who qualify. 

3) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following: 
a) Including as service activities: 

i) assessment of the participant's functional abilities, dietary needs, and eligibility for home delivered meals and other in-home services, including arranging for services to begin and appropriate referral to other services, and completion of the forms as required by Department procedures; 

ii) reassessment of the participant including completion of the forms required per Department procedures to assess the participant's functional abilities and dietary needs, as appropriate and necessary, eligibility, and identification of any changes in the person's life that could impact his/her functional level; and 

iii) travel to and from the home of the applicant/participant for the purpose of assessment or reassessment. 

b) Developing and maintaining procedures for determining eligibility and assessing needs so that services are delivered to eligible persons only.

i) The AAA’s eligibility criteria comply with provisions stated in the Older Americans Act, Sec. 339(2)(I) concerning eligibility.  As such, eligible persons include older individuals, their spouses, persons with disabilities who are under the age of 60 but who live in housing facilities that are occupied primarily by older individuals and have congregate meals provided, individuals who provide volunteer services during the meal hours, and individuals with disabilities who live at home with and accompany eligible older individuals.

ii) If an applicant is assessed as homebound, basing eligibility on an assessment of at least the following: 

(1) impairment in ability to perform activities of daily living or instrumental activities of daily living; 

(2) frequency that a person leaves his/her home and the degree of assistance that is needed to do so; 

(3) ability to prepare nutritious meals and shop for food; and 

(4) resources available to assist older individuals. 

iii) Prior to the inception of service
, conducting and documenting a home visit for assessment of need for service. 

iv) Conducting reassessments at intervals no greater than twelve months for all individuals receiving home-delivered meal services and at intervals as may be deemed appropriate for all other services. 

c) Maintaining a confidential participant case record on each participant served, protected from damage, theft, and unauthorized inspection, and made available for monitoring and audit purposes. Records contain the following information: 

i) intake information, including the minimum data sets required by the Department.  These data sets include all information in bold on the Client Intake and Caregiver Intake forms (available at:  http://www.dads.state.tx.us/business/aging/AAA/Forms/index.html)

ii) documentation of eligibility, assessment, and reassessment; and 

iii) procedures for emergency care. 

d) Establishing and following written procedures by the service provider to obtain the informed consent of the participant for release of personally-identifiable  information to other service providers.

e) When conditions are discovered during the assessment that warrant referral, assisting participants in taking advantage of other services. Participants are referred to appropriate agencies as warranted by their condition and in accordance with the Department's procedures. 

f) Requiring that service providers maintain records and reports in compliance with the Department's procedures. 

g) Conducting periodic evaluations of participants' records of assessment and reassessment to verify that eligibility criteria for services are met. 

Reference:  TAC §84.6 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=84&rl=6)

E.
Homemaker Service Requirements

1) Purpose.
This section sets forth the AAA’s policies and procedures for its homemaker program.

2) Policy.
If the AAA funds homemaker service, it ensures that homemaker activities are client-focused and allowable.

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Designing services based on an individualized care plan. 

b) Restricting services to persons 60 years of age or older who are functionally impaired in their ability to perform regular activities of daily living, but do not need personal care assistance

c) Accepting referrals from self, physician, hospital, case manager, family member, friend, or other service providers. 

d) Providing services in the client's place of residence, and not in a nursing home, personal care home or other setting where the provision of this service is included in the cost of the care. 

e) Allowing activities of the homemaker program to include the following: 

i) housekeeping or home management.  This includes the following activities / tasks: 

(1) housecleaning; 

(2) laundering;

(3) ironing and mending clothes and linens; 

(4) washing dishes and utensils; 

(5) bagging garbage and putting it outside; 

(6) making beds and changing linens; 

(7) shopping for household essentials; 

(8) assisting client in organizing household routines; and

(9) performing necessary reading and writing tasks, if requested; 

ii) meal preparation.  This includes the following activities and tasks: 

(1) assisting in planning nutritious menus; 

(2) preparing and serving meals; and 

(3) utilizing sanitary practices for handling and preparing food; 

iii) escorting a client on trips to obtain health care services and other necessary items and services. If the homemaker employee drives the client in her/his personal vehicle, she/he must carry proper proof of vehicle liability insurance to cover this type of transportation.   This coverage is usually in excess of the standard liability coverage issued by automobile insurance carriers.

f) Requiring that homemakers do not provide personal care activities prohibited in 25 TAC 115.1-115.62, concerning home and community support services agencies. 

i) Other activities that the AAA prohibits are: 

ii) home repair; 

iii) pet grooming; 

iv) yard maintenance; 

v) moving heavy objects such as furniture; 

vi) performing services for members of the household other than the client; 

vii) transporting the client in homemaker's personal vehicle unless proof of liability insurance has been verified in writing by the homemaker agency to cover the instance; 

viii) performing tasks not assigned by the supervisor; 

ix) accepting gifts above minimal value; 

x) bringing persons to the client's home who are not there in any homemaker service-related capacity; 

xi) taking personal items from the client's home; 

xii) assuming control of the financial or personal affairs of the client or her estate, including power of attorney, guardianship or conservatorship; and 

xiii) committing any act of abuse, neglect, or exploitation. 

g) Ensuring that service providers deliver services in the following manner:

i) Case managed services shall adhere to procedures established by the Department in accordance with this section, relating to care coordination services. 

ii) At least every six months, conducting a home visit to each client to determine if the needs of the client are being met, to determine if the homemaker is performing tasks according to the service plan, and to remedy any areas of deficiency. 

iii) Ensuring that each client shall be reassessed as needed, but at least every twelve months.

iv) Conducting the reassessment when the client's needs have changed. 

v) Addressing in the reassessment any changes in the client’s cognitive, emotional, physical, functional, and economic status, and physical/social environment in which the client lives. 

vi) Identifying an emergency contact person for each client.  As the reassessment is conducted, the emergency contact person and phone number(s) will be verified and updated. 

4) Policy.  The AAA creates controls to ensure that homemaker providers are qualified to render services.

5) Procedures.  The AAA employs procedures that include, but are not limited to, the following:

a) Requiring that program supervisors successfully complete two years of full-time study in social or behavioral sciences at an accredited college or university, and have supervisory experience. Substitution of a year of full-time employment in a social or human service agency for each year of college is allowed for individuals with a high school diploma or General Equivalency Diploma (GED). In addition, supervisors should have experience in housekeeping or home management and meal preparation activities. 

i) All homemakers shall meet the following requirements:

(1) be at least 18 years of age or older; 

(2) have the ability to follow oral and written instructions and keep simple records; 

ii) have previous experience providing care to aged or disabled adults; and 

iii) have experience in or receive training in each service activity. 

b) Requiring the provider agency to provide services with personnel who meet the qualifications and competencies to perform services on clients’ care plans. 

c) Requiring the provider agency to perform the following activities: 

i) orient personnel to their job responsibilities, including, but not limited to: the philosophy and values of community integration and consumer-driven care; report of abuse or neglect; and changes in the client's health condition that require emergency procedures or health services;

ii) maintain documentation to demonstrate that employees are able to perform the services for which they are responsible; and 

iii) determine the need for and require employees to participate in in-service training as appropriate. The provider agency may provide the training or assist employees in locating and attending the appropriate training. 

d) Requiring that provider agencies comply with the administrative and other requirements specified the General Service Requirements policies and procedures. 

i) Requiring provider agencies to have a written contingency plan in the event of dissolution for continuity of client care. Records must be maintained in accordance with the Department's established procedures. 

ii) Requiring provider agencies to maintain accurate administrative, fiscal, personnel, and client case records that are accessible and available to authorized representatives of the AAA, DADS, AoA, and others as required by law. 

iii) Requiring provider agencies to inform clients and/or caregivers in writing of the terms of their agreement for services. The information provided will include the following, as a minimum data set: 

(1) services to be provided;

(2) supervision by the agency of services provided; 

(3) agency charges for services rendered (if applicable), and if the charges will be paid in full or in part by the client or family; 

(4) the client's or family's opportunity to contribute voluntarily toward the cost of services; and

(5) a copy of the agency's complaint procedures. 

e) Monitoring and evaluating program performance in accordance with the procedures related to the service provider, whichever is appropriate.

Reference:  TAC §84.7 (http://info.sos.state.tx.us/pls/pub/readtac$ext.ViewTAC?tac_view=4&ti=40&pt=1&ch=84&rl=Y) and TAC §83.19 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=19)

F.  
Data Management

1) Purpose.
This section establishes the AAA’s policies and procedures for Data Management services.

2) Policy.
 If the AAA funds Data Management, it may include under this service activities directly related to data entry, reporting and records retention for non-direct services.  Additionally, direct purchase of service, service authorization activities related to Congregate Meals, Home Delivered Meals, and Transportation services performed by the AAA may also be included as Data Management costs.

3) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:
a) Managing, at a minimum, the following types of data: 

i) initial participant data entry into the Department's automated information system software; 

ii) monthly service level reporting into the automated information system software, or other means; and 

iii) retention and safeguarding the assessment records of participants. 

b) Developing, organizing and maintaining a confidential participant case record on each participant served, protected from damage, theft, and unauthorized inspection, and made available for monitoring and audit purposes. Records shall contain the following information: 

i) intake information; 

ii) documentation of eligibility, assessment, and reassessment; and 

iii) procedures for emergency care. 

c) Requiring that the service provider use DADS forms to document the consent of the participant for release of confidential information to other service providers when referrals are made. 

d) Requiring that service providers maintains records and reports in compliance with the Department's procedures.

e) In the event the AAA contracts/executes vendor agreements for Data Management services, ensuring that its  contractor conducts periodic evaluations of participants' records of assessment and reassessment to verify that eligibility criteria for services are met.  The AAA must also  conduct its own performance measures testing to ensure accuracy in reporting.
Reference:  TAC §84.8 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=84&rl=8)

G. 
Personal Assistance Service Requirements 

1) Purpose.
This section establishes the AAA’s policies and procedures for personal assistance services.

2) Policy.
The AAA ensures that personal assistance services are authorized through the AAA’s care coordination and/or caregiver support program.

3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Targeting persons 60 years of age and older who are at least moderately impaired in their functioning regarding activities of daily living and/or vulnerable elderly persons who require assistance with service management. 

b) Accepting referrals from self, physician, hospital, case manager, family member, friend, or other service provider. 

c) Providing services in the client's place of residence and prohibiting services to be provided in a nursing home, personal care home or other setting where the provision of this service is included in the cost of care. 

d) Securing a vendor agreement with one or more home and community support services agency that have been licensed by the Texas Department of State Health Services. 

e) Allowing activities of the attendant to include, but not be limited to the following:

i) Personal care. Assistance with activities related to the care of the client's physical health include: 

(1) bathing; 

(2) dressing;

(3) preparing meals; 

(4) feeding;

(5) exercising; 

(6) grooming; 

(7) caring for routine hair and skin needs; 

(8) taking self-administered medication; 

(9) toileting; 

(10)transferring/ambulating. 

ii) Home management. Assistance with housekeeping activities that support the client's health and safety include: 

(1) changing bed linens; 

(2) housecleaning; 

(3) laundering; 

(4) shopping; 

(5) storing purchased items; 

(6) washing dishes. 

iii) Escort. Accompanying the client on trips to medical appointments or to purchase medical supplies are allowable activities. 

f) Prohibiting the following activities: 

i) home repair; 

ii) pet grooming; 

iii) moving heavy objects such as furniture;

iv) yard maintenance; 

v) performing services for members of the household other than the client; 

vi) transporting the client in the attendant's personal vehicle or the client's vehicle unless proof of liability insurance has been verified in writing by the homemaker agency to cover the instance; 

vii) performing tasks not assigned by the supervisor; 

viii) accepting gifts above minimal value; 

ix) bringing persons to the client's home who are not there in any attendant-related capacity; 

x) taking personal property from the client's home; 

xi) assuming control of the financial or personal affairs of the client or of his or her estate, including power of attorney, guardianship, or conservatorship; and

xii) committing any act of abuse, neglect, or exploitation. 

g) Ensuring that service providers deliver services in accordance with the Health and Safety Code, Chapter 142 (http://www.capitol.state.tx.us/statutes/docs/HS/content/htm/hs.002.00.000142.00.htm)

h) Requiring that personal assistance services performed by service providers  be authorized by a case manager in accordance with procedures outlined in TAC §83.3

i) Requiring that any agency that provides personal assistance services with DADS funds abide by the memorandum of understanding between the Texas Department of State Health Services and the Board of Nurse Examiners that defines personal assistance services to include health related tasks. 

j) Monitoring and evaluating program performance in accordance with procedures established for monitoring of direct purchase of services.

Reference:  TAC §84.9 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=84&rl=9)

H.
Adult Day Care Service Requirements

1) Purpose.
This section establishes the AAA’s policies and procedures for adult day care service.

2) Policy. The AAA has the option of funding adult day care service as a means to promote clients’ safety, health and socialization.
3)  Procedures. The AAA employs specific procedures which include, but are not limited to, the following:

a) Targeting persons 60 years of age or older and/or their spouses who: 

i) are at least moderately impaired in their functioning regarding the performance of activities of daily living and instrumental activities of daily living; and 

ii) lack access to these services through other sources. 

b) Allowing services to be provided in a variety of settings outside of the client's own home. 

c) Requiring an adult day care program that provides health, social, and related support services to be licensed by DADS.  

d) Activities of the Department’s licensed adult day care program are specified in Chapter 103 of the Human Resources Code (http://www.capitol.state.tx.us/statutes/docs/HR/content/htm/hr.006.00.000103.00.htm).  This program may include nursing, rehabilitative, nutrition, transportation and other supportive services. 

e) Monitoring and evaluating performance of adult day care programs not licensed as required in accordance with the AAA’s procedures established for monitoring services.
Reference:  TAC §84.13 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=84&rl=13)

I. 

Emergency Response Service Standards

1) Purpose.
This section establishes the AAA’s policies and procedures for emergency response services.

2) Policy.
  The AAA has the option of funding emergency response services in order to promote safety and security of clients with disabilities. 
3) Procedures.   The AAA employs specific procedures that include, but are not limited 
to, the following:

a) Targeting persons age 60 or older, with priority given to those with the greatest economic or social needs, and who: 

i) live alone, are alone during the night , are alone routinely for eight or more hours during a 24-hour period, or live with an incapacitated individual who could not call for help or otherwise assist in an emergency; 

ii) are mentally alert enough to operate the equipment properly; 

iii) have a telephone with a private line, if the system requires a private line to function properly; 

iv) are willing to sign a release statement that allows the responder to make a forced entry into the client's home if he is asked to respond to an activated alarm call and has no other means of entering the home to respond; 

v) live in a place other than a skilled institution, personal care home, foster care setting, or any other setting where 24-hour supervision is available; 

vi) are at greatest risk, such as being prone to falling, or have an existing medical condition that may be life-threatening if client does not receive immediate assistance. 

4) Policy.  The AAA creates controls to ensure that ERS units are properly installed and monitored.

5) Procedures.  The AAA employs procedures that include, but are not limited to, the following:

a) Requiring that the provider agency coordinate and oversee the installation and management of the system.   The provider agency is responsible for the following:

i) Immediately upon completing installation, teaching client how to use the system and verifying client’s understanding during a test run. 

ii) Conducting a monthly systems check for each client or making a minimum of three attempts to reach the client on three different days during the month.

iii)  Documenting monthly systems checks and/or attempts to contact the client if the client was not home or not available. 

iv) Repairing or replacing equipment within one day of becoming aware of an equipment malfunction. Ensuring that, once services have begun, a client is not without services for more than one day from the time a malfunction is reported. 

v) Soliciting at least two volunteers who are willing to respond to the client when the alarm is activated. These volunteers may be neighbors, friends or family members who live near the client. These volunteers are in addition to police, fire, and emergency medical services personnel. 

b) Requiring the service provider to have 24-hour, seven-day-a-week emergency response monitoring capability, and meet the following requirements: 

i) be a public agency, or a private, nonprofit or profit corporation that is either chartered with or authorized by the Secretary of State to transact business within the state; 

ii) comply with all provisions of federal laws and regulations, applicable statutes, and any subsequent additions, deletions and amendments to those rules; 

iii) execute a contract with the AAA that allows units to be purchased by performance based unit rate contracting, cost reimbursement contracting, or direct purchase of service contracting;

iv) be licensed by the Texas Board of Private Investigators and Private Security Agencies, unless exempt from its regulation. The provider agency must send a copy of its license and a copy of the annual renewal of its license to the AAA; 

v) notify the AAA in writing of any change in its ownership at least 60 days before the change. A change in ownership is any change that materially or substantially alters the business organization of the provider agency; 

vi) obtain the AAA’s approval to subcontract any services to be performed under the contract. The contractor is responsible for ensuring that subcontractors are able to meet the same requirements as it is required to meet. 

c) Requiring that service providers carry out the following responsibilities: 

i) connect the home unit equipment to the monitoring system and ensure that the equipment has an alternate power source if the power fails. The equipment at the response center shall be equipped with a tape readout that prints the code number of the alarm, the unit/subscriber number, the date, and the time of the activated alarm; 

ii) respond to all alarm calls 24 hours a day, seven days a week.  If the service provider is unable to meet this requirement, the AAA will cancel the contract; 

iii) document alarm calls as they are received and resolved. The documentation includes: 

(1) the date and time the alarm is received; 

(2) the name of the client; 

(3) the name of the contacted responder(s); 

(4) a brief description of the incident and a statement of how the incident was resolved; and 

(5) the date the case manager/program supervisor was notified; 

iv) notify the case manager/program supervisor of any emergency or significant change in the client's condition as soon as possible, but no later than the next work day. The service provider must supply written notification within seven days of the occurrence; 

v) conduct and document a monthly system check for each client; 

vi) repair or replace equipment within one day of becoming aware that the equipment malfunctioned, and document both the malfunction and the action taken;

vii) investigate and respond in writing to all written complaints; 

viii) notify the AAA in writing if the coordinator, provider agency address, or telephone number changes; 

ix) ensure that service is not interrupted because of a change; 

x) test the equipment when the equipment is removed from the client's home, unless a monthly systems check has been conducted during the same calendar month, or the provider agency is unable to test the equipment because: 

(1) the client's telephone was disconnected; 

(2) the client damaged his home unit; or 

(3) the equipment was picked up at a location other than the client's home. 

6) Policy. The AAA ensures that the provider agency has paid staff.

7) Procedures. The AAA employs procedures which include, but are not limited to, the following:

a) Requiring the provider agency to employ a coordinator, who has the following responsibilities:

i) Performing overall management of the service and ensuring compliance with rules, policies and procedures. Documenting that each installer and monitor is competent in performing his/her job responsibilities. 

ii) Communicating with clients and installing the equipment. This coordinator will be competent in all of the following areas: 

(1) installation procedures; 

(2) proper use of the equipment; 

(3) Federal Communications Commission requirements; and 

(4) proper identification methods. 

iii) Monitors will provide oversight 24 hours a day, seven days a week, and have competencies in the following areas: 

(1) responding to activated claims; 

(2) monitoring and documenting an alarm call from the time the alarm is received to the time the client receives assistance and the case manager/program supervisor is notified; 

(3) conducting and documenting monthly systems checks; 

(4) recognizing client characteristics and needs; and 

(5) using the emergency response equipment properly. 

iv) Giving volunteer responders (other than emergency medical services, fire, police and sheriff's office) written procedures that explain the service and responder's roles and responsibilities prior to the time the service is initiated. 

v) If emergency medical service, sheriff, fire and/or police department responders have agreed to respond to emergencies when called upon by the service provider, maintaining written documentation to this effect.

8) Policy. The AAA ensures that service providers comply with Departmental requirements.

9) Procedures.  The AAA employs procedures that include, but are not limited to, the following:

a) Requiring the service provider to maintain the following records:

i) Client records, which include: 

(1) client intake information and assessments; 

(2) record of the monthly systems check or documentation that three attempts have been made; 

(3) record of each incident or alarm call; 

(4) home entry release statement;

(5) record of the orientation given to the client and the responders; 

(6) record that the client received a verbal explanation and written copy of the provider agency's complaint procedures. 

ii) Personnel records, which are kept in a central location. These records will include staff qualifications, performance reports, attendance records and staff development records. 

iii) Financial records, which are kept in a central location, and maintained according to recognized fiscal and accounting procedures. These records must include details on charges and payments made on behalf of each client. 

iv) Miscellaneous records consisting of a monthly log of systems checks, along with the documentation of why clients are unable to participate in the monthly systems check. 

v) A list of the AAA clients, responders’ names and phone numbers. 

b) Requiring service providers comply with the administrative and other requirements specified in the General Service Requirements procedures. 

i) Requiring services providers to have a written contingency plan in the event of dissolution, so that the client may receive services through another provider. 

ii) Requiring service providers to inform the client and/or the family in writing of the terms of their agreement for services. 

c) Monitoring and evaluating the service provider’s performance.

10) Policy.  The AAA ensures that ERS services are provided in a thorough, timely, consistent, and client-focused manner.

11) Procedures.  The AAA employs procedures that include, but are not limited to, the following:

a) Requiring that service providers who are under contract deliver services in the following manner. 

(1) Conduct an initial assessment by its designated staff person. Make a home visit to the prospective client to determine whether the client meets eligibility criteria.

(2) Initiate services no later than 14 working days from the date of referral. If the provider agency cannot initiate service delivery in accordance to these criteria, the AAA will terminate the referral.  

(3) If the client is not in the home during the first 14 days from the date of referral, begin services as soon as possible after the client returns home. 

(4) If services do not begin on the date verbally negotiated, the coordinator will call the case manager/program supervisor on or before the day services were scheduled to begin and explain why services were not begun.

(5) If the case manager/program supervisor disagrees about the appropriateness of a referral or about service delivery issues involving the client, supervisory staff of the two agencies shall resolve the differences.

(6) The provider agency shall secure two responders for each client on or before the date services begin, unless the provider agency is able to document that the client has no available responders and that only one responder is available who can respond to emergencies. 

ii) The installer shall perform the following activities: 

(1) install and make an initial test of the emergency response equipment; 

(2) explain to the client how to use the equipment; 

(3) provide a written copy and explanation to the client of the complaint procedures; and 

(4) have the client sign a statement that allows the responder to enter the client's home by force if necessary, in an emergency.

iii) The provider agency will complete the client's card file, which includes: 

(1) the client's name, telephone number address, and medical condition(s); 

(2) the client's attending physician's name and telephone number; 

(3) the responders' names and telephone numbers; and 

(4) any other useful information. 

iv) The provider agency will notify the case manager/program supervisor of the status of all referrals within 21 days of the referral date. 

v) The AAA shall encourage the client to choose the most economical alternative for service provision. 

vi) If a provider agency is delivering services according to the requirements in this chapter, a client shall not change provider agencies within the first six months of authorization, unless the client and the provider agency mutually agree to the change.

vii) Each client shall be reassessed as needed, and at least once every six months.

viii) Changes in the service plan must be reported. If the client's condition changes significantly, the service provider will report it to the AAA staff within seven days of becoming aware. A significant change is any event in the client's status or condition that may require a change in the client's service authorization. Events may include: 

(1) hospitalization; 

(2) changes in the client’s ability to operate unit; 

(3) complaints of pain; 

(4) eviction from the client’s residence;

(5) changes in household composition; 

(6) an emergency in which the client is involved that receives a response; and 

(7) three unsuccessful attempts to contact the client for monthly systems check. 

b) Requiring that the service provider shall suspend services before the end of the authorization period and remove the equipment from the client's home, with or without obtaining AAA approval, if: 

i) the client moves to another county where the provider agency does not provide services; 

ii) the client is admitted to an institution, personal care home, foster care setting, or any other setting where 24-hour supervision is available; 

iii) the client dies; or 

iv) the client requests that services end. 

c) Requiring the service provider to notify the AAA staff by the next workday if equipment is removed from the client’s home, and follow up with written notification of service termination within seven working days. 

d) Requiring the service provider to notify the AAA staff within one workday of awareness when the following circumstances occur:

i) Client abuses the service by committing the following acts: 

(1) activating four false alarms within a six-month period that result in a response by emergency personnel;  

(2) 20 false alarms of any kind within a six-month period; 

(3) The client is away from the home or is unable to participate in the service delivery for at least three consecutive months;

(4) The client is no longer mentally alert enough to operate the equipment properly; and/or

(5) The client threatens others’ health or safety. 

Reference:  TAC §84.15. (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=84&rl=15)

J.
Residential Repair Service Requirements

1) Purpose.
This section establishes the AAA’s policies and procedures for its residential repair services.

2) Policy.
If the AAA funds Residential Repair, it does so in order to maintain eligible  residents’ health, safety and independence.
3) Procedures.   The AAA employs specific procedures which include, but are not limited to, the following:

a) Reporting as one unit of service each individual home that has received a repair during the current fiscal year.
b) Limiting the AAA’s expenditure of Department funds to $4,500 per unit, unless the Department has give prior written approval to exceed $4,500.
c) Ensuring that clients are given an opportunity to express their level of satisfaction with residential repair services received. 

4) Policy.  The AAA ensures that repairs are allowable.

5) Procedures.  The AAA employs procedures which include, but are not limited to, the following:

a) Restricting allowable repairs to the following categories. 

i) Structural, defined as repairs to the structure that are necessary for the client’s health and safety. Examples are repairs to the ceiling, walls, floors, doors and windows. 

ii) Accessibility modification, defined as structural adaptations that meet the needs of older individuals who have disabling conditions. Examples are installing  a chair lift or ramp, modifying appliance and electrical controls for easier manipulation, widening doorways, repairing or installing grab bars and/or handrails. 

iii) Electrical, defined as replacing unsafe or defective wiring, replacing  telephone conduits to permit the installation of an emergency response unit, repairing or replacing essential appliances, and replacing light switches. Essential appliances are defined as appliances necessary to sustain a healthful environment such as refrigeration, heating, cooking and cooling. 

iv) Plumbing, defined as replacing, repairing and/or installing essential plumbing lines or fixtures such as bathtub, shower, kitchen and bathroom sinks, toilet, water heater, septic tanks, drain field, and well. 

v) Weatherization, defined as protecting the home or its resident(s) from the effects of the weather, conserving energy or providing alternative energy sources to heat or cool a dwelling. Examples are providing and installing storm windows, insulation, servicing heating systems, repairing roofs, and repairing or installing mobile home skirts. 

vi) Safety and security modification, defined as preventing accidents, fires or intrusion into a dwelling. Examples are installing a secure door and window locks, adding exterior flood lights or lights along access walls, and installing  smoke detectors, fire escapes or alarm systems. 

vii) Essential appliances, defined as those necessary to sustain a healthy environment and independent living.

b) Making a determination whether repairs will be done on rental units. If so, rental homes must be occupied by eligible clients who are the primary residents, and the AAA must obtain a signed agreement from the landlord.  This statement must  authorize the repairs and/or modifications and state that the tenant will not be evicted within one year of the completion of the repairs and/or modifications without substantial cause, and that the rent will not be raised due to the increased value of the unit as a result of the repairs and/or modifications. 

c) Prohibiting the following activities to be funded through the AAA:  

i) constructing, repairing or maintaining outbuildings such as garages, carports, animal shelters or greenhouses; 

ii) installing, repairing or maintaining nonessential appliances; and 

iii) beautifying property or activities that are strictly for cosmetic purposes.

Reference:  TAC §84.19 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=84&rl=19)

K.
Senior Center Requirements
1) Purpose.
This section establishes the AAA’s policies and procedures for senior center activities. 

2) Policy.
 The AAA has the option to fund senior center operations as venues for activities that enhance older adults’ quality of life, support their independence, and encourage their continued involvement in and with the community. 

3) Procedures.   The AAA employs specific procedures that include, but are not limited to, the following:

a) Whenever possible, locating center facilities in areas central to and easily accessible by targeted populations. 

b) Designing, constructing and maintaining centers in compliance with all applicable federal, state and local building safety and fire codes, including the Occupational Safety and Health Act, as amended, and the Americans with Disabilities Act (http://www.ada.gov/), as amended. 
c) Requiring that all center facilities comply with the requirements of the Americans with Disabilities Act (ADA) and the Rehabilitation Act, §504.   The ADA’s Accessibility Guidelines for Buildings and Facilities are available at:  http://www.access-board.gov/adaag/html/adaag.htm.

d) Requiring that annual fire/safety inspections shall be made and reports kept on file at the center for review by AAA and Department staff. 

e) Requiring all full-time center staff to have current certification in first aid and cardiopulmonary resuscitation (CPR). 

f) Requiring basic first aid supplies to be maintained, clearly marked and accessible to all staff. 

g) Prohibiting smoking of tobacco during the hours of operation of senior programs and in footage designated for senior activities funded by the Department. 

h) Requiring that basic operational policies and procedures developed by the governing/advisory entity or its designee to be in writing and available to funding sources, paid and volunteer staff and participants. 

i) Prohibiting use of facilities for political campaigning except in instances where representatives of all opposing sides are represented. Political materials shall not be posted or left in the center facility. 

j) Requiring that applications to the AAA for funding of senior center services specify how the service needs of low-income minority persons will be assured, and how outreach efforts will identify eligible persons, with a special emphasis on populations targeted in the Older Americans Act. 

k) Requiring service providers to carry, at a minimum, general liability coverage for volunteers and participants. 

l) Requiring services providers to carry worker's compensation for paid staff. 

m) Requiring service providers to carry appropriate and sufficient insurance coverage on the building. 

n) Requiring providers to develop procedures that protect clients’ privacy regarding voluntary contributions, and ensure that no otherwise eligible persons are denied service because they will not or cannot contribute to the service. 

o) Ensuring that any non-Title III activities that take place during hours of senior program operation and in footage designated for senior activities be approved by the governing body of the senior center, and be in accordance with federal, state and local laws.

p) Protecting the federal reversionary interest in multipurpose senior centers, as described below:

i) When Older Americans Act funds have been used for the acquisition, construction and/or alteration/renovation of a senior center facility, there remains a federal reversionary interest for current market value of the facility equal to the percentage of Older Americans Act funds contributed to the original costs of the facility for ten years after acquisition, or for 20 years after the completion of construction.  The federal government, through the Department, is entitled to recover its funds in accordance with the Older Americans Act if: 

(1) the owner of the center facility ceases to be a public or nonprofit private agency or organization; or 

(2) the facility ceases to be used for the purposes for which it was acquired, within the above time periods.

ii) The AAA has the responsibility to notify the Department in writing within ten working days after any change occurs that could affect the federal reversionary interest in a center facility. 

iii) All grantees of Older Americans Act construction or acquisition awards must file a notice of record within 30 calendar days with the appropriate unit of local government upon purchase or completion of construction of the facility. 

iv) Center facilities acquired and/or constructed with federal funds shall not be used for sectarian instruction or as a place for religious worship.

q) Designating which multipurpose senior centers are focal
 points. The criteria by which senior centers may be designated as focal points include: 

i) accessibility of location and structure; 

ii) space for housed services and activities; 

iii) ability to provide privacy for interviewing persons seeking assistance; and 

iv) ability to provide access to the full range of services that are available and reflect as closely as financially possible the needs of older residents and promote independence and dignity of older individuals.

Reference:  TAC §84.21 (http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=84&rl=21)

L.   
Medication Management
1)  Purpose.  Per the terms of AoA-PI-010-03, AAAs must provide services that support      medication   management, screening and education, at or above the funding levels  

     designated by the Department.

2) Policy.  The AAA satisfies its Medication Management Maintenance of Effort with allowable activities.

3) Procedures.  The AAA employs specific procedures that include, but are not limited to, the following.

a) Budgeting the Medication Management Maintenance of Effort to one or more of the following services:

i) Health Screening;

ii) Instruction and Training;

iii) Nutrition Counseling;

iv) Nutrition Education;

v) Health Maintenance (i.e., for medication management dosage alert systems, and/or software (technical support and materials) that connect eligible individuals to free or reduced cost prescription medication for OAA eligible clients). 

b) Reporting as Medication Management only services that relate solely to medication management, screening, and education and/or issues that result in medication mismanagement.
c) Identifying the funds for this service in the budget, reimbursement requests, and performance reporting.
Reference:  PI-02-02 and PI-04-02

M.   Respite Voucher Program

1) Purpose.  This section establishes the AAA’s policies and procedures for respite services.

2) Policy.  The AAA has the option of funding respite services as a means of providing eligible caregivers maximum flexibility in arranging respite services.  Respite is defined as temporary relief for caregivers, including an array of services provided to dependent adults.  Dependent adults are those who:

a) Are unable to perform at least two activities of daily living identified in the assessment process, and/or.

b) Due to a cognitive or other mental impairment, require substantial supervision because the older individual behaves in a manner that poses a serious health or safety risk to the older individual or to another individual.

3) Types of Respite Service.  The AAA manages the voucher program to best meet the needs of older adults and their caregivers, by funding services in the most appropriate setting. The AAA may fund one or more of the following services:

a) Caregiver Respite Care—In Home, whereby services are provided in the client’s home environment on a short-term, temporary basis while the primary caregiver is unavailable or needs relief.  In addition to supervision, services may include meal preparation, housekeeping, assistance with personal care and/or social and recreational activities.

b) Caregiver Respite Care—Institutional, whereby services are provided in a congregate or residential setting (e.g., hospital, nursing home, and adult day center.  Services may include meals, social and recreational activities, personal care, monitoring of health status, medical procedures, and/or transportation.

c) Caregiver Respite Care—Non-Residential, whereby services are provided at senior centers or other non-residential program locations that are not licensed as adult day care facilities.  Services may include lunch, supervised recreational activities, and/or social activities.

4) Procedures.  Regardless of the type of respite service funded by the AAA, it employs the following procedures to ensure that caregivers and care recipients are eligible.

i) The AAA ensures that caregivers are providing direct services to dependent older adults, and complete a Caregiver Intake, using the standardized Department form as a template.

ii) The AAA conducts or procures a functional assessment to  verify that the care recipient has a deficit of two or more activities of daily living;

iii) The AAA notifies the applicant whether the application has been approved or declined;

iv) Upon accepting a caregiver’s application, the AAA notifies him/her of the following responsibilities:

v) Interviewing potential respite providers;

vi) Discussing and setting an hourly, daily or weekly rate;

vii) Selecting and hiring the respite provider, who may be a family member, neighbor, friend, adult day care center, or private agency staff.  Respite providers must be at least 18 years of age, may not be the spouse or legal guardian of the care recipient, and may not live in the same home as the care recipient;

viii) Requesting and checking references;

ix) Informing or training the provider of specific needs of the care recipient;

x) Ensuring proper payment for services by keeping track of the number of hours or days of respite used and the total amount claimed against the voucher;

xi) Ensuring that federal tax guidelines for household employees are followed in accordance with IRS Publication 926 (http://www.irs.gov/publications/p926/ar02.html);

xii) Appealing the declination of a respite voucher application in accordance with the AAA’s appeal procedures, should the caregiver choose to appeal;

xiii) Notifying the AAA of any change of address;

xiv) Monitoring the quality of respite service provided;

xv) Notifying the AAA if they are dissatisfied with a respite provider;

N.  Caregiver Training and Education, Caregiver Information Services, and   Caregiver Program Development

1)




Purpose:  This section establishes the AAA’s policies and procedures for proper reporting of Caregiver Education and Training, Caregiver Information Services, and Caregiver Program Development.

2) Policy:  The AAA separates Caregiver Education and Training units and expenses from Caregiver Information Services units and expenses, and separates general program development expenses from service-specific expenses.

3)  Procedures:  The AAA employs procedures that include, but are not limited to, the  




     following:

a) Classifying as Caregiver Education and Training “counseling to caregivers to assist in making decisions and solving problems relating to their caregiving roles. This includes counseling to individuals, support groups; and caregiver training for individual caregivers and families.

i)  Completing a Client Intake for each person served under Caregiver Education      and Training.  A template of the Client Intake appears on DADS’ web site);

                (http://www.dads.state.tx.us/business/aging/AAA/Forms/index.html
ii)  Counting each one-on-one counseling session, seminar, focus group, and/or        support group in which an eligible person participates, as one unit;

b) Classifying as Caregiver Information Services  “the dissemination of accurate, timely and relevant information for informal caregivers, grandparents, or relatives caring for children 18 years of age and under; and the public, through publications, large group presentations, seminars, health fairs and mass media.  Developing resource library and other informational resources for the use in the dissemination of accurate, timely and relevant caregiver information is a component of this service.”

i) Counting each activity under Caregiver Information Services as one unit.  In addition to reporting the unit of service, the AAA reports the estimated audience size.

Reference:  PI-05-03
c) Classifying as Caregiver Program Development “activities enabling the AAA to enhance its capacity to provide community wide support for caregivers and the person for whom they are providing care. This includes the development of caregiver services to address unmet needs or identifying new avenues for service provision.  Activities should focus on initial partnership building and development of new caregiver services and do not include maintenance and/or ongoing support activities.”

i) Maintaining sign-in sheets or other documentation to support participant  

                  attendance, as reported on the Quarterly Performance Report; and


 ii)      Maintaining agendas, presentation materials or other documentation to 

               support program content.

Reference:  AoA Title III-E NFCSP Caregiver Services 03-01
O.  Health Maintenance
1) Purpose:  This section establishes the AAA’s policies and procedures for reporting of health maintenance activities.

2) Policy:  The AAA has the option of funding Health Maintenance services as means of promoting clients’ health and wellbeing.

3) Procedures:  The AAA employs procedures that include, but are not limited to, the following:

d) Including as Health Maintenance services medical treatment by a health professional, health education and counseling services, home health services, and provision of medications, nutritional supplements, glasses, dentures, hearing aids, other assistive devices and equipment.

i) Recording one contact each time a client receives a discrete service or item, regardless of length of contact or quantity of supplies.

Reference:  TA 05-03

P.  Health Promotion

1) Purpose:  This section establishes the AAA’s policies and procedures for health promotion activities.

2) 
Policy:  The AAA ensures that health promotion activities are allowable.

3) 
Procedures:  The AAA employs procedures that include, but are not limited to, the following:

a) Including under the following services under the category of health promotion:

i) Health screening/monitoring;

ii) Health maintenance; and

iii) Mental health

b) Ensuring that health promotion activities maintain the following objectives:

i) Reduce disease and disability;

ii) Reduce the prevalence of health risks; and

iii) Increase the incidence of behaviors that reduce health risk; and

iv) Increase comprehensiveness, accessibility and quality of preventative services and preventative interventions

c) To prevent duplication of services, purchasing health promotion services only when no other resources are available.

d) Collaborating or consulting with professional specifically trained in health related fields.

e) Where applicable, requiring participants to sign a form releasing the instructor, facility and AAA from any personal liability. 

f) Utilizing as service providers persons who are trained or are in training and/or supervised appropriately for the services they administer.

g) Ensuring that any results of screening are interpreted by an appropriate health professional.

h) Ensuring that instructors of physical activities carry a current certification in Cardiopulmonary Resuscitation (CPR).

Reference:  OASO PI-04-07

APPENDIX A

Service Definitions:  For the most current service definitions, please go to the DADS web site, at: http://www.dads.state.tx.us/business/aging/AAA/Procedures/index.html.

APPENDIX B
REGIONAL AGING ADVISORY COMMITTEE


BYLAWS


ARTICLE I

AUTHORITY -- The North Central Texas Regional Aging Advisory Committee, hereinafter called Committee, of the North Central Texas Council of Governments Area Agency on Aging was created under Section 304(c) of Public Law 93-29 by the North Central Texas Council of Governments Executive Board in seeking the goal to foster the development of a comprehensive and coordinated system of services for older individuals within the planning and service area in order to maintain maximum independence in a home environment for older individuals capable of self-care with appropriate supportive services, remove barriers to economic and personal independence, and provide a continuum of care for the frail elderly. 


ARTICLE II

RESPONSIBILITIES OF THE ADVISORY COMMITTEE -- The Regional Aging Advisory Committee will be organized as a standing committee of the North Central Texas Council of Governments.  Examples of the Committee's functions include:


A.
Assisting in the development of the area plan.


B.
Assisting in conducting public hearings.


C.
Representing the interest of older individuals in the region.


D.
Reviewing proposals for Older Americans Act and state aging funds passed through NCTCOG for aging services.


E.
Assisting with recommendations for NCTCOG's Executive Board consideration.


F.
Evaluating performance of subcontractors, making recommendations for improvement.


G.
Assisting subcontractors with collective input on fund raising from cities, counties, business, industries, and civic organizations.


H.
Identifying and establishing relationships with groups, agencies, and individuals providing services for the elderly.


I.
Promoting public awareness of aging issues, as well as program plans and objectives, through frequent publicity, presentations to civic organizations and other interested groups.


J.
Providing input into Committee agendas.


ARTICLE III


APPOINTMENT OF MEMBERS

Section 1.  Appointment.  The Committee members are appointed by and serve at the pleasure of NCTCOG's Executive Board to represent the needs of the elderly in the fourteen counties of the North Central Texas region served by the Area Agency on Aging.  Members should be able to look beyond local interests to regional issues, be supportive of appropriate approaches to addressing the elderlies' needs, and have enough time to attend meetings of the Committee.

Section 2.  Nominations Process.  Nominations for Committee membership will be requested from the county committee on aging, local elected officials, and from other local organizations from within the county which members are to represent.  Each county of the fourteen-county AAA service delivery area will have two members to represent the elderly on the advisory committee.

Section 3.  Non-Discrimination.  There will be no discrimination in any respect as to race, color, age, religion or political creed.

Section 4.  Vacancies.  In case of a vacancy on the Committee, nominations will be made by the County Committee on Aging and from the chief elected officials from which county the vacancy occurred, to NCTCOG's Executive Board, which shall make the appointment to fill the unexpired term.

ARTICLE IV


MEMBERSHIP

Section 1.  Composition

  a.
Voting Members.  The Committee shall consist of two representatives from each county in the AAA planning and service area for a total of twenty-eight (28) voting members.  It shall be composed of persons representing the needs of the elderly and be representative of the area served by the AAA.  It will comply with Federal and State laws and regulations governing Committee composition.

  b.
Resource Persons.  Persons may be requested to serve on the Committee (with no voting privileges) because of their special knowledge or experience with aging matters.  Persons serving in this capacity may be from within or outside the AAA service area and may include representatives from the agencies receiving funds from the Aging Program.

Section 2.  Terms of Membership

  a.
Terms.  Terms of membership will be three (3) years with not more than ten (10) of the members' terms expiring in a single calendar year.

  b.
Reappointment.  Members may serve two (2) consecutive terms, if approved, and may return to the Committee after waiting one year (1) after completion of the second consecutive term.

Section 3.  Vacancies

  a.
Vacancies.  Vacancies on the Committee shall be filled for the balance of the unexpired term by the same procedure as for regular membership, i.e., nomination by County Committee on Aging and/or chief elected officials with appointment by NCTCOG's Executive Board.

  b.
Unexpired Term.  The member who serves the unexpired term will be eligible for reappointment to a second (2nd) term.

Section 4.  Conflict of Interest.  Employees receiving funds administered by NCTCOG's Aging program may not serve as a voting Committee member, but may be requested to serve as a Resource Person.  For example, employees include project directors, secretaries, professionals, bookkeepers, center managers, cooks, van drivers, etc.

Section 5.  Compensation.  Members will serve on the Committee and on subcommittees without compensation; although if funds permit, members may be reimbursed for travel to and from advisory committee meetings.

Section 6.  Resignations and/or Dismissals from the Committee

  a.
Resignation.  In the event a member wishes to resign, he/she will be asked to do so in writing to the AAA Manager, who will notify the Committee Chairperson.

  b.
Absences.  Members having three (3) consecutive absences will be contacted and encouraged to attend the meetings and/or indicate the reasons for not being able to attend.  The AAA Manager, in cooperation with the Committee Chairperson and others if necessary, will attempt to determine the reasons for nonattendance in order to arrive at a satisfactory and diplomatic resolution.


ARTICLE V


OFFICERS

Section 1.  Officers and Term of Office

  a.
Officers.  Officers of the Regional Aging Advisory Committee shall consist of a chairperson, a vice-chairperson and a secretary.  The officers will confer to discuss major aging issues, to provide agenda input, and to discuss other Committee business.

  b.
Parliamentarian.  A parliamentarian may be appointed by the Chairperson.

  c.
Terms.  The officers shall serve a one year term with a limit of two consecutive terms in the same office; officers may seek a higher office upon completion of their one year term.

Section 2.  Appointment of Officers

  a.
Appointment.  The officers shall be recommended by the Nominations Subcommittee for consideration and appointment by NCTCOG's Executive Board.

  b.
Nomination Timeframe.  The nomination of officers shall be conducted before December of each calendar year.

Section 3.  Resignation, Unexpired Terms, Removal

  a.
Resignation.  Any officer resigning from either the office or the Committee should notify the AAA Manager, in writing who will in turn notify the other officers.

  b.
Unexpired Term.  Any unexpired term of the officers shall be filled by NCTCOG's Executive Board upon receiving nominations from the Nominations Subcommittee.

  c.
Vacancy.  Should a vacancy occur, the Vice-Chairperson will assume the Chairperson's responsibilities until the Executive Board has appointed a new chairperson.

  d.
Removal.  Removal of any officer for justifiable cause will be by NCTCOG's Executive Board upon review by and a recommendation from the Nominations Subcommittee.

Section 4.  Chairperson.  The Chairperson's duties and responsibilities are as follows:

  a.
Presiding Officer.  To preside at all meetings of the Committee and conduct the business of the Committee according to the bylaws and Robert's Rules of Order, Revised Version.

  b.
Appointment Authority.  To appoint subcommittee chairpersons and persons to subcommittees.

  c.
Agenda Preparation.  To help prepare agendas for Committee meetings with advice from the AAA Manager.

  d.
Spokesperson.  To serve as chief spokesperson for the NCTCOG Regional Aging Advisory Committee in conjunction with the AAA Manager and other appropriate representatives.

  e.
Other.  To perform other appropriate duties.

Section 5.  Vice Chairperson.  The Vice Chairperson's duties and responsibilities are as follows:

  a.
The Vice Chairperson will assume the duties and responsibilities when for reasons of disability, sickness, resignation or other reasons, the Chairperson is unable to serve.

  b.
To perform all other appropriate duties.

Section 6.  Secretary.  The Secretary's duties and responsibilities are as follows:

  a.
Duties.  To keep minutes of the regular Committee meeting and confer with appropriate staff for finalization of minutes which will be transcribed by the AAA staff.

  b.
Other.  To perform other appropriate duties.

ARTICLE VI


SUBCOMMITTEES

Section 1.  Standing Subcommittees

  a.
Subcommittees.  There shall be two standing subcommittees of the Aging Advisory Committee:  Nominations Subcommittee and Proposal Review Subcommittee.

  b.
Nominations Subcommittee Responsibilities.  The Nominations Subcommittee shall consist of three members and shall be appointed by the Chairperson in time to make its nominations for Executive Board consideration.


1)
The Nominations Subcommittee's primary purpose is to help NCTCOG's Executive Board through the Regional Aging Advisory Committee select the best persons to serve as officers on the RAAC.


2)
The Nominations Subcommittee will develop a list of nominees from the RAAC for the Committee's officers.  Nominations Subcommittee members will not be placed on the list although they may be nominated from the floor.


3)
The slate of nominees will be sent to NCTCOG's Executive Board for consideration and appointment after having been approved by the RAAC.


4)
The Nominations Subcommittee will present names to the RAAC for consideration as State Advisory Council members.  The names will be sent to the Texas Department on Aging for consideration.

  c.
Proposal Review Subcommittee Responsibilities:


1)
The Proposal Review Subcommittee shall include members of the RAAC.


2)
The purpose of this Subcommittee is to review all proposals for aging services through NCTCOG's aging program under Title III of the Older American's Act.  The review will consider criteria of the Older American's Act and federal regulations.  Advisory Committee criteria, and/or the guidelines, objectives and priorities of the current area plan.


3)
The subcommittee will bring its final deliberations to the Committee on a timely basis for further discussion and ratification.


4)
NCTCOG, through its Executive Board, will award contracts for aging services.  It will rely heavily on the Aging Advisory Committee's recommendations regarding possible contracting agencies.


5)
To avoid any possible conflict of interest, Proposals Review Subcommittee members may not vote on a proposal if that member is connected with the agency submitting the proposal.

Section 2.  Ad Hoc Subcommittees.  Ad-hoc subcommittees may be appointed to address specific issues as needed.  Members will be appointed by the Chairperson.


ARTICLE VII


APPEALS PROCESS

Section 1.
Appeals of matters involving recommendations of the Proposal Review Subcommittee will include the following steps:


a.
A written request to appeal from the Chairperson of the applying agency will be sent to the Area Agency on Aging's manager and to the Regional Aging Advisory Committee Chairperson.


b.
An Appeals Subcommittee will consist of two members from the Proposal Review Subcommittee (including the Chairperson), the Area Agency on Aging Manager, and members of the Regional Aging Advisory Committee who are not Proposal Review Subcommittee members or members of the appealing agency.  The non-Proposal Review Subcommittee members shall constitute a majority on the Appeals Subcommittee.


c.
The Appeals Subcommittee shall hear and assess information from the appealing agency.


d.
The Appeals Subcommittee shall report its recommendations to the Regional Aging Advisory Committee before the full Committee makes its recommendations to NCTCOG's Executive Board.

Section 2.
NCTCOG's Executive Board has the final authority in resolving issues or disputes, or any other matter involving the Area Agency on Aging.

ARTICLE VIII


MEETINGS

Section 1.  Regular Meetings

  a.
Meeting Times.  The Committee shall meet at least quarterly and at other times as the need dictates, or upon request of not less than one-third of the members of the Committee.  Public notice will be given as required.

  b.
Open Meetings.  All meetings are open meetings.

  c.
Notice.  Written notice of the time, place, and purpose of the meeting shall be mailed to each member well in advance of each meeting.

Section 2.  Quorum.  A quorum shall be necessary to conduct Committee business and shall consist of one-third (1/3) of the voting members of the Committee.


ARTICLE IX


AMENDMENTS TO BYLAWS

Section 1.  Amendment by Committee Request.  These bylaws may be amended at a regular meeting of the Advisory Committee by a simple majority vote with a quorum present, provided that notice of the proposed amendment shall have been given in the notice of such regular meeting and further provided that such amendments shall have been presented to the Advisory Committee in the previous regular meeting.  Written notice of the proposed amendments shall be given to the members at least five (5) days prior to the meeting.  Proposed amendments shall be read at a regular meeting and voted on at the next regular meeting.  The proposed amendment may be reviewed and approved by the NCTCOG Executive Board before becoming effective.

Section 2.  Regular Review of Bylaws.  An Ad Hoc Committee shall be appointed by the Chairperson of the Committee every third year for the purpose of reviewing the existing bylaws and suggesting any changes deemed necessary.

ARTICLE X


PARLIAMENTARY AUTHORITY

Robert's Rules of Order, Newly Revised, shall be the parliamentary authority for all matters not covered by the Bylaws or any specific rules of procedure adopted by NCTCOG's Executive Board or by the Regional Aging Advisory Committee. PRIVATE 
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APPENDIX C

PROGRAM RISK ASSESSMENT AND MONITORING TOOLS

LIFE SAFETY / SANITATION CHECKLIST
MONITOR:












PROJECT:














COUNTY:













DATE OF VISIT:











NAME OF SITE:











ADDRESS:












CONTACT PERSON:












STANDARD 306(A) (6) (A):  The Area Agency on Aging assures that it conducts


periodic evaluations of activities carried out by its subcontractors.

Title 40 TAC, Part 1, Chapter 84, Rules 84.21 & 84.5

AAA Staff Signature



Project Director's Signature

Date






Date


SIZE OF FACILITY

YES
  NO




1.
Is there adequate space to:  (40 Part 1, Chapter 84, Rule 84.21, d, e

      
       


a.
Allow participants to engage in group activities without 






overcrowding?

      
       


b.
Ensure the availability of private areas for counseling, and other individual services?

      
       


c.
Provide office space where staff can work without undue 






interruption and enough storage space?


EXTERIOR OF FOCAL FACILITY

 YES
  NO

      
       

1.
Is adequate and well marked parking space available for participants?  (40 Part 1, Chapter 84, Rule 84.21, d, e)

      
       

2.
Has adequate parking space for handicapped participants been set aside and clearly marked?  (40 Part 1, Chapter 84, Rule 84.21, d, e)

      
       

3.
Are walking areas, steps and ramps in good condition?






(40 Part 1, Chapter 84, Rule 84.21 d, e)

      
       

4.
Is the outside of the facility clean and attractive?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

5.
Is there a sign to identify the facility and hours of operation?






(40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

6.
Are there handrails for steps and ramps?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

7.
Are there any barriers difficult for an elderly person to negotiate? (40 Part 1, Chapter 84, Rule 84.21 d, e )


INTERIOR OF FOCAL FACILITY

 YES
  NO

      
       

1.
Is the facility kept clean and orderly?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

2.
Are all walking areas (floors, steps, ramps, stairs) uncluttered, even and non-slippery?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

3.
Are building openings (windows and doors) tight fitting?






(40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

4.
Are window screens in place and in good repair?






(40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

5.
Are window sills clean and free of dust?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

6.
Are all baseboards and corners clean?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

7.
Are all floors in good repair and have a cleanable surface?






(40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

8.
Are floors cleaned daily?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

9.
Are light fixtures, fans, vent covers, drapes and wall decorations clean and in good repair?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

10.
Are rugs securely fastened?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

11.
Is there at least one primary entrance useable by individuals in wheelchairs?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

12.
Is there a designated smoking area with an adequate number of metal or glass ash trays in place?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

13.
Are "No Smoking" signs posted where needed (food preparation areas, etc.)?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

14.
Are steps and stairs in good repair with securely fastened handrails?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

15.
Are lighting and ventilation adequate in all areas of the facility?






(40 Part 1, Chapter 84, Rule 84.21 d, e )

YES
  NO

      
       

16.
Is adequate space maintained between furniture for wheelchairs, walkers, etc.?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

17.
Is furniture in good repair, sturdy and easy to get in and out of?






(40 Part 1, Chapter 84, Rule 84.21 d, e )





18.
Do restrooms have:  (40 Part 1, Chapter 84, Rule 84.5, r)

      
       


a.
A single service towel dispenser?

      
       


b.
A single service soap dispenser?

      
       


c.
Lavatory with hot water?

      
       


d.
Clean toilet fixtures?

      
       


e.
A good supply of toilet tissue?

      
       


f.
An easily cleanable, covered receptacle for trash?

      
       


g.
Grab bars present at toilet?

      
       


h.
Stalls wide enough and deep enough for wheelchairs 







(32" wide x 4'8" deep)?

      
       


i.
Doors that swing out?

      
       


j.
Handrails on each side of toilet and 32" high?

      
       


k.
Seat of water closet 20" from floor?


EXITS, SAFETY & FIRST AID

 YES
  NO

      
       

1.
Are there two means of exit from the facility, as remote from each other as possible?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

2.
Do the doors open easily in an outward direction in one motion? (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

3.
Are emergency exits clearly marked and false exits marked "NO EXIT?"  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

4.
Are exits obstructed and exit doors locked?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

5.
Does the facility have an adequate number of smoke detectors? (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

6.
Are all smoke detectors in working order?  (Have staff test alarm in monitor's presence.)  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

7.
Is the length of travel to any exit from the farthest point in the building no further than 150 feet?(40 Part 1,Chapter 84,Rule 84.21, d,e)

      
       

8.
Does the facility have an adequate number of fire extinguishers that are properly mounted and inspected regularly?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

9.
Are there records of annual fire/safety inspections conducted at the facility?  If so, what is the date of the last inspection?






(40 Part 1, Chapter 84, Rule 84.21 d, e )               

      
       

10.
Are there records of fire drills conducted at the site?  If so, what is the date of the last fire drill?  (40 Part 1, Chapter 84, Rule 84.21 d, e)                                         
11. Are charts and signs posted for:(40 Part 1,Chapter 84,Rule 84.21,d,e)

      
       


a.
Fire exit routes

      
       


b.
Instructions for reporting fires

      
       


c.
Emergency telephone numbers

      
       

12.
Are employees and volunteers trained for fire emergencies?






(40 T Part 1, Chapter 84, Rule 84.21 d, e )

      
       

13.
Are curtains, tablecloths, and drapes fire resistant? (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

14.
Is a first aid kit accessible, well-marked and properly maintained (view kit)?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

YES
  NO

      
       

15.
Are employees and volunteers trained in first aid, emergency, health and accident procedures, including the filing of reports?






(40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

16.
Are danger, caution and safety signs posted where necessary, especially hazardous areas?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

ELECTRICAL EQUIPMENT AND OFFICE EQUIPMENT

 YES
  NO

      
       

1.
Are machines properly grounded with wires and cords not exposed to dampness?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

2.
Are wires, sockets and plugs in good condition?  (40 Part 1, Chapter 84, Rule 84.21 d, e)

      
       

3.
Are circuits overloaded?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

4.
Is office furniture and equipment stable, secure and in proper working order?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

5.
Are electrical switches located so that they can be reached readily in the event of an emergency?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

6.
Are electrical contacts free of grease?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

7.
Are shelves and bookcases stable?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

8.
Are heaters UL approved and in safe condition and location?






(40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

9.
Are extension cords the proper size?  (40 Part 1, Chapter 84, Rule 84.21 d, e )

      
       

10.
Is there enough heat, ventilation and light to protect the health of staff and participants?  (40 Part 1, Chapter 84, Rule 84.21 d, e )


SANITATION INFORMATION AND TRAINING

 YES
  NO

      
       

1.
Does the project have a copy of the Texas Department of Health Manual on Sanitation?  (40  Part 1, Chapter 84, Rule 84.5, r)

      
       

2.
Has the project supplied copies of this manual to all sites?






(40 Part 1, Chapter 84, Rule 84.5, r)

      
       

3.
Has training been provided to all food handlers at all sites on items covered in the manual?  (40 Part 1, Chapter 84, Rule 84.5, r )

      
       

4.
Does the Texas Department of Health inspect the facilities routinely?  (40 Part 1, Chapter 84, Rule 84.5, r )

      
       

5.
Has a copy of the inspection report been mailed to NCT-AAA?






(40 Part 1, Chapter 84, Rule 84.5, r )

      
       

6.
Have discrepancies noted in the inspection report been corrected? (40 Part 1, Chapter 84, Rule 84.5, r )


FOOD PREPARATION AREA

 YES
  NO


      
       

1.
Is the area free of litter, debris and/or unnecessary articles?






(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
       

2.
Are floors clean and dry?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
       

3.
Is all kitchen equipment in good repair and operating condition? (40 Part 1, Chapter 84, Rule 84.5, c, r )

4. Are the following areas thoroughly clean:  (40 Part 1, Chapter 84, 


Rule 84.5, c, r )

      
       


a.
Under sinks?

      
       


b.
Behind counters?

      
       


c.
Base of mixers?

      
       


d.
Behind and between fixed equipment?

      
       


e.
Base of peelers and slicers?

      
       


f.
Top of fixed equipment?

      
       


g.
Top of hood?

      
       


h.
Hood of grease trap?

      
       


i.
Hood of air vent?

5. Are garbage and refuse containers:  (40 Part 1, Chapter 84, Rule 


84.5, c, r )

      
       


a.
Adequate in size and number?

      
       


b.
Insect and rodent proof?

      
       


c.
Cleaned and sanitized daily?

      
       


d.
Kept covered when not in use?

      
       


e.
Leak proof?

      
       


f.
Mounted on dollies to prevent lifting?

      
       

6.
Is trash collected regularly?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
       

7.
Is trash area free of broken glass, cans, etc.?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
       

8.
Are utensils rather than hands used for mixing?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
       

9.
Are food contact surfaces (cutting boards, meat grinders, slicers, mixers) cleaned and sanitized after each use?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
       

10.
Are disposable gloves used if food is manipulated by hand?






(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
       

11.
Is the pot and pan rack neat and orderly?  (40 Part 1, Chapter 84,Rule 84.5, c,r)

      
       

12.
Are knives properly used and stored?  (40 TAC 270.5,g)

YES
  NO

      
       
13.
Are knives kept sharp and not left submerged in water?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

___
___

14.
Are hot pads, holders, and gloves conveniently located and used? (40 Part 1, 





Chapter 84, Rule 84.5, c, r)

___
___

15.
Are handles secure on pots and pans and turned away from walkway?  (40


 Part 1, Chapter 84, Rule 84.5, c, r )

      
       
16.
Are grease filters in hoods clean?  (40 Part 1, Chapter 84, Rule 84.5, c, r )
      
      

17.
Are grease receptacles emptied regularly?(40 Part 1, Chapter 84, Rule 84.5, c, r )
___
___

18.
Are gas oven safety controls and pilot lights operating properly? (40 Part 1, 





Chapter 84, Rule 84.5, c, r )

___
___

19.
Are can openers clean, sharp and free of metal particles?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

20. Are pressure relief devices tested regularly? (40 Part 1,Chapter 84, Rule 84.5, c, r )

      
      

21.
Are hot pipes insulated?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

22.
Are cabinet and storage doors closed when not in use?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

23.
Are plastic scrapers used with mixers? (40 Part 1,Chapter 84, Rule 84.5,c, r )

      
      

24.
Are cooking ranges and ovens clean, particularly range hood?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

___
___

25.
Are dishes, pans, and utensils stored inverted to prevent contamination?  (40


 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

26.
Are clean glasses and cups inverted to prevent contamination?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

___
___

27.
Are cracked or chipped glassware, glazed pans, and dishes discarded?  (40


 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

28.
Are pitted cooking utensils discarded?  (40 Part 1, Chapter 84, Rule 84.5, c, r )



29.
Are disposables:  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      


a.
Stored properly?

      
      


b.
Dispensed properly?

YES
  NO

      
      


c.
Not re-used?

___
___

30.
Except for dishwashing detergents and sanitizers, are any other cleaning


supplies stored in the kitchen area?  If yes, explain. (40 Part 1, Chapter 84, 


Rule 84.5, c, r )          

      
      

31.
Are proper insect and rodent control measures taken?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

___
___

32.
Are dishwashing detergents and sanitizers stored in such a way to avoid


 contamination of food?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

___
___

33.
Does the food preparation area have a lavatory for the food service personnel


 use that:  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
       


a.
Has hot water?

      
       


b.
Has single service towels and soap dispenser?

___
___

34.
Are food thermometers available and used to check food temperatures?  (40


 Part 1, Chapter 84, Rule 84.5, c, r )

___
___

35.
Are all hot foods maintained at 140 degrees F. from preparation to serving?


(40 Part 1, Chapter 84, Rule 84.5, c, r )

___
___

36.
Are all cold foods maintained at 45 degrees F. or less from preparation to


 serving?  (40 Part 1, Chapter 84, Rule 84.5, c, r )




37.
Are refrigerators:  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
       


a.
Clean?

      
       


b.
Frost-free and have no more than 1/4 inch frost?

      
       


c.
Equipped with thermometer in place?

      
       


d.
Set at a temperature of 45 degrees F. or less?

      
       


e.
All refrigerated food stored properly in covered containers?

      
       


f.
Leftovers dated?

      
       


g.
Proper thawing techniques?

      
       


h.
Pre-cooked and chilled food placed in pans 4" depth with 2" air space between pans?

      
       
38.
Are oily and greasy rags properly stored?  (40 Part 1, Chapter 84, Rule 84.5, c, r )
      
       
39.
Are work towels sanitized daily?  (Part 1, Chapter 84, Rule 84.5, c, r )

YES
  NO

___
___

40.
Are work towels used on food work surfaces kept separate from work towels


used for spills on walls and floors?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

___
___

41.
Are unauthorized personnel in the food preparation area at any time?  (40


Part 1, Chapter 84, Rule 84.5, c, r )

      
       
42.
Are personal clothing items stored in preparation area?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
       
43.
Do employees clean up spillages immediately?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

___
____
44.
Is traffic flow arranged so that workers do not collide while carrying trays


containing food?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

___
___

45.
Is home-prepared or home-canned food prohibited at the nutrition site?  (40


Part 1, Chapter 84, Rule 84.5, c, r )

___
___

46.
Are commercially packaged foods kept in original containers with labels


intact?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

___
___

47.
Are commercially packaged foods stored at the appropriate temperatures at


all times?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

___
___

48.
Is fresh or frozen meat, poultry or fish processed at an establishment which


complies with all laws relating to food safety? (40 Part 1, Chapter 84, Rule 84.5, c, r)

___
___

49.
Is fresh produce, either purchased or donated, in sound condition and free


from spoilage, filth or other contamination?





(40 Part 1, Chapter 84, Rule 84.5, c, r )


PERSONAL SANITATION OF KITCHEN AND SERVING PERSONNEL

 YES
  NO

      
      


1.
Are clothes clean?  (40 Part 1, Chapter 84, Rule 84.5, c, r )           





2.
Are workers instructed to NOT:  (40 Part 1, Chapter 84, Rule 84.5, c, r )
      
      


a.
Use tobacco in the kitchen or in the serving area?

      
      


b.
Eat on the serving line?

      
      


c.
Eat in the kitchen other than in an area specified for that purpose?

      
      


d.
Touch foods with hands more than necessary during preparation or serving?

      
      


e.
Touch foods with body or clothes during preparation or serving?





3.
Do workers wash hands thoroughly after:  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      


a.
Visiting the toilet?

      
      


b.
Smoking?

      
      


c.
Eating?

      
      


d.
Coughing, sneezing or blowing?


WASH AREA AND CLEANING PROCEDURES

 YES
  NO

      
      

1.
Are floors free from water and spillage? (40 Part 1, Chapter 84, Rule 84.5, c, r )

2. Are dish racks in safe condition, smooth and free of sharp corners? (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

3.
Is there adequate drying area for washed pots and pans?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

4.
Is adequate ventilation provided?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

5.
Are all electrical units properly grounded?  (40 Part 1, Chapter 84, Rule 84.5, c, r )
6. Can switches be reached easily without touching or leaning against any

metal units and in a way to permit rapid shutdown in the event of an emergency?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

7.
Is the safety valve in hot water system in working order?





(40 Part 1, Chapter 84, Rule 84.5, c, r )




8.
If a machine is used for cleaning dishes: (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      


a.
Are dishes, trays and other utensils scraped and pre-washed?

      
      


b.
Are manufacturer's instructions posted and followed?




9.
If the hand method is used for cleaning dishes: (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      


a.
Is a three compartment sink used for hand washing dishes?

      
      


b.
Is wash water 100-120 degrees F.?

      
      


c.
Is wash water changed when it becomes dirty?

      
      


d.
Is the proper amount of detergent kept in the wash water at all times?

      
      


e.
Are dish baskets used for rinsing and sanitizing?

f. Is the temperature of sanitizing batch checked at frequent intervals


with thermometer?

g. Is each batch of dishes kept in hot water or chemical sanitizing batch


for at least two minutes?

      
      


h.
Are dishes air dried only?


MACHINE SAFETY

 YES
  NO
      
      

1.
Are employees trained in operation of machines?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

2. Are machines properly guarded and in safe operating condition? (40 Part 1, Chapter 84, Rule 84.5, c, r )

3. Are mixer beaters properly maintained to avoid injury from broken metal


parts and to avoid foreign particles in food?  (40 Part 1, Chapter 84, Rule 


84.5, c, r )

      
      

4.
Is care used in cleaning machines, especially blades?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

5. Are employees instructed to wear no loose or dangling clothing, hair or


 jewelry near machines?  (40 Part 1, Chapter 84, Rule 84.5, c, r )


SERVING LINE
YES
NO
      
      

1.
Are serving counters and steam tables free from sharp corners, broken parts?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

2.
Are steam tables cleaned daily and regularly maintained?






(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

3.
Is the serving counter clean and orderly?  (40 Part 1, Chapter 84, Rule 84.5, c, r )
      
      

4.
Is food on the serving line protected from contamination?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

5.
Is silverware placed in containers with the handles up?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

6. Are serving utensils handled in a sanitary manner (by the handles only)?  


(40 Part 1, Chapter 84, Rule 84.5, c, r )

7. Are all dishes handled in a sanitary manner (by the edges only)? 


(40 Part 1,Chapter 84, Rule 84.5, c, r )

      
      

8.
Are plastic gloves worn by workers on the serving line?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

9.
Is ice dispensed with scoops or tongs?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

10.
Are the scoops or tongs stored on a clean surface in a way that protects from





contamination?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

11.
Do steam tables maintain temperature of 140 degrees F.?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

12.
Do cold holding devices maintain temperature of 45 degrees or less? 





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

13.
Are participants guarded from equipment holding hot food?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

DINING AREA

 YES
  NO

      
      

1.
Are food spills cleaned up immediately?  (40 Part 1, Chapter 84, Rule 84.5, c, r )
      
      

2.
Are dining table surfaces cleaned and sanitized daily?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

3.
Are chairs free of dust and food particles?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

4.
Are chairs stored properly (not upside down on tables)?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

5.
Do employees consume food in designated dining areas only?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

6.
Are trays and carts in good condition and sturdy?





  (40 Part 1, Chapter 84, Rule 84.5, c, r )
      
      

7.
Are trays overloaded?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

8.
Are trays and carts kept out of traffic aisles?(40 Part 1, Chapter 84, Rule 84.5, c, r )

RECEIVING AREA
 YES
  NO

      
      

1.
Are adequate tools available for opening crates, barrels, 





cartons, etc.?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

2.
Is unpacking done away from opened containers of food?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

3.
Is area uncluttered?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

4.
Are employees instructed in correct handling methods for various containers?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

5.
Are measures taken to keep carts from rolling while not in use?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

6.
Are hand trucks, carts, etc. overloaded?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

7.
Are foods stored and marked for use on a "first-in, first-out" basis? (40 Part 1, Chapter 84, Rule 84.5, c, r )


DRY STORAGE

 YES
  NO

      
      

1.
Is the storeroom kept neat and clean? (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

2.
Is the temperature maintained between 40 to 70 degrees F.?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

3.
Is the storeroom well ventilated?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

4.
Does the storeroom arrangement allow for free circulation of air? 





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

5.
Are shelves in good repair and able to support weight of items stored? 





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

6.
Are heavier items stored near floor level?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

7.
Are all foods stored 6 inches off the floor and 2 inches from the wall?  





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

8.
Are cartons stored away from dampness to avoid collapsing?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

9.
Is light bulb two feet away from stored items?  (40 Part 1, Chapter 84, Rule 84.5, c, r )
      
      

10.
Are steady, safe step stools and ladders used?  (40 Part 1, Chapter 84, Rule 84.5, c, r)
      
      

11.
Are flammables stored separately and marked as "flammable?"





(40 Part 1, Chapter 84, Rule 84.5, c, r)

      
      

12.
Are drums and other bulk containers kept covered and labeled? 





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

13.
Are scoops stored in bulk containers?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

14.
Are items stacked to hazardous heights? (40 Part 1, Chapter 84, Rule 84.5, c, r)


REFRIGERATED STORAGE

 YES
  NO

      
      

1.
Is temperature of frozen food recorded daily?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

2.
Is frozen food is wrapped in moisture proof materials?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

3.
Is "first-in, first-out" storage system used?  





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

4.
Are foods stored no longer than the recommended storage time? 





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

5.
Are walk-in refrigerators' floors dry, clean and non-slippery?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

6.
Are storage racks stable and in safe condition?  (40 Part 1, Chapter 84, Rule 84.5, c, r )
      
      

7.
Are blower fans properly guarded?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

8.
Does an emergency device on the door permit exit if an employee is locked in (view device)?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

9.         
Is aisle space adequate and uncluttered?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

10.
Are lights in refrigerators/walk-in freezers in operation?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

11. Are heavy items stored on lower shelves and lighter items on higher 


shelves?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

12.
Are shelves adequately spaced?  (40 Part 1, Chapter 84, Rule 84.5, c, r )

      
      

13.
Are there dated frozen meal samples in the freezer?





(40 Part 1, Chapter 84, Rule 84.5, c, r )

MONITORING INSTRUMENT


TITLE III C:  NUTRITION SERVICES

MONITOR:












PROJECT:












COUNTY:












DATE OF VISIT:











NAME OF SITE:











ADDRESS:












HOURS OF OPERATION:










CONTACT PERSON:












STANDARD 306(A) (6) (A):  The Area Agency on Aging assures that it conducts


periodic evaluations of activities carried out by its subcontractors.

Title 40, Part 1, Chapter 84, Rule 84.5

AAA Staff Signature




Project Director's Signature

Date






Date


CONGREGATE MEALS

YES
NO



     
      
1.
The service provider agency serves meals at least five days per week.




(40 Part 1, Chapter 84, Rule 84.5,i)

     
      
2.
Nutrition education is available through informational programs and materials available to the participants in the Congregate Meal setting at least once a month.  (40 Part 1, Chapter 84, Rule 84.5,t)

     
      
3.
Does the meal being served today correspond to the meal listed on the menu (view posted menu)?  (40 Part 1, Chapter 84, Rule 84.5, j)

                  
4.
Does the meal include:  (40 Part 1, Chapter 84, Rule 84.5, j)

     
                a.
3 ounces meat, cheese, beans or egg?

     
                      
b.
Two 1/2 cup servings of vegetable?

     
                      
c.
One serving of bread?

     
                      
d.
Butter or margarine?

     
               
e.
Eight ounces of milk?

     
      

  
f.
Whole fruit or 1/2 cup dessert?

     
      

5.
Does staff take food temperature at beginning of food service?





(40 Part 1, Chapter 84, Rule 84.5, o)

     
         
6.
Correct utensils are used to ensure portion control?  (40 Part 1, Chapter 84, Rule 84.5,r,4)

     
         
7.
Are hot foods above 140 F. at service?  (40 Part 1, Chapter 84, Rule 84.5,r, 4)

     
         
8.
Are cold foods below 45 F. at service?  (40 Part 1, Chapter 84, Rule 84.5 r, 4)

      
         
9.
Participant attendance records are kept by use of a sign-in sheet.





(40 Part 1, Chapter 84, Rule 84.5, b, h)

     
      

10.
How many participants are being fed today?  (Answer by taking head count)
 
                   

            


11.
How many participants are listed on the sign-in sheet?


 










a.
Number of guests being fed today:









b.
Number of site personnel being fed today:




     
        
12.
Are all persons handling food directly wearing disposable sanitary gloves? (40 Part 1, Chapter 84, Rule 84.5, r)

YES
NO



     
        
13.
Are handwashing supplies available and used by all persons who cook, serve, or handle food (visually confirm this)?  (40 T Part 1, Chapter 84, Rule 84.5, r)

     
        
14.
Are there wrapped straws or sanitary glasses for milk?  (40 Part 1, Chapter 84, Rule 84.5,r) 
     
         
15.
Are staff or volunteers available to assist any participant who has trouble walking or carrying trays?  (40 Part 1, Chapter 84, Rule 84.5, r)

            


16.
Please check any of the foods listed below that are removed from the site. (40 Part 1, Chapter 84, Rule 84.5, r)

        
      
       
a.
wrapped cake or sweets.

       
      
       
b.
wrapped rolls

       
      
       
c.
wrapped fruit.

        
      
       
d.
other (please identify)






     
        
17.
Is leftover food offered as seconds to be eaten at the site?





(40 Part 1, Chapter 84, Rule 84.5, r)

       
      

18.
Are all leftover foods, other than that described in Question 16, disposed of as garbage?  (40 Part 1, Chapter 84, Rule 84.5, r)

     
        
19.
Were congregate participants prohibited from taking milk, butter or margarine from site?  (40 Part 1, Chapter 84, Rule 84.5, r)

     
        
20.
Each meal contains at least one-third of the current RDA (recommended dietary allowance) for persons 60 years and older, as documented by computer analysis, nutrient standard method or food group method as approved by the Texas Department on Aging.  (40 Part 1, Chapter 84, Rule 84.5, k)

     
        
21.
Each menu cycle is approved as meeting standards by a qualified dietary consultant or an individual authorized by the Texas Department on Aging to approve menus.  (40 Part 1, Chapter 84, Rule 84.5, k)

     
        
22.
Documentation of menu approval includes the consultant's name and registration or license number; the meal provider agency name; and dates, including the year when the menu will be served.  (40 Part 1, Chapter 84, Rule 84.5, k)


           
23.
Documentation of nutritional adequacy accompanies each menu.  It reflects at a minimum adequate provision of the following six nutrients:





(40 Part 1, Chapter 84, Rule 84.5, k)

YES
NO

     
        
       
a.
protein

     
        
       
b.
calcium

     
        
       
c.
iron

     
        
       
d.
thiamin

     
        
       
e.
vitamin A

     
        
       
f.
vitamin C

     
        
24.
Documentation shows that each meal provides at least 600 calories and not more than 1,000 calories, the recommended level being between 750 and 850 calories.  (40 Part 1, Chapter 84, Rule 84.5, k)

25. Menu cycles are repeated six times or less each year.  (40 Part 1, Chapter 84, 





Rule 84.5, k)

     
        
26.
Daily menus are repeated one time or less each month.  (40 Part 1, Chapter 84, Rule 84.5, k)

     
        
27.
Standardized recipes are kept in an organized fashion at sites (kitchens) preparing meals (view recipes).  (40 Part 1, Chapter 84, Rule 84.5, j)

     
      

28.
Compare approved cycle menus with actual meals served and receipts for food purchased by each meal provider for the specific meal.  Do meal costs, actual meal, and approved menu all coincide?

     
      

29.
Provide list of vendors providing food for nutrition sites.  Is the list made up of approved vendors?

       
    

30.
Have any clients been denied Congregate Meal services?  If yes, give date and reason:




31.
Have any clients been terminated for Congregate Meal services?  If yes, give date and reason for termination of service:

       
    

32.
Food stamps are accepted as contributions for meals.  (40 Part 1, Chapter 84, Rule 84.5,d)

33. No participant is denied service because they cannot contribute to the cost.  (40 Part 1, Chapter 84, Rule 84.5,b)


EDUCATION & OUTREACH

YES
NO

    
     

1.
Is outreach (telephone calls, visits, mailed brochures, provide speakers to different organizations) being provided in the community at this time to inform older individuals about these services?  





If NO, please explain:

     
         
2.
Are informational programs being provided to participants at this time?  (Monthly, at least 15 minutes duration)  

       
      

a.
If yes, list program topics and dates.





b.
If no, what was date of last program?

     
        
3.
Are recreational activities being provided to participants at this time?





a.
If yes, list program topics and dates.






















                                                                                    




________








     





b.
If no, what was date of last program?







4.
What types of health screening has been conducted in the last three months?  





a.
By whom?












b.
How have these been publicized?

YES
NO

c. If necessary, does provider have a follow-up referring participant to medical


 attention?


NUTRITION SITE

YES
NO

     
           
1.
Does staff welcome participant to the site?  (40 Part 1, Chapter 84, Rule 84.21, c)

     
        
2.
Does staff keep attendance records?  (40 Part 1, Chapter 84, Rule 84.5)

     
        
3.
Does staff encourage contribution?  (40 Part 1, Chapter 84, Rule 84.5, f)

     
        
4.
Is there healthy interaction between staff and participants, and between participants?  (40 Part 1, Chapter 84, Rule 84.5, c)

     
        
5.
According to a random sampling of sign-in/sheets, are all participants 60+ or spouses of participants 60+. (Pick four names from today's sign-in sheet and ask staff for participant intake form to confirm birthdate.)





(40 Part 1, Chapter 84, Rule 84.5, h)

     
        
6.
Are contributions collected in a manner that maintains the confidentiality of the participant and the donation?  (40 Part 1, Chapter 84, Rule 84.5,r)

     
        
7.
Are contributions placed in a locked box?(40 Part 1,Chapter 84,Rule 84.5, r)

          
  

8.
Are the following posted at the congregate meal site in a location that is easily visible to the participants:  (40 Part 1, Chapter 84, Rule 84.5)

     
        
      
a.
grievance procedures for participants

     
        
      
b.
menus for the current and upcoming week

     
        
      
c.
evacuation plan

     
        
      
d.
amount of the contribution and purpose of contributions

     
        
      
e.
full meal costs for ineligible individuals

      
        
      
f.
Texas Department on Aging poster regarding non-discrimination compliance policy (Spanish and English)

     
        
      
g.
Texas Department on Aging Information and Referral toll-free 1-800-392-0055 poster

     
        
      
h.
Texas Department of Human Services 1-800-252-5400 abuse and neglect poster.

     
        
      
i.
Texas Department of Health 1-800-252-9106 complaint poster

     
        
      
j.
Texas Department on Aging funding poster

     
      


k.
NCT-AAA 1-800-272-3921 poster

     
        
9.
Suspected cases of abuse, neglect or exploitation are reported to the Texas Department of Human Services within 24 hours of awareness.





(40 Part 1, Chapter 84, Rule 84.5)

     
        
10.
The location of the congregate meal site is accessible to the preferred target group in the service area.  (40 Part 1, Chapter 84, Rule 84.21, d)

YES
NO



     
        
11.
Non discriminatory practices are observed for participation.





(40 Part 1, Chapter 84, Rule 84.21, e)
              

12.
The percent of minority participants being served is in proportion to the percent of minority population in the area?  (40 Part 1, Chapter 84, Rule 84.21, d)





a.
Please specify minority 60+ population in area:







b.
Please specify number of minority served by the program:

                 
 
13.
Is interpretation assistance provided?  (40 Part 1, Chapter 84, Rule 84.21, e)

                  

14.
Are low-income persons sixty and older served by the program in proportion to their population in the area?  (40 Part 1, Chapter 84, Rule 84.21, d)





a.
Please specify low-income 60+ population in area:






b.
Please specify low-income 60+ served by the program:





15.
Please list methods used to make services accessible to the minority and handicapped:  (40 Part 1, Chapter 84, Rule 84.21, e)

                  

 16.
Special containers and utensils are available upon request and with a physician's order, for blind persons, disabled persons and those with limited mobility.  (40 Part 1, Chapter 84, Rule 84.21, e)

                  

 17.
Adequate space for activities and private space available for counseling. (40 Part 1, Chapter 84, Rule 84.21)

                  

18.
Office space provided for center staff.  (40 Part 1, Chapter 84, Rule 84.21, l)

FILES

YES
NO

              

1.
Participant records are maintained and up-to date?  (40 Part 1, Chapter 84, Rule 84.5, b)

              

2.
Are participant records kept locked to assure confidentiality?





(40 Part 1, Chapter 84, Rule 84.5,b)

              

3.
Are volunteer records maintained and up-to-date?  (40 Part 1, Chapter 84, Rule 84.5, r)

4. Obtain the equipment inventory from staff and visually determine content accuracy:

         

(40 Part 1, Chapter 84, Rule 84.5, h / 84.21 l)

                  
      

a.
Is equipment inventory up-to-date?

              
      

b.
If not, how so?




5.
Obtain a copy of the contribution statement given to each participant.  (If contribution policy is posted on the wall, list it's content on your comments page.)

              

6.
Obtain a sign-in sheet from the previous day.  Select a random sample of the names on this list (4 or 5).  Are intake forms on file for each participant?




7.
Do these records contain:

              
      
a.
name, birthdate, home address and phone number of participant?

              
      
b.
name, address and phone number of participant's physician?

              
      
c.
name, address and phone number of who to contact in an emergency?

d. medical condition or disability which could limit participation, or 

be important in case of an emergency?

              

8.
Are current job descriptions for all staff and volunteers on file?





(40 Part 1, Chapter 84, Rule 84.5,r)

      
     
 
9.
Are the following records maintained at the center for permanent staff and regular volunteers:  (40 Part 1, Chapter 84, Rule 84.5, r )

              
      
a.
name, home address and phone number?

              
      
b.
name, address and phone number of physician?

              
      
c.
name, address and phone number of emergency contact?

              
      
d.
record of attendance (number of hours worked on behalf of the center)?

              
      
e.
date individual began working or volunteered?
              
      
f.
date and content of performance

              
      
g.
signed time sheets




10.
Does the annual performance evaluation conducted by the center contain:  (40 Part 1, Chapter 84, Rule 84.5, u)

              
      
a.
a sampling of the participant's responses concerning services.

b. a sampling of the participant's responses as to the aid the program has given.
 

c. a sampling of the participant's response as to the services they think are most 


beneficial.

              
      
d.
a sampling of the participant's responses as to their likes and dislikes.

d. Staff responses from referral agencies to the effectiveness of the program in

aiding the participant, what changes have been noted in the participant's behavior since becoming involved in the program, and what suggestions they may have regarding services.




11.
Obtain a copy of the Site Bylaws from staff.  Do bylaws include provisions describing:  

              
      
a.
responsibilities?

              
      
b.
number of members?

              
      
c.
election procedures?

              
      
d.
tenure?

              
      
e.
qualifications?

              
      
f.
meetings?

              
      
g.
hearing of grievances?

              
      
h.
amendments?

              

12.
Does center director meet with Site Council?  




13.
Have staff person explain procedures to follow in case of emergencies, i.e. fire or illness.  (40 Part 1, Chapter 84, Rule 84.5, r)



                

14.
Financial records of participant contributions maintained at center?





(40 Part 1, Chapter 84, Rule 84.5, h)




15.
Please explain procedure for handling contributions (monitor will visually confirm contribution records):  (40 Part 1, Chapter 84, Rule 84.5, h)

TRANSPORTATION SERVICES:  PROVIDER VEHICLES

YES
NO

              

1.
Does agency provide transportation services for other than home-delivered meals program?  (40 Part 1, Chapter 84, Rule 84.3)




2.
Please explain purpose of van services:

              

3.
Drivers' personnel files contain records of current Texas Drivers License? (40 Part 1, Chapter 84, Rule 84.3, i)

              

4.
Drivers trained in emergency procedures?  (40 Part 1, Chapter 84, Rule 84.3, k)

              

5.
Are requests for transportation handled on a priority basis?





(40 Part 1, Chapter 84, Rule 84.3, f)

              

6.
Are reservations required?  (40 Part 1, Chapter 84, Rule 84.3, f)

              

7.
Are vehicles inspected regularly?  (40 Part 1, Chapter 84, Rule 84.3, i)

              

8.
Are vehicles appropriate for transporting the elderly?  (40 Part 1, Chapter 84, Rule 84.5, i)

            


9.
Does nutrition vehicle have a driver's handbook available for the driver in the vehicle (view handbook)?

              

10.
Is adequate insurance maintained to protect the elderly according to state and/or local laws?  (40 Part 1, Chapter 84, Rule 84.5, i)

              

11.
Are mileage reports completed properly?  (40 Part 1, Chapter 84, Rule 84.5, h)

      
      

12.
Obtain inventory records from staff and verify number of vans and vehicle registration numbers.

ADMINISTRATION

YES
NO

              

1.
Objectives adopted by the service provider are specific, verifiable and achievable concerning number and frequency of meals to be served, per cent of minority participation and number of units of nutrition outreach and nutrition education.  (40 Part 1, Chapter 84, Rule 84.5)

              

2.
Notice of changes in serving days or cancellation of service has written approval of the Area Agency on Aging.  (40 Part 1, Chapter 84, Rule 84.5, i)

              

3.
Notices of change in administrator, hours of operation or mailing address are sent to the Area Agency on Aging within 10 calendar days.





(40 Part 1, Chapter 84, Rule 84.5, i)

              

4.
The provider agency maintains an up-to-date policy manual that specifies how and by which staff or volunteer position regular activities of the agency are completed.  (40 Part 1, Chapter 84, Rule 84.5, i)

              

5.
The provider agency has an emergency or disaster plan that puts needy elderly participants as a priority.  (40 Part 1, Chapter 84, Rule 84.5, v)

              

6.
The service provider agency has written procedures to try to assure availability of food to participants in emergencies and disasters.





(40 Part 1, Chapter 84, Rule 84.5, v)

              

7.
The service provider agency maintains current job descriptions for all staff and volunteers.  (40 Part 1, Chapter 84, Rule 84.5, r)

              

8.
Designated staff have completed the 15-hour course in food protection approved by the Federal Food and Drug Administration or the Texas Department of Health.  (40 Part 1, Chapter 84, Rule 84.5,r)





a.
name and position of staff person(s):

              

9.
The food protection course was completed with one (1) year of employment and has been renewed every five years to be current.





(40 Part 1, Chapter 84, Rule 84.5, r)

              

10.
Staff, including volunteers, received at least one (1) hour of training prior to assuming duties.  (40 Part 1, Chapter 84, Rule 84.5, r)

              

11.
Pre-employment training included instruction in client confidentiality, emergency procedures, recognition of abuse, and appropriate referral procedures, as well as basic techniques of working with aged and disabled individuals.  (40 Part 1, Chapter 84, Rule 84.5, r)
              

12.
Reports submitted to the Area Agency on Aging are timely, complete and accurate.  (40 Part 1, Chapter 84, Rule 84.5, h, u)

            


13.
The service provider agency maintains records of the following:





(40 Part 1, Chapter 84, Rule 84.5, r, u)

              
      
a.
participant contributions

              
      
b.
program income

              
      
c.
in-kind contributions

              
      
d.
equipment

              
      
e.
NSIP commodities

              
      
f.
receipts for purchases of meals, food, supplies, etc.

              

14.
Records are maintained for three years (3) years.  (40 Part 1, Chapter 84, Rule 84.5, r)

              

15.
The provider agency maintains fire and casualty, worker's compensation and general liability insurance.  (40 Part 1, Chapter 84, Rule 84.5, g)

              

16.
When funds are received from more than one source, a portion of the combined costs are posted to each funding source according to the number of meals served.  (40 Part 1, Chapter 84, Rule 84.5, r, u)

              

17.
Cost analysis reports are available upon request.  (40 Part 1, Chapter 84, Rule 84.5, r, u)

              

18.
Contributions are used only to expand the program.  (40 Part 1, Chapter 84, Rule 84.5, f)

                  

19.
The provider agency promptly initiates investigation by local health authorities of complaints involving two or more persons with symptoms of foodborne illnesses within a similar time frame after consuming food from the nutrition site.  (40 Part 1, Chapter 84, Rule 84.5,w)

              

20.
The provider agency notifies the Area Agency on Aging within 24 hours of investigative actions regarding foodborne illness.  (40 Part 1, Chapter 84, Rule 84.5,w)

              

21.
Orientation and training of the meal provider director or food preparations supervisor consists of at least eight (8) hours within 30 days of assumption of duties.  (40 Part 1, Chapter 84, Rule 84.5,r)

              

22.
The director or food supervisor training had elements of personal hygiene, food storage, inventory methods, preparation and service.





(40 Part 1, Chapter 84, Rule 84.5,r)

              

23.
The director of food supervisor training had elements of portion control, quality control, selection of proper equipment for transporting and serving food, dishwashing procedures and preserving the nutritional quality of food.  (40 Part 1, Chapter 84, Rule 84.5,r)

            


24.
Did all staff receive training in the following?  (Select a staff person and verify  they have received the following by their personal file.)





(40 Part 1, Chapter 84, Rule 84.5,r)

              
      
a.
The Older Americans Act of 1965

              
      
b.
Nutrition Sanitation Standards

              
      
c.
Portion control

              
      
d.
Cardiopulmonary resuscitation (CPR, first aid)

HOME-DELIVERED MEALS

YES
NO

            


1.
Eligible participants receive at least one meal per day unless other resources are available on one or more serving days.  (40 Part 1, Chapter 84, Rule 84.5, b)

            


2.
Is a home visit made to the client within two (2) weeks of initiation of the Home-Delivered Meal to validate service need?  (40 Part 1, Chapter 84, Rule 84.5, 

               

3.
The service provider has procedures for assessing need and determination of eligibility.  (40 Part 1, Chapter 84, Rule 84.5,b)

               

4.
Participant files contain documentation of assessment and reassessment for each six months of service.  (40 Part 1, Chapter 84, Rule 84.5,b)

               

5.
Participants are screened for need and assisted in taking advantage of other services.  (40 Part 1, Chapter 84, Rule 84.5,b)

               

6.
Participants are referred to other appropriate agencies as need dictates. (40 Part 1, Chapter 84, Rule 84.5,b)

              

7.
Staff and volunteers are trained to report to the service provider when the participant cannot be found and suspension of services has not been authorized.  (40 Part 1, Chapter 84, Rule 84.5, r)

              

8.
The service provider will investigate and carry out appropriate action the same day of awareness when a participant cannot be found or a meal is found uneaten.  (40 Part 1, Chapter 84, Rule 84.5, r)

              

9.
Staff and volunteers report significant changes in the participant's physical or mental condition or environment.  (40 Part 1, Chapter 84, Rule 84.5, r)

              

10.
Conditions or circumstances which place the older person or the household in imminent danger are reported the same day of awareness. (40 Part 1, Chapter 84, Rule 84.5, r)

              

11.
Reports of suspected cases of abuse, neglect or exploitation are made within 24 hours of awareness to the Texas Department of Human Services hotline.  (40 Part 1, Chapter 84, Rule 84.5, r)

              

12.
Staff or volunteers hand the meal directly to the participant or, with permission, enter the home and place as directed by the participant.





(40 Part 1, Chapter 84, Rule 84.5, r)

              

13.
A daily record of the delivery of each meal is made by the driver or a supervisor of volunteer drivers.  (40 Part 1, Chapter 84, Rule 84.5, r)

              

14.
Supplies and carriers are used that assure that hot foods are packaged and transported in separate carriers from cold foods.  (40 Part 1, Chapter 84, Rule 84.5,o)

              

15.
Potentially hazardous food and other hot or cold food is enclosed in insulated carriers and supplemental hot or cold sources are used to maintain appropriate temperatures.  (40 Part 1, Chapter 84, Rule 84.5,o)

              

16.
Meal carriers are cleaned and sanitized daily.  (40 Part 1, Chapter 84, Rule 84.5,o)

              

17.
Meals are delivered in sealed containers to prevent spillage and contamination.  (40 Part 1, Chapter 84, Rule 84.5, o)

              

18.
Appropriate packaging and utensils for blind and disabled participants are available upon request and with a physician's order.  (40 Part 1, Chapter 84, Rule 84.5, o)

              

19.
Potentially hazardous food is pre-chilled in less than four (4) hours and held at 45 degrees F. or below throughout transport.  (40 Part 1, Chapter 84, Rule 84.5, o.p)

              

20.
Hot storage of potentially hazardous foods are held until delivery at 140 degrees F. or above except during necessary periods of preparation.





(40 Part 1, Chapter 84, Rule 84.5, o, p)

              

21.
Holding time for hot food does not exceed four (4) hours from the time food is taken from the equipment in which cooking or reheating is completed until it is delivered.  (40 Part 1, Chapter 84, Rule 84.5, p)

              

22.
Foods that are not potentially hazardous (dried, acidic or canned) are packaged and transported in covered containers protected from contamination, crunching or spillage.  (40 Part 1, Chapter 84, Rule 84.5,o)

              

23.
Instruction for storing, rehydration or heating of shelf-stable meals is provided with each meal.  (40 Part 1, Chapter 84, Rule 84.5, o)

              

24.
The service provider and the participants are able to provide safe conditions for storage, thawing and reheating.  (40 Part 1, Chapter 84, Rule 84.5, o)

              

25.
Frozen food is packaged and kept at 0 degrees F. or below until it is thawed for use.  (40 Part 1, Chapter 84, Rule 84.5,o)

              

26.
Provision are made in accordance with assessed needs for telephone calls, personal visits by volunteers, staff, neighbors, friends or family members.  (40 Part 1, Chapter 84, Rule 84.5, r)

              

27.
Monitoring by the meal provider agency for each route is documented at least annually.  (40 Part 1, Chapter 84, Rule 84.5,u)
              

28.
Nutrition outreach is performed to assure that the maximum number of eligible individuals may have an opportunity to participate.  (40 Part 1, Chapter 84, Rule 84.5,s)

              

29.
Nutrition education is available at a minimum through materials sent to the home, a home visit or a telephone contact once per month.





(40 Part 1, Chapter 84, Rule 84.5,t)

              

30.
Food stamps are accepted as contributions for meals.  (40 Part 1, Chapter 84, Rule 84.5, d, f)

              

31.
No participant is denied services because he/she cannot contribute to the cost.  (40 Part 1, Chapter 84, Rule 84.5,b)

TITLE III B:  TRANSPORTATION SERVICES
MONITOR:

PROJECT:
COUNTY:

DATE OF VISIT:
NAME OF SITE:

ADDRESS:

HOURS OF OPERATION:

CONTACT PERSON:

STANDARD 306(A) (6) (A):  The Area Agency on Aging assures that it conducts

periodic evaluations of activities carried out by its subcontractors.

Title 40, Part 1, Chapter 84, Rule 84.3

AAA Staff Signature



                                   Project Director's Signature

                   Date






                                                                   Date

VEHICLES

YES
NO

1.
Does each vehicle contain:  (40 , Part 1, Chapter 84, Rule 84.3, i)

a.
A first aid kit?

b.
An approved fire extinguisher that has an annual certification?

c.
A triangular warning device and flares?

d.
An operating flashlight?

e.
Working seat belts for each passenger and driver?

f.
Passenger boarding devices including a step and grab bar?

g.
Dual side mirrors with a convex mirror attachment?

h.
Back up lens in rear view window?

i.
Vehicle registration and proof of insurance?

j.
A driver's handbook?

k.
A contribution poster in a location where it is easily seen by all?

2.
Are there written grievance procedures in effect, and how are participants informed of them?  Explain.  (40 , Part 1, Chapter 84, Rule 84.1, e, p)
3. How are contributions collected and accounted for?  (40 , Part 1, Chapter 84,

Rule 84.1, j
4.
Obtain a random sample of participant names from the sign-in sheets.  Obtain copies of the participant intake forms.  (40 , Part 1, Chapter 84, Rule 84.3, d)

FILES

YES
NO

1.
Do each of the driver personnel files contain the following:  (If any of the drivers are lacking in any of the following, please list name under each item.)  (40 , Part 1, Chapter 84, Rule 84.3, i )

a.
A copy of a valid Texas Driver's License?

b.
A copy of driver's physician statement of acceptable health standards for driver?  How often are these updated?

c.
Records of training received on a semiannual basis covering changes in the transportation program, reporting forms, vehicle operations, or operation of special equipment?

d.
Current certification of drivers in the Defensive Driving course?

e.
Written documentation of semiannual evaluations of each driver?

f.
Name, address, and telephone number of drivers?

g.
Name, address, and telephone number of physician?

h.
Name, address, and telephone number of emergency contact?

i.
Record of attendance?

j.
Date individual began working for the center?

k.
Record of training on the Older American Act regulations?

l.
Record of training in Passenger Assistance Techniques?

Date of training:

m.
Record of training in Cardiopulmonary Resuscitation (CPR)?

Date of training:

n.
Record of training in First-Aid?

Date of training:

2.
Are there current job descriptions for all staff and volunteers on file?

(40 , Part 1, Chapter 84, Rule 84.3, i )

POLICIES AND PROCEDURES

YES
NO

1.
Is there a written procedure for handling complaints (include copy)?

(40 , Part 1, Chapter 84, Rule 84.1, e, f)

2. Are these procedures made available to the client?  (40 , Part 1, Chapter 84,

Rule 84.1, e, f)

3.
Has the contractor developed a policy for placing participants on a waiting list (include copy)?  (40 , Part 1, Chapter 84, Rule 84.1, e)

4.
Are priorities for persons on the waiting list established to address frailty, emergencies and/or referrals?  (40 , Part 1, Chapter 84, Rule 84.1)

5.
Has the contractor developed written procedures for staff to use in the case of emergencies, i.e., fire or illness (include copy)?  (40 , Part 1, Chapter 84, Rule 84.3, a)

ADMINISTRATION

YES
NO

1.
Is the program operating and meeting objectives as outlined in the contract?  (40 , Part 1, Chapter 84, Rule 84.3, d, e)

2. Is the program visible in the community?  (40 , Part 1, Chapter 84, Rule

84.3, f)

3.
Does the program appear to have good community relations?

(40 , Part 1, Chapter 84, Rule 84.3, m)

4.
Do local elected officials visit/support the program?  (40 , Part 1, Chapter 84, Rule 84.3, a)

5.
Do community leaders visit/support the program?  (40 , Part 1, Chapter 84, Rule 84.3, a)

6.
Is the contractor making attempts to be self-sufficient?  (40 , Part 1, Chapter 84, Rule 84.3, e)

7.
What efforts are being made to obtain support from private and public organizations?  (40 , Part 1, Chapter 84, Rule 84.3, e)

8.
Are performance reports submitted by the eighth calendar day of each month and properly completed?  (40 , Part 1, Chapter 84, Rule 84.3, h)

9.
Does the project serve only persons who are sixty years of age and older and their spouses?  (40 , Part 1, Chapter 84, Rule 84.3, d)

10.
Is the number of persons sixty and older being served consistent with the number specified in the contract?  (40 , Part 1, Chapter 84, Rule 84.3, d, h)

11.
Are persons sixty and older actively recruited to participate in the program?  (40 , Part 1, Chapter 84, Rule 84.3, d)

12.
Does the program have a non-discrimination policy in place (view document)?  (40 , Part 1, Chapter 84, Rule 84.3, a)

13.
Are services accessible to handicapped persons?  (40 , Part 1, Chapter 84, Rule 84.3, f)

YES
NO

14.
Are minority persons sixty and older actually served by the program in proportion to their population in the area?  (40 , Part 1, Chapter 84, Rule 84.3, d, h)

a.
Please specify minority 60+ population in area:

b.
Please specify number of minority served by the program:
15.
Are low-income persons sixty and older served by the program in proportion to their population in the area?  (40 , Part 1, Chapter 84, Rule 84.3, d, h)

a.
Please specify low-income 60+ population in area:

b.
Please specify low-income 60+ served by the program:

16.
Are participant records kept locked to assure confidentiality?

(40 , Part 1, Chapter 84, Rule 84.3, h)

17.
Is the program coordinated with other service providing agencies?  How? (40 , Part 1, Chapter 84, Rule 84.3, d, m)
18.
Are procedures established for obtaining views of participants concerning the transportation service they receive?  How?  (40 , Part 1, Chapter 84, Rule 84.1, e)

19.
Is data collected on needs of elderly and shared with other community agencies?  How?  (40 , Part 1, Chapter 84, Rule 84.1, e, h)

20.
Does the contractor staff attend NCT-AAA sponsored training programs? (40 , Part 1, Chapter 84, Rule 84.3, i)

YES
NO

21.
Is local training provided to project staff?  (40 , Part 1, Chapter 84, Rule 84.3, i )

22.
Are volunteers utilized, trained, supervised and recognized by the contractor?  (40 , Part 1, Chapter 84, Rule 84.3, i )

23.
Are records maintained on all volunteer time?  (40 , Part 1, Chapter 84, Rule 84.3, h)

24.
Is the TDoA funding source poster placed in a conspicuous area?

(40 , Part 1, Chapter 84, Rule 84.3, h)

25.
Is the van schedule established as well as publicized?  (40 , Part 1, Chapter 84, Rule 84.3, m)

MONITORING INSTRUMENT

VEHICLE ROUTE REPORT
MONITOR:












PROJECT:













COUNTY:












DATE OF VISIT:












NAME OF SITE:











ADDRESS:












HOURS OF OPERATION:










CONTACT PERSON:












STANDARD 306(A) (6) (A):  The Area Agency on Aging assures that it conducts


periodic evaluations of activities carried out by its subcontractors.

Title 40, Part 1, Chapter 84, Rule 84.3

AAA Staff Signature




Project Director's Signature


VEHICLE CHECK

YES
NO



1.
Does this vehicle contain each of the following:  (40 Part 1, Chapter 84, Rule 84.3, i)

            

a.
A first aid kit?

            

b.
An approved fire extinguisher that has an annual certification?

            

c.
A triangle warning device and flares?

            

d.
An operating flashlight?

            

e.
Working seat belts for each passenger and driver?

            

f.
Passenger boarding devices including a step and grab bar?

            

g.
Duel side mirrors with a convex mirror attachment?

            

h.
Back up lens in rear view window?

            

i.
Vehicle registration and proof of insurance?

            

j.
Contribution poster in a location where it is easily seen by clients?

    

2.
Obtain a current copy of the contractor's vehicle inventory.




(40 Part 1, Chapter 84, Rule 84.3, h)

            
3.
Does the program contain an informal daily check for operational readiness which documents any maintenance problems with the vehicle?  (Visually confirm as driver proceeds with daily check.)  (40 Part 1, Chapter 84, Rule 84.3, i)

            
4.
Obtain a vehicle maintenance schedule for this vehicle.  Please provide the information needed below.






Current
Mileage of

Mileage




Vehicle
Mileage
Auto at Check-up
Difference


5.
Obtain a random sample of participant names from the sign-in sheets.  Obtain copies of the participant intake forms. 

            

Are all passengers over 60 years of age or the spouse of an individual 60 years of age?  (40 Part 1, Chapter 84, Rule 84.3, b, d)

            
6.
Is contribution box on van?  Locked?  Suggested donations amount posted?  (40 Part 1, Chapter 84, Rule 84.3, d

YES
NO


7.
How are contributions collected and accounted for?  (40 Part 1, Chapter 84, Rule 84.3, d)

            
8.
Are trips scheduled to make minimum use of van?  (40 Part 1, Chapter 84, Rule 84.3, m)

            
9.
Is van schedule established as well as publicized?  (40 Part 1, Chapter 84, Rule 84.3, m)


GENERAL

YES
NO

            
1.
Are volunteers used in the program?  (40 Part 1, Chapter 84, Rule 84.3, k)

            
2.
Is location of facility conducive for access by target population?




(40 Part 1, Chapter 84, Rule 84.3)

            
3.
Are there current job descriptions for all staff and volunteers on file (view job descriptions)?  (40 Part 1, Chapter 84, Rule 84.3, k)

            
4.
Are there written grievance procedures in effect, and how are participants informed of them?  (40 Part 1, Chapter 84, Rule 84.1, e, f)

            
5.
Has the contractor developed a policy for placing participants on a waiting list (include copy)?  (40 Part 1, Chapter 84, Rule 84.1, e)

            
6.
Are priorities for persons on the waiting list established to address frailty, emergencies, and/or referrals?  (40 Part 1, Chapter 84, Rule 84.1)

            
7.
Has the contractor developed written procedures for staff to use in the case of emergencies, i.e., fire or illness (include copy)?  (40 Part 1, Chapter 84, Rule 84.3, a, i)

PARTICIPANT INTERVIEW #1

INSTRUCTIONS:


Use the following as a guide in interviewing participants.  Please be as explicit as necessary.  If additional space is needed, please continue on the back of this page.

YES
NO

1.
How did you find out about this service?


2.
How has this service helped you?

            
3.
Do you drive?

            

Do you own a car?

            
4.
Do you live with someone who drives?

            

Does this person own a working automobile?

            

Does this person work?

            
5.
Has the suggested contribution policy been explained to you?

            
6.
Do you contribute what you can toward the cost of this service?


7.
Do you find the service satisfactory or unsatisfactory?




            
8.
Is the service usually on time to pick you up?

8. Does the driver assist you into the vehicle, if necessary?

INTERVIEW WITH SUPERVISOR

1.
How are riders screened to determine need?

2.
How are priority rides determined?

3.
How are contributions collected from participants?

4.
How are complaints handled?

TRANSPORTATION UNITS

YES
NO



1.
Monitoring during route: (40 Part 1, Chapter 84, Rule 84.3, g)

            

a.
Are all passengers asked to wear safety belts?

            

b.
Are all passengers asked to contribute?

            

c.
Does driver assist passenger to and from car as needed?

            

d.
Does driver wait to see that passenger is within the building safely before driving away?

            

e.
Are semi-annual evaluations conducted?

            

f.
Is staff able to assist with language barrier?

            

g.
Do passengers represent a good cross-section of target population?

APPENDIX D

VOLUNTEER EXIT SURVEY

EXIT INTERVIEW QUESTIONNAIRE

Please take the time to answer the following questions as honestly as possible.  Your individual responses are confidential and will not become part of your ombudsman file.  This information is very important and will assist us in analyzing the factors contributing to volunteer turnover.  Thank you for your assistance.
Name:








Start Date:

________________________________________________
____________________

Name of Supervising Staff Ombudsman                                


Resignation Date:

________________________________________________
____________________

1.  Check reason for leaving the Ombudsman Program:
     ‭  Lack of recognition
‬                Family circumstances
‭              Poor health

     ‭ Travel required

‭           Other (please specify):

2.  Did you have adequate staff support?
     Yes ______
No ______ 

3.  Was your ombudsman experience valuable to you?

     Yes ______
No ______

4.  Was the continuing training you received helpful?

     Yes ______
No ______ 

5.  Did you receive appropriate assistance from staff ombudsmen in a timely manner? 

     Yes ______
No ______

6.  Would you encourage others to become a volunteer ombudsman?
     Yes ______
No ______

7.  Please list on the back, names, addresses and phone numbers of persons who may be   

     interested in becoming a volunteer ombudsman.

Name/Address

________________________________________________________________________  

Phone: ________________ 

� Please note that the Department is developing a customer satisfaction tool kit, which includes survey forms and procedures.  The tool kit is scheduled for implementation during FY 07.


� This section appeared in the TAC prior to the most recent revision.  Although the section has been removed from the TAC, it provides a good foundation for AAAs’ sanction policies.


� Please note that the Department will be reviewing these policies to ensure that they meet the needs of all Title III clients—not only those who attend congregate meal sites.


� Please note that the LBB variance targets are subject to change.  During FY06, they are as follows:


Ombudsman:


Number of active certified active ombudsmen


Average cost per certified active ombudsman


Care Coordination


Number of unduplicated care coordination clients


Cost per unduplicated care coordination client


Congregate Meals


Number of persons receiving congregate meals


Average cost per congregate meal


Home Delivered Meals


Number of home delivered meals served


Average cost per home-delivered meal


Transportation—demand response


Number of one-way trips


Average cost per one-way trip


Homemaker


Number of unduplicated homemaker clients


Average cost per homemaker client











� Please note that the AAA may be granted up to two requests for extension per report and up to eight extensions per year, per TAC §83.1(c) (4) (� HYPERLINK "http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1" ��http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=40&pt=1&ch=83&rl=1�)





� Faith based providers have rights to:  1) offer religious activities, although inherently religious activities must be voluntary, privately-funded, and separate in time or location from the program funded with direct Federal dollars; 2) retain independence from federal, state, and local governments, and carry out its mission, including the definition, practice, and expression of its religious beliefs; 3) not be excluded from participation simply because the organization is motivated by religious faith to provide social services or because of religious character or affiliation; and 4) retain their federal exemption under Title VII of the Civil Rights Act.  Beneficiaries have rights to:  1) be served without discrimination on the basis of religion or religious belief when the providing organization received direct government funding; 2) have the option of participating on a voluntary basis in privately-funded inherently religious activities; and 3) in the case of an indirect funding program, be guaranteed a genuine and independent choice among providers. 


� Please note that specific services under categories (2)(a)(i)-(ii) may be revised from year to year.  Please check the Budget Payment Comparison Workbook for the most current listing of services by category.


� DADS has taken the position that Title III funds, Title VII funds, and State General Revenue funds are included when calculating the maintenance of effort (MoE).  Local funds are not taken into consideration when calculating the MoE.


Since the OAA establishes a base year (currently Fiscal Year 2000), an area agency on aging is allowed to increase, and then decrease, federal funds dedicated to the ombudsman program during subsequent years, as long as total ombudsman program expenditures do not fall below the MoE.  The MoE can be met with federal funds, state funds, local funds, or any combination thereof.


The only exception to this rule occurs when an area agency on aging receives an increase in its Ombudsman Activity Grant (OAG) allocation.  All increases in OAG funds must be dedicated to the ombudsman program, and may not supplant other federal funds.  As such, ombudsman program expenditures must increase each year the area agency on aging is awarded more OAG funds, in an amount that is equal to or greater than the increase in OAG funds.





� The AAA obtains such consent through use of the Department’s standardized Client Intake and Caregiver Intake.


� This requirement applies at the agency level.   For example, if one agency operates several congregate meal sites, and it serves meals at one or more sites each serving day, no waiver is required.  


� Please note the TAC refers to the Rules on Food Service Sanitation, but these rules have been rescinded and replaced by the Food Establishment Rules.


� Please note that DADS has a preferred delivery window of 10:30 a.m. – 1:30 p.m.


� The AAA may reimburse contract agencies and service providers for up to two consecutive deliveries per month per client when a meal is delivered and the participant is not home to accept it.


� The Rule now reads that the assessment must be completed within two weeks of service initiation, but it is being revised.  The Department requires that assessments be done prior to initiation of service.


� Please note that this rule is being revised by the DADS Rules Review workgroup. 


� A “focal” point is defined as a facility established to encourage the maximum co-location and coordination of services for older adults.  The AAA must serve as the focal point.  In addition, it is encouraged to designate additional focal points from organizations such as those designated as community action agencies or community action programs under section 210 of the Economic Opportunity Act of 1964 for fiscal year 1981, and did not lose the designation as a result of failure to comply with such Act; or came into existence during FY82 as direct successors in interest to such community action agencies or community action program; and that meet the requirements under section 676B of the Community Services Block Grant Act.  Once identified, the focal points must be identified in the AAA’s area plan and all provider contracts and/or vendor agreements.  





Reference:  PI 06-02


	


� For example, two 12” grab bars and one 18” grab bar would be reported as two units; the 12” grab bars would constitute one unit since they are the same item.  A 60-day supply of Glucophage, a 30-day supply of Celebrex, and a 90-day supply of Cardizem would be reported as three units.





PAGE  
5
AAA Policies and Procedures Manual 04/12/06


