

III.
SCOPE OF WORK
A.
  General Description:

Community Service Broker Employment (CSE) and Community Service Broker for general community resources (CSB) are community supports that assist Persons with Intellectual Disabilities, Related Conditions (ID.RC), Acquired Brain Injury (ABI), and/ or Physical Disabilities (PD).  CSE and CSB are designed to promote family preservation and assist in developing both natural supports and supports from the community so the Person’s quality of life is enhanced. 

B.
  Population Served:

The Contractor shall serve Persons with Intellectual Disabilities, Related Conditions (ID.RC), Acquired Brain Injury (ABI), and/or Physical Disabilities (PD) and who are eligible for services with DHS/DSPD according to Administrative Code, Rule R539-1 and who are on Department of Human Services (DHS)/Division of Services for People with Disabilities (DSPD) waiting list or receive limited state fund non-waiver services.
CSE is specific to Persons age 16 and over to discover and utilize community resources for the purpose of securing employment opportunities.  

C.
The Contractor and its CSE and CSB Staff Qualifications: The Contractor shall ensure its staff meets the following requirements: 

1. 
Be 18 years of age or older.
2.
In accordance with Utah Code§§ 62A-2-120 through 122 or Utah Administrative 


Code, Rule R501-14, direct-care service staff working in an employment or 


volunteer capacity shall pass an initial screening and annual background 



screenings completed by and consistent with current DHS Office of Licensing 


(OL) requirements.
3.
 
Read and sign DHS and DHS/DSPD Code of Conduct at hire and annually.
4.
Possess a current driver's license, current automobile insurance coverage that meets the requirement in Part 1 of this contract, and a vehicle that can properly and safely transport a Person, based on the Person's need and shall comply with 
 any local ordinances or permits.
5.
Possess a Bachelor's Degree in a related field of social, health or education sciences plus at least two (2) years of experience in a professional or volunteer capacity working with people with disabilities (ID.RC, ABI or PD) and their families helping them access available state and community resources, or have six (6) years of experience in a professional or volunteer capacity working with people 
with disabilities (ID.RC, ABI or PD) and their families helping them access 
available state and community resources.
6.

Participate in any DHS/DSPD required training.
7.

Have an active account with Utah System for Tracking, Evaluation, and `
Planning Services (USTEPS) Provider Interface (UPI), and,
8.

Notify DHS/DSPD Program Specialist of any new hires within 5 days.

D.
  Information Technology and Security of Records: 

The Contractor and its staff shall:

1. Ensure that all Person’s records, written, printed or electronic are maintained in a safe and secure fashion that prevents viewing, duplication, sharing or access by any unauthorized individual. All correspondence with Person-identifying information shall only be accepted if sent in secure format.  Electronic documents shall be encrypted.
2. Ensure data security in transmissions. Data downloaded to a user or company owned personal computing device (any electronic storage device including memory sticks or thumb drives) shall be protected through encryption and data immediately removed 
once no longer needed. All email transactions created by the Contractor
staff that contains the 
Person’s identifying information must be encrypted by secure email.

3.
Obtain individual user identification (ID) and passwords through the Contractor designee via requests to the DHS/DSPD USTEPS and UPI system administrator or designee using the USTEPS/UPI Provider Access Request Forms for Contractor (company) and an individual form for each system user. Contractor designee shall be responsible to disseminate information concerning DHS/DSPD USTEPS/UPI to Contractor and its staff. The Contractor and its staff shall not share these User IDs or passwords with anyone. The Contractor shall immediately notify DHS/DSPD of any security breach including but not limited to data access, password, or user account access. Access to the USTEPS/UPI system shall only occur using the individually assigned User ID and password for the actual user accessing the USTEPS/UPI system at that moment. The Contractor and its staff shall maintain current contact information (phone number and email address).

4.
For any worker who terminates, including transfers to their own or another 
contract, notify DHS/DSPD within one (1) working day and shall immediately 
secure all records and notify DHS/DSPD contract unit in written form (either 
electronic or hard copy) on company letterhead to have the original DHS/DSPD 
USTEPS Access Request Form updated and to terminate specific worker systems 
access. Failure to comply with records and system access security requirements 
may result in serious and financially costly consequences. 

E.
Contractor’s Direct Service Requirements for CSE: The Contractor shall:

1.
Provide CSE services upon obtaining the following from DHS/DSPD:



a.
A written referral from the DHS/DSPD Program Specialist to initiate 



contact with the Person within 2 days
;


b.
A written authorization from DHS/DSPD on the Direct Services 




Authorization Form 1056, which is obtained through UPI;
c.
The Person's Person Centered Support Plan (PCSP); and, 



d.
The Person’s social history.
2.
Provide coordination and referral of community resources that will expand the range of employment support options for the Person. This may include assistance with: filling out forms or applications for benefits, programs and services, setting up, transporting to/from as needed and attending appointments, and following up to ensure services are appropriate.
3.
With the Person, complete the DHS/DSPD Community Service Broker and Employment Action Plan/Support Strategy (AP/SS) form detailing how the needed supports will ensure successful employment outcomes .The Action Plan/Support Strategy shall be specific to each Person served and sent to DSPD Program Specialist within 15 days of completion.

4.
Provide community–based employment services in the timeframe specified in 
each Person's PCSP. 

5.
Provide guidance, assistance and/or demonstrate to the Person or the Person’s family how the Person can access needed community employment supports and services as indicated in the Person’s PCSP. 

    
  6.
Monitor the progress of the Person’s employment services by observing the 


Person’s ability to meet the goals identified in the Contractor’s Action 



Plan/ Support Strategy.
7.

Notify, through written communication, DHS/DSPD Program Specialist of 
significant changes related to the Person’s Health and Safety within five (5) 
working days of change or discovery.

8.
 
Within 2 working days of getting a referral enter a USTEPS log note documenting  
attempts of contact to develop a working relationship with the Person and the 
Person's family in order to assist them in achieving identified outcomes. 
9.
Face-to-face contact shall be achieved within 30 days of the referral and staff shall complete an activity log note in USTEPS within 15 days noting progress made. 
10
Complete Support Work Independence (SWI) participation packet and return it to the DHS/DSPD Program Specialist within 15 days of the first face-to-face contact.
F.
Contractor’s Direct Service Requirements for CSB: The Contractor shall:


1.
Provide CSB services upon obtaining the following from DHS/DSPD:



a.
A written referral from the DHS/DSPD Program Specialist to initiate 



contact with the Person within 2 days
;



b.
Written authorization from DHS/DSPD on the Direct Services 




Authorization Form 1056, which is obtained through UPI;

c.
The Person's Person Centered Support Plan (PCSP); and, 



d.
The Person’s social history.

2.
Provide coordination and referral of community resources that will expand the range of support options for the Person or the Person’s family. This may include assistance with filling out forms or applications for benefits, programs and services, setting up, transporting to/from as needed and attending appointments, and following up to ensure services are appropriate.

3.
With the Person, complete the DHS/DSPD Community Service Broker and Employment Action Plan/Support Strategy (AP/SS) form detailing how the needed supports and resources will improve the person’s quality of life.  The Action Plan/ Support Strategy shall be specific to each Person served and sent to DSPD Program Specialist within 15 days of completion..

4.
Provide services, in the timeframe specified in each Person's PCSP. 

5.

Provide guidance and/or demonstrate to the Person or the Person’s family how the 
Person can access needed community supports and services as indicated in the 
Person’s PCSP. 

   
   6.
Monitor the progress of the Person’s services, by observing the Person’s ability to 

meet the goals identified in the Contractor’s Action Plan/Support Strategy.
7.

Notify, through written communication, DHS/DSPD Program Specialist of 
significant changes related to the Person’s Health and Safety within five (5) 
days of change or discovery.

8.
 
Within 2 working days of getting a referral enter a USTEPS log note documenting  
attempts of contact to develop a working relationship with the Person and the 
Person's family in order to assist them in achieving identified outcomes. 
9.

Face-to-face contact shall be achieved within 30 day of the referral and 
complete an activity log note in USTEPS within 15 days.
G.
Community Service Mileage (CSM)


The Contractor shall provide the Person with transportation to and from appointments or 
for the Person as it is specified in the Person’s PCSP. The Contractor shall:

1.
Track transportation mileage on a trip log, which shall include specific 



information about the use of the vehicle including a minimum of the following: 


a.
Driver’s name; 



b.
Name of Person or Person’s Personal Identification Number (PID);


c.
Date and time of travel; 


d.
Purpose of the trip;


e.
Beginning and ending physical locations including addresses; and,  


f.
Amount of miles traveled (beginning and ending mileage from odometer).
2.
Check the driving records annually for staff who provide transportation services, 


and shall ensure that drivers have a current and valid driver's license.  In addition 


to the Contractor maintaining automobile insurance consistent with the 



requirements of Part I, Section B, Paragraph c(1)(b) of this Contract, the 



Contractor shall check annually that drivers providing transportation in their 


personal vehicles have their own current automobile registration and insurance.  


The Contractor shall keep documentation of this review and have copies of the 


driver’s record and auto insurance in the employee’s file.   

3.
Ensure its staff providing transportation meet the following 





requirements:


a.
Persons are not left unattended in the vehicle.


b.
Persons use seat belts and remain seated while the vehicle is in 




motion.


c.
Keys are removed from the vehicle at all times when the driver is not in 



the driver's seat unless the driver is actively operating a lift on vehicles 



that require the keys to be in the ignition to operate the lift.


d.
All Persons in wheelchairs use seat belts, or locking mechanisms to 



immobilize wheelchairs during travel.


e.
Persons are transported in safety restraint seats when required by Utah 



State law.


f.
Vehicles used for transporting Persons have working door locks and that 



doors are locked at all times while the vehicle is moving.


g.
If using personal vehicle, documents proof of vehicle inspection and 



insurance are current and in the vehicle.
H.
Direct Service Requirements, Resources and Supports: 

The Contractor and its staff shall assist the Person and the Person's family in identifying and creating support options, as outlined in the AP/SS form, by finding available community resources that will best serve the Person's needs and linking the Person to those resources.  The Contractor and its staff shall determine the level of support a person and the person’s family need in order to obtain and benefit from resources and support. The contractor and its staff shall assist a person and the person’s family by obtaining and completing necessary forms and applications for appropriate programs and services, make appointments, transport to/from as needed and attend appointments and follow up with a person and the person’s family to ensure services or programs are in place and appropriate for their needs. The contracted service may include the following:

1.
Provide Education and Technical Assistance for Persons and Families: 
The Contractor shall educate the Person and the Person's family on the 



community resources that are available to them and those services that will best 


serve their needs. The Contractor shall provide personal training or coaching, 


conduct instruction on topics that the Person and the Person’s family are 



interested in learning about, or introduce the Person and the Person’s family to an 


individual that has experience in any area of their interest. 

2. 
Expand and develop support options outside the immediate family to individuals 
such as neighbors, clergy, co-workers (includes non-paid natural supports).
3.
Connect the Person with social services and mental health services.

4.
Connect the Person to supports available within the public school system.

5.
Link the Person to local resources for affordable housing and utility assistance programs.

6.
Find and facilitate the Person’s efforts to acquire financial assistance; such as 
budgeting finances, identifying social security benefits, Medicaid/Medicare 
benefits, other local, state or federal program supports and Representative Payee. 
7.
Find resources for resolving guardianship issues.
8.
Support the Person in maximizing work incentives and other benefit options.
9.
Find and facilitate transportation support.

10. 
Find resources for job support/education/training, such as supported employment 
opportunities, finding mentors, and obtaining information on programs offered 
through higher education institutions. 
11.
Locate and facilitate assistance with Assistive Technology/Adaptation.

12. 
Locate and facilitate assistance with health care, such as home health care, free 
clinics, and State programs. 
13.
Identify, daytime supports.
14.
Transition Persons who are students to find assistance in planning for their future.
15.
Utilizing services available through Department of Workforce Services (DWS).
I.
Limitations: 

The Contractor shall not:

1.
 Bill DHS/DSPD for Contract Administration and Staff Training. 

2.
 Provide or Bill DHS/DSPD for CSE/CSB service units exceeding 80 hours    


annually without the prior approval of the DHS/DSPD Program 




Administrator.

3.
Bill DHS/DSPD for mileage that does not assist the Person with obtaining   
   community services.

4.
Meet with the Person at the Contractor's or the Contractor's staff's residence.

5.  
Serve more than 35 Persons per staff.

6.
Provide overlapping job coaching or other DSPD Services pursuant to this 

 
contract by the same staff.
J.
Training Requirements: The Contractor and its staff shall:
1. Prior to providing services to Persons attend a mandatory orientation session conducted by DHS/DSPD.  

2. Remain current with changing trends such as terminology used to identify people with disabilities or improved and/or changed resources (i.e. new equipment, new or changed public transportation or modified requirements/regulations for social security benefits). The Contractor shall provide DHS/DSPD with a report documenting 10 hours of continuing education or Contractor generated training for each direct care staff each year. The report shall detail the area of study (i.e. Medicaid, Social Security Income (SSI), current educational programs, community resources, etc.), the number of hours, and the type of participation (written materials, seminars, conferences, and/or training sessions). 

K.
Staff-to-Person Ratio: 

The Contractor shall ensure a staff ratio of one staff to one Person and/or one staff to the 
Person's family. 
L.
Location of Services:

The Contractor shall conduct needs assessments and attend follow-up meetings at the Person's residence or the Contractor's business office. The Contractor may also use a local DHS/DSPD office or any State of Utah Department of Human Services building, by notifying DHS/DSPD’s conference room scheduler in advance of the preferred date and time. 

M.
Record Keeping: The Contractor shall maintain the following records for each Person served: 

1. 
A referral from DHS/DSPD for each Person receiving this service; 

2. 
PCSP Action Plan DHS/DSPD Community Service Broker and Employment 
Action Plan/Support Strategy (AP/SS) form ;

3. 
Summary of monthly services;
4. 
Number of hours services were provided each billing period; and,
5. 
Service termination report, detailing the types of services and dates services were 
rendered, including logs of required training hours.
N.
Reports:


 


The Contractor shall report various metrics to measure the performance of the service, 


within 15 days of request from DHS/DSPD, this could include, but is not limited to; 


1.
Number of resource referrals made to the Persons by the Contractor,


2.
Number of appointments attended by the Contractor, 


3.
Number of resources which when referred to actually provided service to the 


Persons, and 


4
Number of Persons that have experienced positive outcomes.

O. 
Billing Support:  The Contractor shall submit the following information with all 
billings: 

1. 
The name and PID of the Person who received the service. 

2. 
The specific reimbursable service. 

3. 
The date and time the service was rendered. 

4. 
Name of Contractor’s qualified staff who delivered the service. 

5. 
Monthly Summaries and other coordinating reports.
Payment Rate Table

	Service Code
	Description
	Units
	Rate

	CSB
	Community Service Broker
	Quarter Hour
	$5.87

	CSB
	Community Service Broker
	Hourly
	$23.48

	CSM
	Community Service Mileage
	Miles
	$0.38
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1

